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PREAMBLE

Dublin Business School (DBS), incorporating Portlib€ollege is the largest independent
College in Ireland and provides a comprehensive range of undergraduate, postgraduate,
executive education and professional programmiis. college is owned biaplan Inc.,

the education division of The Washington PGempany

The College comprises three academic sctgydihe Schools of ArtsBusiness and Law
and the Professional School. DBS offers academic programmes both at undergraduate and
postgraduate level.

DBS has beera designated institution of the Highedu€ation and Training Awards
Council (HETAC, formerly the National Council for Educational Awarsis¢e 1992.

DBS has been an Accredited Institution of Liverpool John Moores UniveisityiU)
since 1995. This has been extended to cover postgraduatarpmgs since 2008. DBS
complies fully with LIMU quality assurance procedures and conducts periodic
programmatic reviews in line with LIJMU policies and requirements. An academic
representative from LIMU is a member of the DBS Academic Board.

The academiprogrammes are accredited by HETAC, LIMU or the University of Wales
or jointly by HETAC and LIMU or HETAC and the University of Wales.

The Professional School is a Platinum Approved Learning Partner of the Association of
Chartered Certified AccountanfACCA), and an Approved Learning Partner of the
Chartered Institute of Management Accountants (CIMA).

DBS also incorporatethe European Business School (EBS). EBS offers a variety of
undergraduate and postgr adua,taedisamembsrefs f or
European Business Schools International (EBSI).

Pagel Sept2009
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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 whictoisded,
organised or procured by the Coun@ETAC), in accordance wittsection 28of the
Qualifications (Education and Training) Ad999. These procedures, in accordance with

the Act, include those for

e evaluation at regular intervals of the prograenof education and training concerned,
(including evaluation by persons who are competent to make national and international
comparisons in that respect)

e evaluation by learners of that programme

e evaluation of services related tat programme

The Academc Quality Assurance Handboakthe definitive source of all DBS

e academic and quality policies
e academic and quality proceduresd
e associated forms required to access those procedures

in orderto meet the requirements of the legislation and the regquants 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 athdanic programmes delivered lilge 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 astandards for the quality provision of programmes.

The documenis owned andnaintainedby t he Regi straroés Office,
across allSchools within DBSs supported by the Academic Momitog and Reiew Sub
committee. The handboaok interdedto be

comprehensive

accessible

easy to read

easy to use

a complee source of all regulationgprms and templatesequired to discharge the
academic functions of theéollege and assure standards are adhered to.

Quality arrangements are kept undentamuous review and such review is an ongoing
feature of the quality management systems and processes atPeB&lic and regular
review, modernisation and general improvement of structures, systems, processes and
procedures is necessary for continuecafe 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

Page2 Sept2009
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many related factors, el as the physical environmettie learning suppogrovided, 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 appropriatéorms

References

Where a committee is referred to, it is accompanied by the terms of reference and
membership. Standard agenda iteansincluded if that committee is a formal part of the
reporting mechanism (e.g. CRM, and BoS), there is also a glossary of asronym

All terminology and acronyms are consistent and applied uniformly across the DBS
acaemic and professional schoolghe principles of HETAC/NQAI and QAA have been
adhered to, so that all DBS policies and procedures satisfy the requirements of all
accraliting bodies without, necessarily, referencing the specific procedures.

Throughout this handbookhe ability of DBS to guarantee academic quality and standards
for students and to meet student requirements and the mechanisms for monitoring and
reviewingsuch quality are prioritised. DBS has always prided itself on maintaining a close
relationship with its students and in paying particular attention to student wedj. Géiis

Quality Assurance Handboaokakes an important statement as to the intent o€dtlege

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 Handboiskreviewed and updated annuall associated
forms and templates areimbered according to the appropriate chapter of the QAH, and
the current versions are held on th& @ive under Registras Office/Quality Assurance
Handbook.

Page3 Sept2009
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2. GOVERNANCE, ORGANISATION AND ADMINISTRATION

2.1 BOARDS AND COMMITTEE S

In discharging theiresponsibilities executive management are supported by a number of
boards and committeeShe Academic Boards the governing body of the academic affairs

of DBS. In this sense, all other boards and committees report tdctiaemic Boardn
academic maers. DBS has the following permanent boards and committees, with the
overarching responsibility as identifi€agure 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 emwad quality, academic standing,
academic management or academic development.

ACADEMIC BOARD
Academic Governance

I 1
SCHOOL EXECUTIVE BOARD EXAMINATIONS BOARD
Executive Manageemt and Operations Examinations, Assessment & Standards

SCHOOL EXECUTIVE MANAGEMENT
AcademidVanagement

E ( BOARD OF STUDIES
L Programme Management

4 Y

ADMISSIONS COMMITTEE
Access, Transfer & Progression

(. J

4 N\

LIBRARY COMMITTEE
Academic Support Service Liarso

LEARNING & TEACHING COMMITTEE
Academic Support Overview

RESEARCH COMMITTEE
Research Strategy & Development

ETHICS COMMITTEE
(Institutional Responsibility)

Figure 1. Academic Committee Structure

EachBoardand Committeehas a chapersonwith primary responsibility for the efficient
functioning of theBoard or Committee and fa 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 acahéc affairs of theCollege

Functions
The main functions of the Academic Boaua:

A Establishing and monitoring academic policies and academic standards concerning
GTeaching, learning and assessment
GStudent admission and progression
GStaff development ahresearch
GAcademic resources
A Approval of
GNew programmes and amendments to programmes
GAcademic regulations
GAcademic staff appointments
GAcademic quality and standards
A Oversight of reporting requirements and liaison arrangements WETAC,
Liverpool John Mares University University of Wales and other external
accreditingoodies, including approval of relevant reports.
A Provision of academic advice and suppoth®Executive.

The Board may appoint sstdtommittees, accountable to the Board, to assist sothe
functions

Membership
The membership dhcademicBoard is as follows:

Independent Chairperson

Chief Executive Officer

Academic Director

Registrar

Heads of Academic Schools

Heads of AcademicDepartmerg

Head Librarian

Quality Officer (on appointnre)

Head of Student Services

Dean, Faculty of Business and Law, LIMU

Up to two other members may be-apted athediscretion of the Board.
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Meetings

The Academic Board holds three meetings in each academic year.

2.12 ScHooL EXEcUTIVE BOARD

Role

The role of the DBSSchool Executive Boarts to ensure effective coordination of all
aspects of academic management and operations throughout DBS.

The School Executive Boarprovides aforum for

> > D>I>> D>

review and confirmation of academic objectives, plans, piesrand standards

clarification of executive responsibilities for implementation of plans

monitoring academic management and operations throughout DBS, including review of
operational reports and monitoring operational performance

monitoring academic qué& and standards and promoting standards of excellence
monitoring academic developments and implementation of special projects

review of academic and operational issues, agreeing appropriate responses and ensuring
that corrective action is taken in a timand effective manner

developing and supporting effective-operation between members of the Board and
effective liaison between the various schools and departments

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 theSchool Executive Boaris the establishment of a shared
culture, shared values and a shared understanding of roles throughout DBS.

Operation of the DBSSchoolExecutive Board

The focus of theSchool Executive Boards on the following areas of academic and
operational priority

A

A

Students/Student Progressidrhe primary goal of studenisgaining the qualification

for which they have registered.

ProgrammesThe quality and standard of programmes and the integrity of academic
awards, including compliance with the standards, processes, procedures and general
requirements of awarding bodies.

Staffing Management and staffing of programmes, including monitoring staff
performance and supporting the operation, retention and development of academic staff.
Teaching, learning and assessmewtppropriate strategies and standards for
coordination of teaching, learning and assessment.

Customer ServiceCommitment to high stalards of customer service across all areas of
operation.
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A Academic Management and Suppoifhe standards, structures, processes and
procedures required to deliver effective coordination of all aspects of academic
management and support.

The School Executie Boardmees regularly throughout the academic yeasually at
monthly intervals, with additional meetings arranged as required to deal with particular
issues as they arise.

Agenda

The agendaat School Executive Boartheetingsis focused on the aread academic and
operational priority outlined above and include review of plans, priorities, ongoing
developments, issues, actions and outcomes.

Each member of th8chool Executive Boarthay be required to present a progress report

at each meeting. Prog® 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 oSttteool Executive Boang to:

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

DBS
e ensure that issues are identified and that actions are being taken to address them
e provide support for individual executives in discharging their responsibilities.

Appropriate arrangementare put in place as required for submission and review of
progress reports fromommitteesdealing with matters relevant to the role of ®ehool
Executive Board

The minutes of each meeting outline the action points agreedianiify responsibility for
implementation.

Membership
The membership of thechool Executive Boand as follows

CEO(Chairy*

Academic Director

Registrar

Heads ofAcademicSchools

Heads of AcademicDepartmenrd

Head of Professional School

Head of Engkh Department

Academic Director, European Business Scl{&&S)
Head Librarian
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*The CEOQis acing as interim Chair for 2008/2009he Academic Director will asume
this role in 2009

2.13 BOARDS OF STUDIES

The Board of Studie@BoS)is the main forumdr 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 assessmerdgriegupp

by the Board of StudiesAll programmes ananodules leading to an award within each
school are assigned to a Board of Studiesther details of the composition and operation

of the Boards of Studies in section 46.

2.14 OPERATION OF COLLEGE BOARDS/SUB-COMMITTEES

All boardgcommittees, whethenat College School, Departmenbr other level, have
prescribed membership, meeting schedules, and clear terms of reference as to their
responsibilities anduthority, It is the objectiveof DBS that the interrelationships between

all boards, committees,nd personnel should be unambiguous. An annual rewdew
committees conducted by the next superior committee on behalf of Academic Beard,
instituted to fulfil this objective

Minutes are prepared for all boaftlsmmittees meetings in accordance witlreag
proceduresand these minutes, which are retained by the board/committee secretary, are
available for inspection by any member. The minutes of meetiegsrd attendance
decisions made by the meetingnd actions requiredThe Master Copy focomplete
meeting documentation is haldthe office of the committee chairperson.

It is DBS policy that a member of a committestall not disclose to any @an, not a
member of that committe#)e nature of the discussion of the meeti@pmmunication of

the deisions taken at the meeting is permissible. However, the content of the asisociate
discussion at the meeting shoudanain confidential.

The schedules of meetings of theademic Boardand its subcommitteefboardsare
agreedat the beginning of the acashic 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.

22 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 schoolsThe academic magament structure is designed to achieve the
following:

A academic leadership, development and continuing enhancement
A staff management, motivation, development and retention
A high standards of teaching, learning and assessment
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A compliance with academic poliggstandards and procedures
A  efficient and effective operational management of programme delivery.

Figure 2 illustratesthe DBS organisatiai structure

Chief
Executive
Administrator
I I I I I
Marketing anc Finance Academic International Professional
Admissions Director Director Office School
I
I I I I

Facilities School of School of Registrar School of Lav English

—] Arts Business — Language

Department
Computer Counselling & Accounting Examination: European
Services | — — Psyche — and Finance| [— '—  Business
therapy School
Human Humanities Managemen Programme
Resources | |—] — & — and IT — Admin
Social Studie
Finance Marketing Library
Student Quality
Services | — —
Figure 2: Organisational Structain DBS

2.2.1 CHIEr ExeEcuTIVE OFFICER (CEOQ)

The Chief Executive Officer (CEOs responsible for the development and management of
all accredied partnerships across thellége.

The CEO is a member of the Academic Board and the Academic Planning and
Development Committee (ACPAD) and ctsaiheSchool 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

A provide academic leadership, directiodananagement

A coordinate and support the academic management and academic development of the
School of Arts, the School of Business and the School of Law

A coordinate and support liaison arrangements between School management and the
Registrardos Office

A leadand coordinate liaison arrangements with collaborative partners

A lead and coordinate liaison arrangements with KHEI
The Academic Director has overall responsibility. for

academic planning and development

development and enhancement of the academic frarkewfrastructure, standing,
reputation and resource base of DBS

academic quality and standards and the academic integrity of programmes
management of academic relationships with KHEI and with collaborative partners
programme planning, development antviey

staff planning, development and scholarly activity

academic operations and resources.

> >

T I I I D

The Academic Director is a member of the Academic Board an&ctheol Executive
Board

2.2.3 OFFICE OF THE REGISTRAR

The Registrar has responsibilifpr aca@mic affairs within Dublin Bsiness School,
including responsibility for academic administration, academic regulations, academic
quality and standards, academic recordsliambn with accrediting bodies, which includes
responsibility for coordinating adamic relationships, validation events, programmatic
reviews, institutional reviews and reporting arrangements.

The Registrar has ultimate responsibility: for

A all aspects of academic administration, including admission and registration of
students; cose 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

A 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 ites of programme approval
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A academic records, including responsibility for maintenance of academic files and
records and has ultimate responsibility for the reliability ategiity of all academic
records

A advising Heads of School and collaborating with tiemelation 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 an8¢heol 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 Acad@&iectorin relation to academic
affairs.Each school has an executive management team togs$ aHeadof Schooland

Headsof Departments

2.2.4.1Headsof School

The Head of the Scho@HoS)is a key member of the academic management team and has
overall responsibility for academic leadership, direction and management of the relevant
Schod. This includes responsibilitfor strategic planning and development; programme
planning, development, management and delivery; staff plghnmanagement and
development;academic quality and standards, and liaison with accrediting bodies and
partner irstitutions.

The Head of School s responsibilities includ

>\

planning and coordinating the development of new progranfamestheir associated
documentationin accordance with the academic development strategy of the School
planning and coordinating thexgoing monitoring and annual review of programmes
and the preparation of annual School reports

planning and coordinating periodic programmatic reviews and the preparation of
programme reports and submissions

liaising with HETAC, LIMU, University of Wales,professional bodies and other
agencies as required

setting, reviewing and deliveriragademic priorities and targets

staff planning to support the implementation of programme plans and the academic
development strategy of the School

planning and coordinatg the recruitmentevelopmenand managemenf staff
promoting standards of excellence in teaching, learning and assessment

promoting research, consultancy and professional development

monitoring and coordinating academic quality and standards in tgaddarning and
assessment across the School

DD D> B> B> D
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2.2.4.1Heads of Departmens

The Head of Departmerdg (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 thegpartmentnd of the relevant subject areaishin

the DepartmentThe role encompasses responsibility for:

A coordination of the planning, development, accreditation, management, delivery and
assessment of modules, cosrsad programmes

A staff planning, deployment, management, review and development

A liaison with other departments and functions within DBS, with external exasnand
with accrediting bodies

A coordination of communication with students on programme relatatlers, e.g.
dealing with issues concerning progression, programme delivery, student workload,
timetables and attendance, and monitoringrasgonding to student feedback

A monitoring programme delivery and assessment and addressing factors impacting on
student performance and progression.

Heads of Departmerg have Programme Leader Subject Leaderand lecturing
responsibilities and are encouraged to engage in research and development activities to
support their own academic development, the developmehewfdwn subject area, and

the development of DBS. Thidead of Departmentalso has responsibilityfor ensuring
academic quality and standarfds studentgparticularly in the aresof teaching, learning

and assessmgnfor liaison and cepperation with olleagues, and for compliance with the
policies, standards and procedures of DBI% Heads of Departmesdire members of the
Academic Boarand theSchool Executive Boardn addtion, as a member of the Boao#l
Studies, theHead of Departmenthas an imprtant role in contributing to the review,
formulation and implementation of plans for the academic development of the school.

While Heads of Bpartmerg have overall responsibility for academic management of
programmes within their departments, operatiorsponsibility for academic management
and support fostudents at programme level may delegatedo a designatedProgramme
Leader Each Programme Leadeis responsible forthe overall management and
development of the relevant programme #mel managment and support of students on
that programme (or programmedevel dependant on class size/level, efgst year
undergraduat@rogramme) The Programme Leadenas an important role in mentoring
students and providing them with guidance and support on &cademic and nen
academic matters related to student lifdeads of Departmentsare normally the
Programme Leaderfor programmes primarily associated with their departments, for
example, thdProgramme Leaddbor the BA (Hons) in Marketing is currentlr¢ Head of
the Department of Marketing. In larger departments, Head of Schoolmay delegate
Programme Leadeesponsibilities to a senior member of academic.staff

2.2.4.2Programme Leader
The key responsibilitgf the Programme Lead@PL) is the maagement and operatiof 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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A Managing the pgramme teanto ensurethe subjets are taught and assessed in

accordance with the validated programme schedule.

Review d programme documentation to ensueaching schemesdylodule Guides

reading lists, assignments and exam pa@esrelevant, current amgbpropriate to the

level.

Ensuring all students on the programme are lgdoon the appropriate modules, and

that all module related material is accessible to them.

Communicatng with students on ajprogrammerelated matterdiaising with the Class

Representativeand participatig in the Class Representative Meetings

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

ordinating the continuous assessment of the relevant module leaders.

Report to the appropriate Board of Studies on all programme raeta#drs such as

student numbers, attendance and performance indicators such as retention and

progression.

A Prepare and manage the programme action plan based on fedairacExternal
Examiners, Module Review and Development Plans and student feedback

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

>\

> > > >

2.2.4.3Module 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 pastigiate level. Lecturers are also encouraged to engage

in appropriatestaff developmento support their academic development and that of the
Department to which they are assdnDuties and responsibilitiexclude

(@) Before Teaching Commences

o Prepare theModule Guideusing the current Module Guide TempldfE2.1) and
submit to Programmedaderprior to start of semester

o Distribute a hardcopy of the Moduleu@e to class in the first telaing week, psta
copy on Moodle

o Ensure an up to date read list is available with the Module Gde and has been
sent to the appropriate librarian

o Prepare teaching material, and ensure that learning mat@ralnade available to
students

o Monitor attendance by checking the completeness of the class lists and ensuring that
accurate attendance records are maintaingbdesdtudent Database System

o Attend and participate in the appropriate programme team meetings

o Attend and participate in thgpropiate Board of Studieséction 46)

o Attend and participate in the approprididass Representative Meetingse¢tion
4.8.2)

o When requested by students, appemaiments tdPersonal Mitigating Circumstances
(PMC) Forms £2.1).
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Assessment

Liaise with the Programme Leader regarding submission dates for assessments, so a
to avoid pervds ofassessmemverloadfor students

Ensure that learning outcomes for thedule are met in the delivery

Ensure that the assessment is aligned with the learning outcomes

Ensure the modulproformadetailsare up-to-date onthe Student Database System
Liaise with Programme Leader to verify

Ensure the effective delivery of the module and where appropriate, support, advise
and coordinate with o#rs on the module teaching team

Submit draft assignments and examination papers, includinfirshsitting ard the
reassessments, to the School Examinations Office by the published ddadline
accordanceavith section?).

Post Assessment

Ensure, via a moderatioprocess(section 74), that the module team mark all
assignments and examinatiamipts to a consisnt standard

Ensure all assessment marks are uploaded $ttdent Database Systeém 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 Examinationsi®thee
required brmat, to meet School deadlines

Attend the Examination Board where the module is considered, present the marks
and be present throughout the Examination Bbesd pr oceedi ngs

If essential duties preveattendancet the Examination Boared report absencéo

the Programme Leadén advanceand arrange for a fully briefed representative, to
represent you at the Board

Be presento coursd studentson release of results

Respond to feedback from the External Examinaction any minor changeand

make the Programme Leadmware of any major requirements.

On Completion of Module Assessment
Complete the Module Review and DevelopmRlain(MRDP), (section 47, T4.1)
Review module content to meet School, subject and professional body requsrement
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3. DESIGN AND APPROVAL OF NEW PROGRAMMES AND MODULES

3.1 OVERVIEW

Dublin Business Schoofrecognises and supports the netd design and deliver
programmes (in an efficient and flexible manner) that anticipaterthegingneeds of the
economy, in e with national and international requirements, the natiqualifications
framework, andstakeholder requirement§he College strives to cultivateinitiatives,
which supports best practice in modemogramme devepment to keepDBS innovative,
currert and competitive

The taughtMajor Awardprogrammes provided by DBS are predominaatgreditedy:

e the Higher Education and Training Awards Council (HETAC) [in accordance with
section 2%f the Qualifications (Education and Training) Act, 1999],/and

e Liverpool John Moores University (LJMUJjin accordance withthe UK Quality
Assurance Agency (QAA) Code of Practice],

e University of Wales [according to guidelines laid down in accepted Codes of Practice
such as those issued by th& Quality Assurane Agency (QAA), the Council of
Validating Universities (CVU), Universities UK (UUK) and the University itkelf

The application ofacademic qualityprinciplesat DBS requires that th€ollege satisfies

itself and is accrediting bodiesthat a learner mayattain knowledge, skillandbr
competence for the purpose of an awarkich isconsistent with the Nation&dramework

of Qualifications (NFQ) and the UK Framework for Higher Education Qualifications
(FHEQ), as appropriateand fulfils the requirements ofhe National Qualifications
Authority of Ireland (NQAI) in relation to access, transfer and progression. The application
of this procedure should ensure that programmes offeye®BS have academic and
intellectual currency and standards, appropriatdeolével of the award, and comparable

to similar awards offered anywhere in the world.

TheCo | | epgrdobosof academic programmes is constamtiyveloping andxpanding
to include new programme offeringBhere is an extensiyarocess involved in brging a
new programme from inceptipthrough validationto realisation andlelivery. The sages
of the process involvgroups and committedsoth fromDBS and externallyincluding
Headsof Departmerd, Heads of Schook\cademic Directorthe Boardof Stulies, Kaplan
Higher Education KHEI), the School Executive Boardthe Academic Planning and
Development Committee (ACPADthe Academic Boardnd the appropriate accreditation
agency (e.g. HETAC, LIJMU, University of Walegjhe timetable for completion @he
development and approval process is normally one academicbygar generalit should
be done in good time to enable scheduling of all necessary meetings to facilitate evaluation
and approval (internally and externally)s appropriate, in advancef ¢he proposed
programme commencement date.
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32 DOCUMENTS WHICH SUPPORT THE PROGRAMME DE VELOPMENT
PROCESS

All programnes offered and designed bypBS, must support the policies and criteria
defined by the National Qualifications Audrity of Ireland (NQA), as described ithe
following documents:

A NOQAI Determinations for the Outline National Framework of Qualifications

A NQAI Policies and Criteria for the Establishment of the National Framework of
Quialifications

A NQAI Policies, Actions and Proceduresfor 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 datentation preparatiorlinks to all documents
referenced here are Appendix 3.1

The Higher Education and Training Awards Council (HETAC)

¢ HETACOs adopted award st anda@nahdDesignr r el ev
Business, Computing, and Saoen
e Accreditation/validation policies and procedures
Liverpool John Moores University (LIJMU)

e Validation of New Collaborative Programmes: Procedures Manual (September
2008)

University of Wales

e Validation Handbook of Quality Assurance: Policies &d¢&dures (Version XV
October 2008).

Joint Awards 1 HETAC and LIMU

The documentation of both accrediting agen@esferencedo ensure thahe submission
documentationis compatible with both agenci€Bhis activity is supported through theeus
of the Joint Awards Operational Procedunebich detailsrequirements for validatioas
described in the Memorandum of Agreement betwé#emAC/LIMU/DBS, T3.1.

Joint Awards - HETAC and the University of Wales

The documentation of both accrediting agenciesukhbe 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 professional body, then the regulaiso and
procedures of that body take precedeocer the DBS regulations and procedures (which
are then reviewed to consider the possibility of modifying the process to ensure future
compatibility).

33 PHASES OF MAJOR/MINO R AWARD PROGRAMME DEVE LOPMENT

There are fiveclea phases to developingmajor awad programme development process
incorporating both internal and external activity

3.31 PHASE 1: CONFIRMATION OF ORGANISATIONAL SUPPORT (PRE-PROPOSAL
DEVELOPMENT)

This phase occuns the relevant schd@), and isboth relevant to new programmes and
significant redevelopments/modifications of existing programmes (where there are
significant resource implication$)it doesnot apply toroutine programme review.

Identification of opportunities for neprogramme developmerd 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 assoctated self
evaluation processes including itigitional and programmatic reviews and feedback
mechanisms.

The collation of the informain gathered is coordinateéal the appropriate school. The key
criteria for driving academic programme development are:

there are legitimate strategic and logisticasons 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

progamme

there are perceived employment opportunities for graduates

e graduates of the proposed programme would be well positioned to progress to further
study in the field

e the programme is considered feasible

o the Mllege is requested by an external agencgieteelop/offer a specific programme

e.g. the LIDL Retail Management degree,EBS designinga peci fi ¢ o1l ntern

Busi ness an dfoGhefrenchrsehaol IRTEQIr s e

The formal market research conducted involves a number of sources, incluting da
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 agendieg)market research conded 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 nsuttation
between the marketing department and the relevant aca8ehwol/Department

On completion of the relevantarketresearch, a proposal for programme development (the
KHEI New Progamme Proposal Approval Fornk3.1) is prepared by thé’roposed
Programme Leader, appointed by the Head of School/Departtoesg¢cure preliminary
approval for overall programme developméram 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 implicatians)

This completedForm is submitted tathe 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 Managementreview the document prior to its submission to ti&chool
Executive Board

On approvalby School Executive Boardhe form is forwarded to KHEby the School
Managementor feasibility and academic analysis accordance with the KHEI Quality
Manual

The proposal if approved, is fomally scheduled for development likie Schoal A
ProgrammeTleamis appointedoy the Head of School/Departmenith responsibility for
development of a formal submission document for progression through the internal and
external approvghases 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, byRtkegi st r ar 6 s
Office, of the intention to propose a new programmead advised of the timescale

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

of the new programme and drasz¢he programmes documentation through the internal

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

to ensure consistency across the Schools.

This phase includesirtherdiscussion at programme team and Boards of Studies meetings,
liaison and discussion with students, graduates, employers and professional bodies to
ensure hat all feedback mechanisms are explored. This phase is relevant to new
programmes and fg@evelopments/modifications of existing programmes and development
of new modules.

The Programme Development Team, which is appointed by the Head of
School/Departmentis comprised of representatives from the main academic disciplines
involved. The objectives set for programme teams, under the direction Bfageamme
Leader areto develop a formal programme proposal thedtisfiesvalidating/accrediting
body requiements and includghe following

e rationale for the new programme
e aimsand learning outcomes of the new programme
e programme structure and content (including specific mogld®rmag
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e teaching and learning strategy
e programme assessment strategy
e requiredacademic resources and support services

Development of programme proposals is normally an iterative process with successive
drafts being prepared by tReogramme Leadend reviewed by the programme team. The
process frequently fosters lively academibate 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
consulted during the processd 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 teanmsdnga@n a number of
internal and external infmation sources, including

previous institutional and progmmatic reviews undertak@mDBS

Module Review and DevelopmentaRs (MRDPSs)

programme annual reports/annual college and course review (ACCRS)
documents/programme sel§sessment and action dotent (PSAAD)

market research already/previously conducted

student progression considerations

identified additional research to be undertaken

information on similar programmes offered in other institutions

industry/employer requirements and relevant caasah

feedback from students on, and/or recent graduates from, similar/comparable
programmes with DBS or from possible candidates on feeder programmes

external examiners reports and consultation

professional bodies requirements and correspondence, velherant

DBS careers6 office reports

DBS library, resources and facilities managers reports

appropriate benchmark statements from HETAC and QAA

National Framework of Qualifications

DD DD D DD D DD

The School Executive Boards provided with updates in relation to the gmess of the
proposal development (through the School report t&tmol Executive Boajd

The output of the programme team UOelations is a fully develope®rogramme
Proposal Document The detailed structure and content of the proposal may vary
depeming on the requirements of the validating/accreditimgdy. The programme
validation and review checklist (containing requirements for validation documentation) is
provided inT3.1. The Programme Team should also identify potential Validation Panel
membes and send the nominations to the Regi8tsarffic® for communication the
accrediting body.

3.3.3 PHASE 3: INTERNAL REVIEW AND APPROVAL PHASE

There area number oflevels of review and internal approval to which prognse
proposals are subjectedDBS, prior to their submission to the relevant accrediting body.
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When the initial stages gbrogramme developmerdre completed by the school, the
programme proposal documdatreviewedto take cognisance of feedback receiwen
the wider academic communigyd other stakeholders.

The completedProgramme Submission cumentis submitted to th&chool Executive
Board for formal internal review and approval. In some instances the feedback has been
routed electronically to the programme team in advance oSthe@ol 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 memberdave the opportunity to review and consider the docudést it has
been approved by the School Executiday 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 ratificatiorof thewillingnessof DBS to support the programme.

Once internally identified issues are resolved, the completegramme Documentand

other material requiredre submitted to the Registars  Oforfdispateh to the relevant
accrediting body.An internal validation event may be arranged at this sthgeshould be
managed by the school with the support of the Registi@ffice and an observer from

KHEI should be invited to attend.

Material required for Programme Validation

Programme Document

Programme SpecificatiohCourse 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 externdlyn r ough | i ai son with the Regi
The process appkdor new programmes and significantdevelopments/modifications of

existing programmes (where there are significant resource implications) and programme
review. External review includes theview of the programme by the relevant accreditation
agency/agencies (HETAC, LIMU and/or University of Wales) and engagement with the
associated professional bodies, if relevant.

On receipt of the proposal, the accrediting body orgamisalidation vsit (in consultation

with the DBS Registraroés Office). The accr e
the meeting, decides the date and agenda for the meeting, and organises the validation
panel (members of which have been nominated by DBS).

The \alidation process typically involves an onsite visit where the panel review the
submission, meet with senior management and the programme team (and sometimes

Page20 Sept2009



Dublin BushessSchool Academic Quality Assurance Handbook

students), andonduct areview of the resourceavailable to support the operation of the
progranme e.g.staffing, learning support resourcgsemises and facilities. The visit is

conducted in accordance withe llege,accrediting body/bodies and in some instances
relevant prof essi opralamnhevalidaios.d6 pr ocedures for

The panel formuwltes initial conclusions and usually conveys them informally to DBS
management on the conclusion/occasion of toh
conditions and recommendation§ 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 approve8dhool Exective Boardand 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 Icti@ol This activity
IS relevant to new programmes and may be relevant-ttevelopments/modifications of
existing programmes

The main focus of this phase is the closg of issues and the communication of all
relevant information to both internal functional areas and extemmhcies, 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 Progmme development activity necessitates the update to the DBS
information management systeinseferencesection 3.7bdow.

34 PROGRAMME DEVELOPMEN T ACTIVITY WITHINTH E
PROFESSIONAL SCHOOL

34.1 PROFESSIONAL ACCOUNTANCY PROGRAMMES

DBS has been offeringrgfessional accountancy programmes for over 30 years within an
established market, to meet theals of the changing the economy, in line with national

and international requirements.

Content, format and examination periods for these programmes are h@dsbyi 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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34.2 INSTITUTE OF COMMERCIAL MANAGEMENT (ICM) PROGRAMMES

With a strategic aim of supporting access, transfer and progression for leBB®rsffers
a comprehensive suite of yeang programmesccredited byhe Institute of Commercial
Management (ICM)The range oprogammeshas developed over the yeawosreflect the
changing needs of the economy, in line with national and international requirearehts
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 parchmerExamination boards are managed by DB3e
conferring of awards ceremony is organised by &3 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 ae 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 theProfessional School

34.3 DUBLIN BUSINESSSCHOOL (DBS)PROFESSIONAL DIPLOMA PROGRAMMES

With a strategic aim of supporting access, transfer and progression for leBB®rsffers

a comprehensive suite of short professional diploma programmes (rangimgiion from

8 weeks to dyear) through theProfessional SchoolThe range of programmes has
developed over the years to reflect the changing needs of the economy, in line with national
and international requirementnd 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 the student databager the purpose o€apturing their
assessmerxanination resultsand generation of their parchment. Examinatiogetings

are held by the programme team to consider and review reghétsconferring of awards
ceremony is organised by DBS.

DBS Professional Diploma Programmes procured by 4béndly orgaisations e.g. the
project management diplomeaxre also governed by these processes.

Changes to programmes or development of new progrananeespprovedthrough the
DBS processes as per those for Major Awardiese activities areoordinated through &
Professional School.

DBS are currently developing more formal mechanismgsdelew and approval of these
programmes as minor, supplemental and/or special purpose awdrelsulisequent
placement of these awards on the National Framework of Qualificati@ strategic aim
of theProfessional School
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3.5 SPECIAL CONSIDERATIO N FOR COLLABORATIVE PROGRAMMES,
TRANSNATIONAL PROGRA MMES AND JOINT AWARD S'

Collaborative provision, transnational provision and joint awards are considered
strategically importann the development of Dublin Business School. HETAC accredits or
jointly accredits (with other authorities) collaborative programmes at. PB8laborative
provision is defined by HETAC as o6two or

I

agreement in provison o f a programme of hi gher educat

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

programme, in the teaching, iIin the assessmen

Collaborative prgrammes offered by Dublin Business School, are subject to the same
quality assurance processes and standards as any other HHETAdited programme
offered by DBS. The processes and standards applied to these collaborative programmes

are comparable totheequi r ements defined in the HETAC

quality assurance procedures (2602nd in the supplementary requirements for
collaborative programmes (2088publin Business School has entered into an appropriate
formal agreement with per 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, foh @alevant 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 criteralating 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 colaborative provision documéntst at e s t hat , 60i n
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 HTAC has established a formal legally binding memorandum of

! Higher Education and Training Awards Council, Ireland [internet] (20@8lcy for collaborative
programmes, transnational programmes and joint awérdscreditation, Quality Assurance, and
Delegation of Authorityp.5Available at
http://www.hetac.ie/docs/Policy%20for%20collaborative%20programmes, %20atiosal%20programme
s%20and%20joint%20awards.dfst accessed 24 April 2009)

2 Higher Education and Training Awards Courjgiternet] (2002)Guidelines and Criteria for Quality
Assurance Procedures in Higher Education and Traidiagilable at
http://www.hetac.ie/docs/hetac_guidelines _and_criteria_for_ga procedurgaspéiccessed 24 April
2009)

% Higher Education and Training Awards Council, Ireland [inégr(2008).Policy for collaborative
programmes, transnational programmes and joint awérdscreditation, Quality Assurance, and
Delegation of Authorityp.5Available at
http://www.hetac.ie/docs/Policy%20for%20collaborative%20programmes,%20transnational%20programme

. s%20and%20joint%20awards.pdfst accessed 24 April 2009)

Ibid.
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understanding may, by agreement, be accepted by HETAC as fulfilling its own
requirements wholly or partially.é& Wi thin t|
of HETAC with its other accreditg 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 programmieesaily reviews the
effectiveness of the internal arrangements and processes emflhigedeview includes a
critical selfappraisal of all activities involved and makes recommendations where
necessary for improvement of the procedsch recommendatisnare considered by the
School Executive Boardbr inclusion in subsequent programme development initiatives
and institutional processeand in the subsequent review of heademic Quality Manual

3.7 DBS SYSTEMS UPDATE

When the approval process hasemecompleted, theDBS systems records and
documentation (e.g. list of programme approvals, codes, etc.) are amended to incorporate
the new programmi® facilitate their marketing, admissions, registration, etc

This certificate of approval/event compteti forninotification of continued accreditatiaa

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

the relevant programme schedule/specification to the approdeatdof School/Department.

The Master documentsearetainedor institutional archive, with a copy of the final pgstnel
Programme Submission document, within the Re

TheHeadof SchoolDepartmentommunicates details of the programme (modification) to:

T thestudent database systenmsrénistrator to set up the programme amibdules codes,
structures and details withithe system. The assignq@togramme codeallows the
programme tdoe uniquelyidentified internallyfor reporting and statistical purposasany
future communication with the organisation.

the Admissions Departmemd ensure tharrangements for admitting studeate defined
Finance: redefining operational costs. Ti8chool/Departmennanagementeedto liaise
with the Finance Officeto incorporate any modificationse proposed programme costs in
theCollegd s budget s

Facilities: toensure inclusion of the programme ontileetable

HR: staffing of programme

Marketing: programme promotidin new programmesiodifications need to be reflected
on the DBS website anid anyadvertising or programme promotional material and in the
relevant prospectus on nextpent. Marketing material must be accurate and transparent;
it is the ultimate responsibility of the School to check the veracity of any marketing
literature promotingits courses.(reference Dublin Business School: Guidelines for
Advertising and Publicity Materials for more information).
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Postprogramme approval, ongoing programme monitoring is conducted in accordance with
routine DBS quality assurance practieeg. tass representatives are includedinculations
for meetingsthe programme is allocated to a board of studies meuwtitingn the Schogletc

4. ONGOING MONITORING OF PROGRAMMES/ EVALUATION OF
PROGRAMMES AT REGULAR INTERVALS

4.1 INTRODUCTION

Institutonal quality assurance activities and review within Dublin Business School, are
undertaken with regard to both section 28 of @halifications (Education and Training)
Act, 1999 and the requirements dPuality 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 undetetimes 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 appreciateethéo
phaseout/withdraw certain courses.

Programmes are routinely monitored throughout the academic year and also reviewed at
the end of the academic year to ensure that

A the programme is generally progressing satisfactorily both operationally and
acacmically

A each programme module is progressing satisfactorily both operationally and
academically

A module teaching schemes are appropriate to facilitate the achievement of the learning
outcomes of the module

A assessment methods are appropriate to deternarectiievement of learning outcomes

for the different modules and are distributed appropriately throughout the academic

year

academic procedures are being adequately followed

suitability of existing programmes to meet the current and future needs of stisdent

assessd

A 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 &nrurdentifed

> >

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:

A admission of students, includifRPL (formal, norformal and informblearning)
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teaching and learning

assessment

progression

programme management and review
academic resources

academic support services

I v > > > D>

These data feed into a number of formal mechanisms and processes to support the
evaluation and monitoring of academiatjty within DBS, notably:

Institutional Review

Programmatic Review

Boards of Studies

Meetings with Class Representatives
Student Surveys/Feedback

External examiners reports
Internal/externaimoderators reporis

I I > I D D

Responsibility for the implementation ohgoing 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 médations 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 boundapéthe formal programme structure.

4.2 INSTITUTIONAL REVIEW

Dubl i n Bu s i institstisnal Setfdvaluationgaals directly reflect the focus and

spirit of an onRgoing strategic planning proced3BSés i ntenti onal appro
engage thecampus 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 howolleget s

energy and resourcasan best be focused for the years ahead. Thus, if thestgdif

process is to lead toalegewide improvements, it must be evaluative. Thal€geutilises

the appropriate specific review/accreditation agency policies and criteria in relation to the
paticular selfstudy process being undertaken.

In this context it is acknowledged that the Institutional Review objectives of LJIMU and
HETAC are not identical, however, under the Memorandum of Agreement between LIMU,
HETAC and DBS (2009), LIMU and HETAC a&gr 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).

e The LIJMU 2009 Event i s completed in accor (
Status for partner institutions, (For use during 2008/09 for Dublin Business School and
Isle of Man International Business SchooBui dance Manual 6
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e The HETAC 2010 Event i s being undertaken
Ol nstitutional R ¢dighere Bducatidn arfdl rToamingdTermss of o f
Reference: Dublin Business School 6 documen

LIJMU and HETAC agree that each send an observer to the review event undertaken by the
other party.

A top-level Collegewide reflection is requirechithe Quinquennialprogramme) Rview

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 safudy 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 maydsstaken more
frequently if circumstances require.

The DBS approach to programmatic review includes a-nadging consultative process

and a series of approval procedures involving all stakeholders as well as the appropriate
external validating body. Thperiodic 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 progrenmatic 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 progressof 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 bthe 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 ohie programme review process are:

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

e consideration has been given to appropriate sefdalgéct developments, including all
elements of the academic infrastructure and professional body requirements

¢ there is evidence thaesourcing/supports are sustainable

e any outcomes of external scrutiny have been addrei§$sgublicable
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The principal benefits derigdefrom programme review is that it

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

e 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

e offers an opportunity to oegnise, verify and disseminate good practice

e allows for independent and external confirmation of the quality and standards of the
programme/group of programmes for consideration

e ensures continuing relevance of programmes.

The internal approval procesdléavs a sequential series of draft review meetings:

A The programme review/devel opment team [inc
in developing appropriate documentation)

A TheSchool Executive Board

A The Academic Board

Following completion of thénternal review and approval process, the responsibility for the
coordination of the engagement with the external validating body becomes the
responsibility of the Registraros Office. Th

ensuring appropriate programme review docuntemtdnas been prepared

organising 6external 6 evaluation by panel s
liaising with the panel members

liaison with validating bodies

coordination of DBSbased activities

The timetable for programmatic review for both internal and external dwalués

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

t he Registrardés Office. Where appropriate at
may be reviewed together.

4.31 INTERNAL CONSULTATIVE PROCESS

The consuhtive 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 pfogramme 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 emplyer 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 meetingsngamth

full-time and partime 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 anghragramme Annual

Reports. Consensus agreement on change is generally reached following lively academic
debate. It has been found that the practical industry experience -tihpafaculty adds a

val uabwer l6d&@adi mensi on to these discussions.

Theviews 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 oftigoten
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 vagedtiadk

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.

Employerand professional laty input is normally obtained through direct contact with
theseorganisations. The College enjoys excellent relations with a range of emplayer
professionalbrganisations, large and small, many of which have a-fermg relationship

with DBS. This affm t y ari ses notably through empl oye
placement programmes. Additionalthese employeand professionabrganisations 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 8eleEvaluation Report
developed by the relevant Programme Leader. Draft reports normally undergo a series of
revisions and amendments as the consultative process unfolds. The outdothes
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 selfevaluation 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 learnmgcomes of the programme
- revised programme structure and curriculum

- revised modul@roformae

- proposed teaching and learning strategies

- proposed assessment strategy and structure

- resourcing requirements

- career outcomes for students

- transition arrangementa/here appropriate

4.3.3 |INTERNAL PROGRAMME REVIEW PROCESS

The final SelfEvaluation Report (in the format of a programme submission document as
per a new programmgfpllowing internal Schoeteview,the final draftis forwarded to the
Regi st rca fod soordiatibni 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 Boardand ultimately through Academic Board. The reviews have
particular focus o 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 issueslentified in the review process. Following approvaltbg Executivethe
proposals are submitted for approval by the Academic Board.

4.34 PROGRAMME REVIEW EVALUATION FOR LJMU ACCREDITED PROGRAMMES
(AND LIMU/HETAC JOINT AWARDS)

Following approval by Acadei ¢ Boar d, It is the responsi bil
manage the process of external approval by LIMU. This process involves:

(i) Completion of a SelEvaluation Report within the School (ensuring specific HETAC
requirements in relation to the pemures for access, transfer and progression,
specified by the National Qualifications Authority of Ireland, are considered)

(i)  Submission of the SeHEvaluation Review Report and Definitive Programme
Documents (Revised Programme Specification and Drafte8tudandbook) to the
Registrarés Office

(i) The formal programme review event is held in DBS, with LJIMU representation.

(iv) The review process is conducted by an independent panel of expleetdikeview
Panel. ACPAD is responsible for the internal approvathef Review Panel. The
Review Panel comprises of:

- Chairi A LIMU representative

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

- Two independent expert assessors who can make national and international
comparisonsifcluding 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 (LIMU), supported by administrative staff from within DBS as
necessary
Note that LJIMU epresentatives 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-approval in line with LJMU regulations is
normallyfive 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
- theSchool Executive Board
- ACPAD (and Academic Board), and
- the entire Review Panel;
and be icluded in the DBS formal response to the Review Report supplied to the
faculty in LJIMU before an Event Completion Form is issued.

(vii) St gned Event Completion Forms from LJMU a
DBS for closure of the Review Event.

4.35 EXTERNAL PROGRAMME REVIEW EVALUATION FOR HETAC ACCREDITED
PROGRAMMES

Foll owing approval by Academic Board, it is
manage the process of external approval by HETAC. This process involves:

(i) Completion of a SélEvaluation Review Report within the School.

(i)  Theformal evaluation process is conducted by an independent panel of experts (the
External Panel) and is held in DBS.

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

- Independent academic memberghwsufficient 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 tHeollege
- Employer representative(s)
- The DBS Registrar or a nonee.
- The Registrarés Office at DBS provides s
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 indpendence 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 proedures involved in programmatic review
- The role and responsibilities of the external panel
- An agenda for the visit
- The SelfEvaluation Report

(v) The role of the External Panel is to evaluate the extent to which the programme
review objectives have been flidd in the internal process. The specific
responsibilities of the External Panel are to:

- review the SeHlEvaluation Report

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

- critically assesshie 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 actio

(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 all 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 Registraroés Offi
review event are:

- Approval without conditions

- Approval with conditions

- Referral for resubmission

The maximum period of validation and-approval in line with HETAC regulations
is usually five years.

(viii) The programme team is given an opportunity to review and comment &xtdgraal
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 ExterBahluation Report. This report is forwarded
to HETAC, with the Programme Team response to the report and the Proposed
Course Scheduleand Award Template Tablgg.4.1 and T4.2)

(xX) HETAC may make further recommendations in light of the documentation eelceiv
from DBS. The Registrarés Office within D
actions are implemented in a timeframe agreed with HETAC.
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xi) Signed Certificates of Approval are suppl
DBS for closure of theewview process.

4.36 EXTERNAL PROGRAMME REVIEW EVALUATION FOR UNIVERSITY OF WALES
ACCREDITED PROGRAMMES (QUINQUENNIAL REVIEW)

Foll owing approval by Academic Board, it is
manage the prose of external appwal of the Quinquennial &iew document through

liaison with the University of Walesn accordance with Appendix 43 of the University of

Wales Validation Handbook of Quality Assurance: Policies & ProcedUi@s process

involves:

(i) Completion of a SelEvaluation 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).

(i) The SeltEvaluation Review Report is submitted tbetValidation Unit of the
University of Wa | e s obeymorithhpeior 1R ¢hg ischdaduledr 6 s O
review.

(i) The external evaluation process is conducted by an independent panel of experts (the
Review Panel) and is held in DBS.

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

- Member of the Validation Board (Chairperson). This person should be
independent of t he Moder at or 6s Depart
circumstances an exember of the Board or experienced Moderator/former
Moderator may b 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 pforma (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 WalesExternal Examiners andniversity of WalesModerator(s) play
an important role in the Review and assistRiesiew 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: Pebc& 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 ttne 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 beaken. 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 playedver 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 couldijugattd and the
relationship between DBS/Portobello and the University could be discontinued

The maximum period of validation and-approval in line with University of Wales
regulations is usually five years.

(ix) This report is communicated to DBS (viaetRee gi strar é6s Office) to
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 documenyethé 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 Hatbook 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 Wal es, to the Registraréos
process. The Validation Agreement is rolled over to support the continuance of the
accreditation arrangemen

4.3.7 External Programme Review Evaluation For Joint Awards.

The foll owing procedures are based on the 061J
Memor andum of Agreement with Liverpool John
School in the makig of Joint Awards in respect of programmes of Higher Education

provided by Dublin Business Schod\ppendix 4.1.
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4.3.7.1Joint Awards HETAC and LIMU

(1) The process for programmatic follows the procedures described in section 4.3.4
with the addition o HETAC panel member.

(i) 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.

(i)  Signed Certificatee f  Appr ov al are supplied, by HETA
at DBS for closure of the review process.

4.3.7.2 Joint Awards HETAC and The University of Wales

(1) The process for programmatic follows the procedures described in section 4.3.4
with the adlition of a HETAC panel member.

(i) DBS provide HETAC with the proposed course schedules and Award Template
Tables, for consideration by the HETAC Academic Council.

(i) Signed Certificates of Approval are suppl
at DBS for closure of the review process.

4.4 PROGRAMME REVIEW 1 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 acacleoois.s
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 progammatic 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 (CM) 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  (ttp://www.icm.ac.uk/icnualifications/professionadourses. Changes to
programmes or development of new programmes must be approved by the Education
Committee, ICM. Communication with ICM is coordinated through the Psmfieal
School.
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Professional Accountancy programmesThe Professional Accountancy programmes are
delivered to appropriate professional body guidelines, using the prescribed academic
material. Routine audits are conducted within the Professional SchoobipBt& 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 linkedspegyfically 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 ahkegl Imajor 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 theidlzal Framework of Qualifications is a strategic aim

of the Professional School.

Programmes Owhich are provided as a | eisure
i ntended to | ead t o anollegeseguremgntsdar gogramniml uded f
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 fostewflsetion
and selfevaluationacross a range of important academic areas and is seen as fundamental
to DBS6s mission for continuous and visible

An Annual Report for each academic school is prepared by the Head of School, for
submission to the relevant accrediati agencies. This activity is overseen by the
Registrards 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; tedwng, learning and assessment; staffing and staff development; academic
support services and learning resources; facilities and general academic developments. The
following documentatiomnter aliais considered by the School in drafting the report

Action Planning

Previous yeard6s 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 moderatts 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/Developmentdhs(MRDPS)

e Minutes of the Board of Studies (and Joint Board of Studies for University of Wales
accredited programmes)

e Minutes of theSchool Executive Boarénd Academic Board

e Staffing lists and staff recruited since previous report

Relevant statistical summasiare attached to the Annual Report. A draft of the report is
forwarded in the first instance &chool Executive Boardhen to ACPAD for review and
finally to the Academic Board for approval.

The DBS Annual (School) Report is forwarded to the relevanteditation 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 LIJMU. For UniveityWales 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 areasinggiurther 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 ofleg€nature are
discussed at th&chool Executive Boardvhereresponses are finalised and decisions taken
about any appropriate action to be taken. Matters of a prograpecdic nature are
referred to the relevant Programme Leader (for consultation with the programme team, if
appropriate). A formal College respento the issue is prepared within the School, and
agreed by theschool Executive BoardThe response is then referred to the Academic
Boardfor approvalbefore being returned to the accreditagly.

Within the Professional School the annual monitorimmgrang is presented through the
format of an audit of activities.

Terms of reference of review

Action Planning

Previous yeard6s report and statistics (and
Admission statistics

Student survey feedback and analysis and written respon$eséo t

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 &chool Executive Boartbr consideratiorand finally is
noted to the Aagemic Board.

4.6 BOARD OF STUDIES

The Board of Studiegas previously stated in section ) the main forum for annual
routine programme monitoring and review within the academic schools. The academic
function of the School, such as; teaching, desigh mew programmes, curriculum
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development and assessment ispsufed by the Board of Studiesll 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 departmentsematives 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

the devabpment and review of programmes in terms of content and delivery

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

the development and review of assessment methods

the development and review of learning anaiézg

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

D> D

To facilitate consistent and comprehensive annual monitoring and reporting, the Boards of
Studies use standard agenda items across the academithgsarinclude

Admissions

Responsiveness to students

Responsiveness to External Examiners

Programme reporting, including Module Review and Development Plans (MRDPS)
Learner support

Learning and Teaching

Student retention and progression.

T I I I B B B

The Board of Stdies also receive the minutes of:

A The Class Representatives Meeting
A The Learning and Teaching Committee
A The Library Committee

Boar ds of Studi es o meetings are schedul ed
academic processes within the academic gedollows

A Post summer awards boards (Summer Board)
A Semester 1 (Autumn Board)
A 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 theeguént actions into a
School Action Plan.

Membership of Board of Studies

A Head of School/Department (Chair)
A All Programme Leaders for programmes reporting to the Board of Studies
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Teaching faculty on the programmes

A Class Representative

relevant School/fgramme Administrators

School representative on the Library Committee

School representative on the Learning and Teaching Committee
Student Services Officer*

Library Representative*

IT Representative*

Marketing*

by invitation of the chair, as required the agenda

* DI D T D

The minutes of the Board of Studies, together with the documentation presented:
A facilitates academic monitoring

A forms the basis of school reporting

A informs school action plaring.

Each meeting of the Boards of Studies are minuted andithéeas 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 tSctiuel
Executive Boardfor consideration These are sukguently reported, via relevant
minutes/reports, tthe Academic Boadl.

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: Policse& 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 accountamegyammes 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 agendaacording 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 each academic year (at the end of semester 1 or 2, or
the academic year, as appropriate), a Module Review/Developrizen(MRDP, F.4) is
produced by the Module Leader for that module. Tasumentsummarises the modules
progress during the academensester/year and documents any major issues that may have
emerged, with recommendations, where/as appropriate

The completed MRDP isofwarded to the Head of School. The Programme Leader also
prepares a summary of the MRDPs for presentation to the Bb&tddies 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 theSchool Executive Board

The European Businesslt®ol (EBS) generates an end of semester report which meets the
requirements of the MRDP process.

Summaries of the most salient aspects of t he
report/ Annual College and Course Review (ACCR), as appropriate.

4.8 STUDENT FEEDBACK

The opinions of stakeholders, and in particular #tedents are important toDBS

consistent withsection 28of the Qualifications (Education and Trainingjct, 1999 1
6evaluation by Il earners of vides telateg rtootigat a mme
programmeé .

The acquisition offeedback from current, graduating and recently graduated students is
conducted by a number of different functions within @wlege.Feedbaclgained through
the compilation of theopinionsof studentss a most inportant source when considering

1. institutional selstudy

2. programmatic review

3. the effectiveness of current programmes in preparing gradft@tdéeday's working
environment

4. thedirectionkéxtent of new programnuesign/development

5. the quality enhancement and development of support services provided by the Institute
to its student body.

The most widely known anefficient method of gaining student feedbacktisough
Suvey, but other methods of data (opinion) collection are also employed.
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481 MEETINGS WITH STUDENTS

The Head of School/Departmemrogramme Leadeand/or Lecturer, as appropriate, are
available for ondo-one discussions with students, when possiblas T$ an ongoing
evaluation methodnd support mechanisheld in either a formal or informal capacity.er'h
meeting cover issues relevant to the particular student e.g. attendance,
examinatiorassessment progress and results, personal and/or academiemgtobl
programme work, programme workload, etc. The agenda for such meetings is very
informal and is flexible to the needs/requirements of the student.

The meetingrerequested either by:

(1) the Head of School/Department, Programme Leaddror Lecturerto discuss the
individuals performance with respect to the programme, or

(i) 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 athe meeting are briefly noted by the staff member in a way that
maintains the personal confidentiality of the student. Mirbtes overview on the
discussion of programme quality specific issuesiactudedon the agenda of the next
Board of Studies meting, allowing for the sensitivities involved and maintaining
confidentiality where necessaaynd as appropriate

4.82 THE CLASS REPRESENTATIVE SYSTEM

A Class Representativie a student enrolled in a course chosen to assist communication
between staff rad students in relation forogrammemattersand academic suppaand to
provide a point of contact for studentst the beginning of each academic year, class
representatives for each level of each programmelasted by the class members under
the supevision 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 variousmmittees at School and College level. They act as the voice of
the students, ensuring that the College $akéo account the needs of students in any
decision that is made. Class Reps liaise with staff to solve problems and optisitsees.

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), @aeh, 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 improvingtyquli
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 eeideh the
participation of students in the quality assurance and development of programmes delivered
by the School.

Class Representative Meetings take placdeasttwice per academic yeaA call for

agenda items is issued by the School in advanceeaitetings and students are required

to feed issues back through their Programme Leaders. The agenda for the meeting is posted
on the course notice boards anttanet prior to the meeting, and emailed to aéradees.

A short report on current school teties 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 samanner, 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 aoebe considered at the appropriate Board of
Studies.

The agenda of thClass Representative Meetings include these standard agenda items

Membership

Head of School Report

Student Services update

Issues invited from each course by year
- Academic issues
- Support Issues (library, IT etc.)
- Other issues

5. Positive initiatives / god practice

6. Any Other Business

PwphpE

4.83 STUDENT SURVEYS/FEEDBACK

Formal student surveys are conducted in each academiaigiegrtheStudent Feedback
Questionnairé=orm F4.2. For each academic programme, the surveys seek to determine
student s 6 theéolowiegpssueso n o f

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 lear@r support resources

Student attendance and participation

The aim of these surveys to assess student satisfaction with individual modules and with
the overall programme. Specific issues emerging from student surveys are given serious
attention withinthe Department/School, and the larger issues are communicated to the
School Executive Board he identified issues are also fed into the School Action Plan, on
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its preparation/review within the Schodtvery effort is made to address and rectify
matters gving cause for student concern or grievance.

The timing and frequency of student surveys differs depending on the nature of the
programme. In semesterisgdogrammes the surveys are held once per semester, at
approximately week six. Programmes deliveoedr 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 domsaires is as follows

(i)

(ii)

(iii)
(iv)

v)

(vi)

(vii)

(vii)

(ix)
()

(xi)

The content of th&tudent Feedback Questionndti@mis reviewed and agreed by
the School Executive Board

The schedule fomiplementation is prepared lye Reg st r ar 6 s Otbf i ce
the Heads of School/Departmdntnotify academic staffThe Professional School
prepare their own schedule.

Programme administrators distribute the questionnaire to the students in class.

The completed questionnaires are initially reviewed by Heads of
School/Department/ Programme Leaders tsues any urgent issues are dealt with
quickly.

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.

Each Head tbSchool/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 Sxh.

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.

Subsequent feedback is provided to students and staffberés) concerned, as
necessary, to demonstrate and confirm the eabogeof actions. The 8dent
Feedback Templafé4.3 is used.

A largescale overview ofictions adressing identified issues is provided to the
School Executive Board

Where module specdiissues 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.

Formal reports are prodad 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 renge 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)

The Admissions Procedures cover elements of admission including all activities to
attract, recruit,select, admit and register studemts DBS programmes. The fair and
consistent implementation of these policies and procedures is the ultimate responsibility of
the Registrar, supported the Admissions Committee.

Applicants are admitted to DBS programmes from a variety of sources:

e The Central Applications Office (CAO)
e Direct applicants, in the case of:
- LJIMU accredited programmes
-  HETAC accredited programmes
- University of Wales accredileprogrammes
- Postgraduate programmes
- Professional School Diplomas / Professional Body Certificates
Applicants with advanced standing (Transfer studehtgh internal and external)
Applicants withAcquiredPrior Learning (APL)
Applicants withAcquiredPrior Experiential Learning (APEL)
Mature applicants
International applicants

5.2 ADMISSIONS POLICY

DBS is committed to:

o the fair and equal treatment of all applicants

o fair, transparent, timely, appropriate and explicit admissions procedures, which are
implemented consistently

e supporting access, transfer and progression opportunities for learners to facilitate
educational opportunity

¢ timely notification of the outcome of an application

o

National Qualifications Authorityof Ireland. [Internet]. (2003)Policies, actions and procedures for
Access, Transfer and Progression for Learnégeeenbook). http://www.ngai.ie/docs/publications/10.pdf
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e supporting applicants with disabilities or special needs as set dhbkilisability
Policy
e responsible marketing of its courses, with accurate and transparent marketing material.

Admission to DBS is governed by tlualifications (Education and Training) A&Q99 to
promote and facilitate access, transfer and progression

53 QUALITY ASSURANCE

The quality of the admissions policy and procedures is assured by the Admissions
Committee which reports to th8chool Executive Board Collaborative partners may
either sit on the committee, as in the case of the University ailédVor receive annual
reports from the committee, as in the case of LIMU regafdPigAP(E)L activity. The

report onRPL/AP(E)L is normally contained in the annual report to LJIMU and is approved
by the Academic Board prior to forwarding to LIMU.

54 ADMISSIONS COMMITTEE

The Admissions Committee has responsibility for reviewing admission standards
processeand proceduredor considering any/alamendments omodifications and for
academic oversight of the administration of the admissions system.

54.1 TEeERMS OF REFERENCE

The Admissions Committee is a sabmmittee of theSchool Executive Boardiith the
following responsibilities in relation to the admission of students to:DBS

e Advisingthe School Executive Boaahdthe Academic Board on matters a¢dd to the
admission oktudents to undergraduate, postgradyatefessional and other courses.

e Monitoring and developing as appropriate@®l | egeds admi ssions pol
selection procedure.

e Monitoring the @lleged s adv anced sardaanser policyranddevelopmg
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.

e Evaluatilg new or alternative qualifications as a basis for determining admission to
DBS, while having regard totheo | | ege ds admi s sstandards apdo!| i cvy
procedures in other institutions, while supporting the access, transfer and progression
proceduress defined by the National Qualifications Authority of Ireland.

e Monitoring theCol | egeds admi ssions system and pre
considered appropriate or as requested by Academic Board in relation to its operations
having regard to procedes in the other institutions, changes in the CAO system,
requirements of accreditation/validation agencies, and/or other relevant developments.

e Carrying out such other functions as may be considered appropriate, subject to the
approval of Academic Board.

Page45 Sept2009



Dublin BushessSchool Academic Quality Assurance Handbook

54.2 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)

5.5ADMISSIONS 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 proeicedemic oversight and
review of the admissions procedures and processes.

55.1 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 CA&hdbook for the year of admission
(referencewww.cao.iefor details/information). The CAO processes applicants to the first

year of an undergraduate programme only. The CAO Admissions Officer is responsible for
managing te admissions process for these programmes and follows procedures according

to the CAO handbook. Pointsd requirements f
supply and demand. The eoff points threshold is equal to, or above, those points

accruing tolhe minimum entry requirements for the programme.

55.2 DIRECT APPLICANTS

All applicantsother than thosseeking admission to a first year of a HETAC undergraduate
programmemustapply directly to DBS Theymust firstly satisfy the minimum entry
requirenents for the relevant programme, and must use the apprdpB&&\pplication

Formi available in paper and online format (F5.1 and at
www.dbs.ie/ApplyOnline/Applicatioform/tabid/266/Default.apspx).

Applications to a Professional School programme should use the Professional School
Application FormgF5.2 andink as above)All applicants are required to supply original
copies of any supporting documentatguth as academic transcripts, identifisatand
evidence of attainment in the English language (reference section 9 Gi8jjalum
Vitaeand/or an appropriate referenBarect applicants may be subject to interview.

Admission toall courses is subject to availability, and space.
5.5.2.1Standard Entry

Standard applicants are those who clearly satisfy admission requirements by virtue of
having achieved t he required | ev elevel of per
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gualification such as the Leaving Certificate or FETAC qualifications imncel Alevel
equivalent in the UK, or other European equivalent qualification which has been approved
as meeting the minimum entry requirements for the relevant programadielisted in the
Institutes of Technology Central Evaluation Forum (IOTCEF) daminsuch as the
French BaccalaureateThe standard category also includes certain qualifications from
institutions in norEU countrieswhich havebeen approveds meeting the minimum entry
requirements for the relevant programm@ 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.
5.5.2.2Non-Standard Entry

To assess eligibility of apigants 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 systdime purpose of the
IOTCEF is to provide a central song 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 b UK NARIC system is initially used to assess the
eligibility of applicants withqualificationsfrom norEU institutions NQAI is the Irish
centre for the recognition of international qualifications, known as Qualifications
Recognitioni Ireland, and itslecisions on awards take precedence over those from other
jurisdictions.

Non-standard applicantsare considered on a caSgcase basis.The process is
implemented within the relevant school, by the releddead of SchodDepartmentor
nominee, and is @rseen by the RegistraiThe admission of a nestandard applicant is
determined through a considered review of their admission data Iyetm of School or
appointednominee, or where additional academic scrutiny is deemed necessary by the
Head of Depdment or Programme Leader who is competent to make the required
judgementssubject to:

e the DBS policy on admissions

e a reasonable expectation that the applicant is able to fulfil the objectives of the
programme and achieve the standard required for thedaw

e meeting the requirements for the award to which the particular programme leads (based
on minimum entry requirements)

o fulfilling the specified entry requirements for the programme of study.

5.5.3. APPLICANTS WITH RECOGNISED PRIOR LEARNING (RPL/APL)

Remgnition of Prior Learning (RPL) is a process that allows students to gain admission to
aprogramme of study or to gain exemptions/credit from some parts of a programme, based
ondemonstrated learniraghieved prior to admissioRRecognition is a procesy lwhich

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 formalfaroral and informal
learning.This is in line with theaims of heNationalFramework of @alifications to

recogniseaall learning achievements by supporting the development of alternative pathways
to qualifications (or awards) and by facilitating the recognition of prior learning.

Il rrespecti ve o fualificatiens, DBS niust beesétisfiedahatttheyare gf the
required academic standard to complete the scheme of study proposed. Where an applicant
presents a qualification npreviouslyapproved then a competent member of the academic
staff (Head of Schofibepartment 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 onlyif their prior learning is judged to bequivalentto the learning
outcomes of th@roposed programme of study. In such cases, the stisdettrequired to

take the elements of the programme for which credit has been given (exemption).
Exemptions cannot be grantafler admission to a programe.

5.5.3.1Applicants with Prior Experiential Learning (APEL)

Prior Experiential Learning is defined by HETAC ésk nowl edge and ski
through | ife, work experience and study, not

Credit for Pror 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 qualitativey and quantitatively might entitle them to credits or exemptions from a
course of study. Such individuals might be in employment (includingesghioyed),
unemployedr currently retired from employmems a general principle, credit is given

for learning, not for experiencper se.

Applications for exemption based on BIP are normally considered onlyif parttime
students

e with a minimum of five yeds work experience
¢ in relaton to specific level 1 modules.

There is no provision for exemptions baéwss APEL for fultltime 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 contamid 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 tbi¢lael of Schoobr
nominated personnel for de@si. The Admissions Officer may make a recommendation to
the Head of Schoobr nominated personnel. Th#ead of Schooteviews the application
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and, where additional academic scrutiny is deemed necessary, consults with the relevant
Head ofDepartmenbr Progammel eader.

TheHead of Schooinakes a provisional decision, stating the basis for it, on the Admission
Form and signs the form accordinghdl decisions to grant exemptions based on APEL
require the approval dhe Admissions Committee.

The Dublin Bisiness School Recognition of Prior Learning Policy and Practice is set out in
appendix 5.1

5.53.2 Full-Time Programmes

In the case of fultime programmes, exemptions based on RPL/APL may be awarded to
entrants for complete levels of study only, students may be admitted directly to the
second or third level of a degree programme. Exempfronslevel 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 orstamdard.

0 Standard Applicants
[Including access using the European Credit Transfer System (ECTS)]

This category coverapplications from those holding academic qualifications which are
commonin the Irish higher education sector, for example, holders of Higher Certificate

(Level 6) qualificatios awarded by HETAC. The standard category also includes less
common Irish gqualications, and qualifications from Eldnd norEU institutions, for

which there are precedents in DBS admissions

Before a qualification is classified as standard, the learning outcomes for that qualification
are examined and compared with thearténg outcomes for the relevant DBS
programme(s). This process is implemented within the relevant school, by the relevant
Head of SchodDepartmentor nominee, and is overseen by the Registrar. If sufficient
comparability and equivalence eéstablishedand after monitoring the progress of learners
admitted with those exemptions for one ydhe, qualificationis added to the standard list.

All such additions must be approved by the Admissions Committee.

Al l gualificati ons i stedinhhe DESsExeaptidns Hahdbook at e g o
(appendix 5.2)or the DBS International Exemptionsaddbook(appendix 5.3with the

appropriate level of exemption indicatedn the case of both EU and n&tJ students

where the qualification is not listed as stang@ineé application is treated as nstandard

(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 -Etdn
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students). The appropriatedmissions Officer signshe relevant Exemption Application
Form (F5.3) statingclearly the basis on which the exemption is awarded.

0 N-8tandard Applicants

Non-standard applicantsare considered on a caBgcase basis.The process is
implemented wthin the relevant school, by the relevai¢ad of SchodDepartmentor
nominee, and is overseen by the Registithere the application for exemption is based
on a qualification that is not listed in the DBS Exemption Handbook or the DBS
International Exmptions handbook, the application is deemedstandard and is referred

to the Head of Schoofor decision. The Admissions Officer may make a preliminary
recommendation

The Head of Schooteviews the application and, where additional academic scrudiny i
deemed necessary, consults with the relevad of Departmentr Programme Leader

The applicant may at this stage be required to provide additional academic evidence, such
as course syllabi and/or examination papers.

TheHead of Schoalecords the dgsion, and the basis for it, on tBgemption Application
Form and signs the form accordingfy.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 patime programmes, exemptions based on APL may be awarded to
entrants in relation to complete years of stadin 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 fitlme students.

Students seeking exemption from individual modules are required to provide original
documentary evidencef 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 thedad of School or nominated personnel.

0 Procedurefor 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

ApplicationForm (F5.3) andhe necessary transcrigesxamined for equivalence).

2. The date the exemption request is received is noted dexdraption 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 retugrcompleted Exemption
Application Form to Admissions.

3. The complete file is sent to the relevant Head of School or nominated personnel for
review.

4. TheHead of Schoaleviews thehe request for exemptioasid, where additional
academic scrutiny is deeth@ecessary, consults with the relevdrtid of Department
or Programme LeadedA 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 Schod\ 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 oheel necessaryhe relevant Subjedteaderis
constuted. The applicant may at this stage be required to provide additional academic
evidence, such as course syllabi and/or examination papers.

TheHead of School or nominated personwél record thedecisionand the basis for it, on
the Exemption Applicabn Formand will sign the form accordingly. The decision is then
communicated to the applicant by the Admissions Offigazopy of the decision is
forwarded to the Registrar.

554 MATURE APPLICANTS

Applicants over the age of 23 years on the on 1st damddhe proposed year of entry for
HETAC undergraduate programmes (with the exception of theHR€g Counselling &
Psychotherapy where applicants must be over 25 years of age), over 21 years for LIMU
undergraduate programmes, and over 21 years fodtineersity 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
drivero6s | icence famradmigsos s @assasied on She ibdsia bfiage] t y
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 applicatits, such as relevant academic transcriptdptgate

Curriculum Viteg, if necessary. Mature applicants may be subject to interview.

The Application pack and supporting documentation is referred tbi¢lael of Schoobr
nominated personnel for decisidrhe Admissions Officer may make a recommendation to

the Head of Schoobr nominated personnel. Th#ead of Schooteviews the application

and, where additional academic scrutiny is deemed necessary, consults with the relevant
Head of School oProgramme.eader.

TheHead of Schooinakes a provisional decision, stating the basis for it, on the Admission
Form and signs the form accordingl. copy of the decision is forwarded to the Registrar.
All decisions regarding admission of mature students requiee approval of the
Admissions Committee.
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5.5.5 INTERNATIONAL APPLICANTS

The marketing of programmes to nBtJ countries and the admission of students from
such countries is the responsibility of the InternatigxdrhissionsOffice. The equivalence

of qualffications 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,liappts who are nokU 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 remaintlie state. NotieU nationals who hold work
permits are eligible for admission to péirhe programmes.

In certain countries other admissions guidelines have been used, based on the industry
standards of other reputable higher education institutions, aBdwbh | i n Busi ness
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 5.4ppplies, the case is considered +standard and is referred to the Registrar

for approval, and goes through the rstandard application procedures.

Procedures relating to all activities in this area are described in the International
AdmissionsDocument.

55.6 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 competengghtother
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 scoreaken 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 Englistessment at the relevant band*

The applicant has beaducated through English on an internationally recognised,
accredited programme of at least one year in duration in an English speaking
country.

S |

*The 60rel evant 6 scor e, certificate or band

course.
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Note that he 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 Repbth@ end of eacladmissions cycle. The
report presents an overview of tadmissions process and provides a statistical summary
and analysis of admissions. The report provides separate analysis -sfandard
admissions, admissions with advanced standing and admission of mature students. A
detailed listing of students in daof 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.

558 MARKETING MATERIAL

Dublin BusinessSchool iscommitted to promoting a clear and consistent message. These
procedures advise on the production of publicity and promdtioaterials, which enables

the llege to manage the messages communicated to both the external community and to
our students. Refeto the Guidelines for Publicity and Promotional Materials/Dublin
Business School: Guidelines for Adusing and Publicity Materials pgpendix 5.5)

5.5.8.1 Marketing Material Policy

The implementation of the DBS policy on Marketing Material ensiinas

the consistency of mar keting and publicit
maintained

the message communicated is consistent

the Collegebs corporate iIimage i s maintaine

marketing and publicity materials do not compromise, but rather enhanireate of
the College
messages are complementary and not contradictory.

> B> > D>

5.5.82 Procedure for the approval ofMarketing Materials

All marketing materials are sent (in hard or electronic copy) to the Director of Marketing,
for review and approval on bdhaf 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 tretadkmic
information contained in M&eting Material is accurate at the time of going to print.

The Head of School approves the Marketing Material by completing a Prospect@3fSign
form (F5.4).
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5.5.83 Arrangements with Accrediting Bodies

To comply with the QAA code of practice for cdilarative 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.

Pesonnel 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 enteBB via the standard procedures used by all students.
Students with disabilities applying for admission to DBS via the CAO are encouraged to

di scl ose their di sability by writing i Med
application form. Students who imdite a disability in this way receive a supplementary

form, which is returned to DBS to alert thellégeto the particular needs of the student, so

that appropriate preparations can be made to provide the necessary supports and
arrangements. In conjunctiawith this, the Admissions Officer writes individually to each

applicant inviting them to visit thedllegeand view the facilities first hand.

In the case of direct applications, candidates with disabilities are afforded the opportunity
to disclose orthe 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 tollegeo

view the facilities.

For candidates who choose not to reveal a disability on the application form, issues may
arise subsequent to their enrolment in tledlgge During the inductio processstudents

are made aware of the role of the Disabiltfficer, for whom contact details are published

in the relevant Student Handbook and on the website, who will advise and liaisgheith
relevant personnahould there bany issues or difficulties.

55.10 SUPPORTING DOCUMENTATION

All applicants mustproduce 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 aiginal or notarised documents.

55.11 APPLICANT 68 RESPONSIBILITIES

e Applicants have responsibility to provide all relevant supporting documentation
they wish to be considered at the admission stage.

e Applicants should declare any special needs that thely @ be considered by
DBS.

e 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.

55.12 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.

55.13 APPEALS AND COMPLAINTS

Appeals and complaints regarding the admissprosedures 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 ofCollege 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 studestentred learning supported through excellence in tegch

Our mission is Ot o jeantoedieaining experieace, avithltdaahingt st u
of the highest quality that produces graduates who are equipped to lead successful lives and

to contribute effectively to societyod.

The DBS Learning and Teacly Strategy builds on previous strategy docut®éo 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 posig student learning erpence

allows for diversity in methodology across schools

enables innovations to be replicated in future learning and teaching develapments

6.2 LEARNING

Learning in DBS involves a recognised mifiétceted approach entailing sustained efforts

to build arepertoire of effective learning strategies in a way that assists learners in
functioning as seitlirected individuals. This is recognised as a supportedoiifg activity
integrated into programmes, modules, curricula and assessments across all flevels o
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
engageent with material in a meaningful and genuine way that supports the linking of
new knowledge to previous understanding gained in formal orforomal learning
experiences.

6.3 LEARNING AND TEACHING METHODS

In DBS teaching is seen as a multidimensionalvay that seeks to promote quality
learning through a studenéntred interaction between the teachlearner and the
curriculum. It is the creation and management of learning experiences using all methods
appropriate to the material being taught sesther needg.heteachingmethodsmployed
support learners and learning through helping the learner to understand how to use learning
resources, especially the experience of otherigcilitate thei educéional experiencelt is

strongly focused on abling students to achieve the learning outcomes of their
programmes and moduleddethods adopted provide students with varied learning
opportunities and experiences. These include:
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- conventional lectures

- problembased learning
- inquiry-based learning
- tutoring

- mentoring

- project supervision

- research supervision

- student observation

- active experimentation

The devel opment of these activities witihn I
of andinvestment in staff developmeinitiatives

6.4 LEARNING AND TEACHING STRATEG Y

In essencethe DBS learning and teachirgjrategy is based on a set of key principles and
sets out specific goals and objectives for learning, teaching and assesBrBént.
considered the LIJMU teaching and learning strateayyd adpted this to meet DBS
requirements. Among the main goafg¢he DBS strategy attbe 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&nssatgmacademic
quality assurance bodiesand described within the NQAI National Framework of
Qualificationg.

6.5 APPROACHES AND METHO DS

Teaching and learning methods are intended to facilitate students taking ownership of, and
responsibility for, thei own learning in partnership with the academic faculty. Strategies
are based on a combination of structured tuition and stweéemted learning. Methods

LIMU teaching and learning strategy guidance document, September 2006
National Qualifications Authority of Ireland. [Internet]. (200B3gterminations for the Outline National
Framework of Qualification§urple bookhttp://www.ngai.ie/docs/publications/12.pdf

7
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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 isstudericentred 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 airvencouraged 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 progressghrthe 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 practicausitions. 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, througla variety of assessment processes, that they have achieved the
learning outcomes of their programmes.

The adoption of the #earning platform, Moodle, has provided lecturers and students with

a virtual learning environment to complement and enrich thee nraditional 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 throughd ai c h medi a pr ese
environmentd to accommodate | earning acti v
effective seHlearning techniques.

The DBS teaching and learning strategy is underpinned by a number of quality assurance
and improvement initiates and mechanisms:

e Peer observation
e 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 obsgion 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
colleaguesallows sharing of god practiceandis seen as a valuable quality improvement
mechanism.

The peer observation process has the following seven stages:

. Planning for peer observation

. Holding preobservation meetings

. Observing learning and teachingriteria and mthods
. Holding postobservation feedback meetings

. Developing individual action plans

. Developing departmental action plans

. Linking to ongoing staff development

~NOoO o~ WNPE

6.7 PERSONAL AND SKILLS DEVELOPMENT

In DBS skills development has always been édvas a very important aspect of student
learning.DBS Advantagéds 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 Advantageprogrammehas defined graduate skills as comprising of eight
transferable skills as follows:

Analysing and Solving Problems

Team Working and Interpersonal Skills

Oral Communication

Written Communication

Personal Planning and Organising

Initiative and Creativity

Numerical Reasoning

Information and Communication Technology

IOMMOOw>

Many of these skills are currently developed within the current teaching, learning and
assessment methodologies employed byChikege for example
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e The cognitive skills of students are deveddpthrough lectures, practicals, tutorial
exercises and directed reading

e Application and presentation skills are cultivated through case studies and practical
problem solving assignments, with presentation requirements.

e Practical IT skills are progressiyedeveloped 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. Skildevelopment is further facilitated by the
Colleged s -LeBrning environment (Moodle). This resource enables students to take
ownership and control of their own learning through using a variety dfnen
resources, both static and dynamic.

e Analysis and ealuation skills are developed through levels two and three of the
programme by means of lecture and tutorial exercises and case studies.

e Oral and written communications skills are specifically developed in various modules
through discussions and debatespart writing assignments as well as individual and
group presentations that feature as part of the assessment regime.

e Further initiatives in the areas of business protocol, interpersonal skills, critical
thinking, leadership, teamwork skills and job sbaetiquette are also developed to
ensure graduates are equipped with a full-sla@tlupon programme completion.

To complement the skills development that already occurs within taught degree
programmes, theDBS Advantageprogramme has been designed tmvpte further
opportunities for skills development with tangible evidence in the form of written
certification of skill achievement. The specific objectives of th8S Advantage
programme are:

1. To provide an opportunity for students to develop, apply asdss their personal skills
using appropriate methods.

2. To enable students to develop a personal ePortfolio of evidence which detesnstra
development and achievement.

3. To establish a foundation for continuing personal development and application of
learningwithin 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 modatemunications and Personal
Development.This module provides the initial academic urpidening for transferable

skills development.

At levels two and three of degree programni2BS Advantageas offered to students in
parallel with their academic studies. Students who opt in attend personal development
workshops that provide them with appunities to reflect on their own learning and
development and to engage in further enhancement of transferable skills.

The DBS Advantage programme includes an optidiiatk-Based Learningassignment
undertaken between years 2 and 3 to ensure studavestie opportunity to apply prior
learning to workplace contexts and to assess the relevance and effectiveness of that
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learning in reaWworld work situations. This is the subject of formal assessment for DBS
Advantage certification.

The DBS Advantage pgramme of workshops continues into level three, when ongoing
personal development is documented in individual student portfolios, which betoene
subject of formal assessment in term 2 of year 3.

Transferable skills development thus features strongljinvihe taught academic degree
programmes and is the central feature of the complemebf AdvantagePersonal
Development programme. While achievement of DBS Advantage certification is net a pre
requisite to degree programme completion and graduaticnpresented to students as a
notto-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 M ECHANISMS

It is DBS poligy to provide tangible learning support to students throughout their studies.
Details of the various learning support services are provideGhapter Nineof this
document. This section describes the specific support mechanisms employed for student
learnirg support.

At the commencement of the academic year, the following module information is issued to
students in relation to each module being studied:

Module guide

the continuous assessment schedule

each coursework assignment that forms part of theraamis assessment
reference to the DBS Plagiarism policy

past exarmationpapers

currentreading list

o > > I I D

Students are actively encouraged to utilise the learning resources indicated to enhance the
depth and breadth of their knowledge and to enrich thedsas®ent 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 complemeimedighout the year by a series of
library tours given to groups at the request of lecturing staff, or to individuals upon request.

On a weekby-week basis, copies of lecture notes are made available to students. Moodle,

the VLE facility provides an imptant learning resource for student learning support.
Through Moodle students are also provided wi
guide for examination preparation and practice, and to develop student awareness of
Lecturer/Examineexpectations.
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In addition to the above support mechanisms, Dublin Business School proiodsege
wide Academic Support and Learning Assistanceservice that operates across the
Schools and programmes delivered to both-per¢ and fulltime students, international
and domestic. These services include the following:

Academic Support Programme (including English language support)
Library workshops

Oneto-One writing tutorials by referral

Student Counsellor

6.8.2 ACADEMIC SUPPORT PROGRAMME

The Academic Support Prignme is an optional programme that provides instruction in
academic research and written communication skills. This is differentiated from formal
academic programme modules such Bssiness Research Methodshich cover
theoretical schemata largely irrespive of actual application. The primary purpose of
Academic Support is to providenplementablemethodological assistance to students in
relation to programmspecific continuous assessment and examination tasks. Thus
Academi ¢ Suppor tademe practicé dnd the desmiated drenaaat Dublin
Business School in which students acquire and develop importantetéidskills.

The acdemic support programme aims to

o familiarise students with standard academic research methods and conventions

e devel op studentsdé ability to critically eva

o familiarise students with the structure templates of required academic documents on
undergraduate and pegtaduate programmes

e encourage students to develop a critical perspective

¢ minimize instaices of plagiarism on undergraduate and postgraduate programmes

e assist students in answering examination questions effectively.

6.8.3 LIBRARY WORKSHOPS

Workshops are held in all Dublin Business School libraries on a weekly basis throughout
the academic y&. 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 imdlual 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
academigerformance gaps.

6.8.5 STUDENT COUNSELLOR

A Student Counsellpexternal 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 learningifficulties such as dyslexia and dysphasia/aphasia as well as other
emotional difficulties such as stress, depression adattéah. This service is accessed by
students through th®tudent Servicesffice. Students are advised of theadability of this
serviceand the method of access at inductiand this information is also provided in the
Student Handbook

6.8.6 LEARNING AND TEACHING COMMITTEE

Learning support activities at DBS are-aalinated by theCo | | elLgaenihg and
Teaching Committee, whicimeets monthly to review the general progress of the various
support mechanisms and to initiate improvements where approprtad.earning and
Teaching Committeeprovides a valuable forum for monitoring and reviewing the
effectiveness of the learning gt system- a system that is intended to make an
important contribution to student success and-tveithg in Dublin Business School.

The membership of thiCommittee comprises regsentatives from the Schools, the
Library, Computer Services, Facilitiesand Student &vices. There is a student
representative from each of tBehools on this @mmittee also. Minutes are prepared and
provided to boards of studies and tBehool Executive Boaréor review and action, as
appropriate.

The objectives of the Leaing and Teaching Committee are:

e to continue good prackc 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 uplanned 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 affect@assesare 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 alterative 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 écture and lecturer is substituted for the scheduled class, e.g. swap an
economics leture for an accounting lectu¢his is practicable only where the student
cohorts for both subjects are identical.)

C) Pre-specified Work

The class is given written wio 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
onehour blocks anghould 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 pogresses. The material should have been approved by the Head of Department.
The material should be stored in a folder on thédve to be provided for this purpose.

Any of this material used during an absence of the lecturer should be replenishatl by th
lecturer on his/her return to dufijne 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 postponedtil 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 tbhancellation, for example, where the cancelled class(es) would
account for less than 4% of the scheduled contact hours for the madyleroposal to

cancel a class must be approved by the Head of Department.

6.9.2 PROCEDURESAND RESPONSIBILITIES
The required procedures and associated responsibilities are as follows:

a) Providing timely notification of lecturer absence

It is the | ecturerdéds own responsibility to
any event, not later than 8.30 am on thestfiday 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
(i)  the likely duration of the absence
(i) the classes affected

Should a lecturerdunable 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 theHead of DepartmentShould theHead of Departmentor 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.TheHead of Department or his/her designate, restthe 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 Cepartment to decide on and arrange an appropriate response to a lecturer
absence. In so doing, th&ead of Departmeritas regard to the list of prioritised responses
listed in section 2 above. Thdead of Departmernshould 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 covetadthe event of being unable to source a
substitute lecturer, thdead of Departmertonsides each other possible respens order

of preference stated. Lower order responaes considered only when higher order
responses are unavoidably ruled out.

d) Notifying responses

The Head of Departmenmntotifiesthe School Administrator of the specific response to each
lecturer absere. This detadlthe 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 thelead ¢ Departmento 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 pspecified work to occupy the lecture time, a lecturer shall be
deputi®d by theHead of Departmenb distribute the work and supervise the class. Where

a class is postponed or cancelledisithe responsibility of the School Administrator to
advise the students of this, preferably before the scheduled start time fastheStudents
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 dion taken in respect of each class affect@te School Administrator
producas summary reports of absences and responses as required by School management.

s)] Re-scheduling of postponed classes

In the event of a class being postponed, it is the responsitiilthe lecturer concerned to
identify a suitable date/time for the-seheduled class. This should be discussed with the
appropriateHead of Departmenand, upon agreement, communicated to students with a
mini mum of 1 weekO0s notice.

h) Extended lecturer alsences

Should it become apparent that an unplanned lecturer absence is likely to continue for a
period longer than a day or two,istthe responsibility of thélead of Departmenias an
absolute priority, to source a substitute lecturer to take alledassheduled for the absent
lecturer until that lecturer returns to duty.
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7. ASSESSMENT OF LEARNERS

7.1 INTRODUCTION

The DBS AssessmerRolicies, Procedures and Regulations designedto cover the
administration and regulation of the assessment examinationof students on all
programmes delivered lifie College in accordance with the requirementsection 23(b)
of the Qualifications (Education and Training) Act, 1999.

The DBSAssessment &ulations meet the requirements offeaf the awardingpodies of
programmes delivered bihe academic schools (HETAC/ LIMU/ University of Wales).
Additional assessment processes/procedures are employed for prografiaress by the
Professional School. Tke regulations are available to students via the DBSest
website. Printed copies arls@available in the DBS libraries

Assessment can be defined as any process that appraises an individual's knowledge,
understanding, abilities or skillAssessment can be diagnostic, formative or summative,
formativeassessment is supported by timely feedback to help improve performance.

The assessmerggulations govern written and oral examinations, coursework assignments,
projectwork, theses, dissertationsiva voce and such other forms of assessment of
studentperformance as may have been appdowr prescribed iany 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 establishnthi exte
which each student has achieved ititendedlearning 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 dewelheed
National Qualifications Authority of Irahd (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 opportunitiespgort standards based on learning outcomes
Assessment opportunities promotes and supports effective learning and teaching
Assessment procedures are crediblefaie, consistentvalid and reliable.

Assessrant methods are monitored and sawved as neceasy to adapt to evolving
requirements
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e Assessment requirements are explicit and accessible to learners at the commencement
of the programme.

7.3 ASSESSMENTOBJECTIVES

DBS has endorsed and implemented the following underpinning principles for the
assessnTd process

(i) Assessmenis an integral part of the course design processlis constructively
alignedwith the programme/modulatendedearning outcomes.

(i) Thereareclear and consistent assessment criteria prepared by the examiner and these
areprovidal to the learner at the time of assignment.

(i) Assessmens transparent.
(iv) Assessmens valid, reliable and freerom bias.

(v) The assessment framework faciligtgudent learningand inforns and suppog
student progression, particularly in the early stagfgprogrammes.

(vi) Students are provided with feedkaon assessment that is timely apmotes
learning and facilitates improvement.

(vi) The management of assessmenefficient, especially regarding the amount and
timing of assessment, staff and studentklaads andto allow time for student
reflection.

(viii) Standards at examinations offered by the Collagemaintained and appropriate
standards with regard the awardare applied.

(ix) The staff development policy and strategy supptie Co | | edai®y dosensure
that all staff involved in the assessment of students are campetendertake their
responsibilities.

(X) Thereis achievement and maintenance of comparatdadardsacrossprogrammes,
institutionsandnationalboundaries

Best practice and delMpments in assessmentearlso included as topics fataff
development workshopse support a quality assessment process

The range of knowledge, skills and gostences assessed ocary acrossmodules and
programmes, in accordance with the levels ofie NationalFramework ofQualifications,
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 ExaminersThe roleof Internal Examineis to:

e prepare assessments in linenitihe approved modufgoforma

e submit examination papers antirking schemes to the Examinations Officer where
they areforwardedto the External Examiner(s)

« take account of suggestigrieletons, additions or amendments preed by the
External Examiner(s)

e mark the assessments, and arrange for internal moderation

o submit marks to thexaminations Gfice via thedata management system, (Prestige,
Querquis or CampusVuas appropriabe

e returnscripts and any associatiEms to the Exams Office

o receive feedback from the External Examiner(s) and to agree the grades/marks
proposed to be awarded to each candidpteor to the meeng of the Board of
Examiners)

« attend meetings of the Exaration Board to verify marks and contribute to the
deliberation of grades and awards.

7.32 ROLE OF THE INTERNAL M ODERATOR

An Internal Moderator is appointgidr each module, by the relevant Head of Department
or School.The primary role of an Internal Mod#or 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 DB 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 Irérnal Moderator is to ensure that

a) Assessment is appropriate, consistent, fair, transparent and does not unintentionally
discriminate agast any candidate.

b) Lecturers receive ongoing advice and support, for exampléesigning 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 manneistipgtorts the wderation
process

f) Evidence of student achievement isppad to the assessment criteria

g) Resulting award of credit i&lid, 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 moduleolEhe

is to provide independent quality assurance for the assessment process. Their function is to
ensure that standards appriate to the award level are maintained and that standards at
DBS areconsistent with national standards aaenparable 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 progranesioffered bypBS featuresome element afontinuous

assessment (CA)Continuous assessment used to provide insight nt o t he stude
knowledge, skills and competences in ard@s are notnormally assesseth written
examinations, for example:

Primary and secondary research
Literature review

Essay and report preparation skills
Practical project work

Time management

Groupteamwork and interpersonal skills
Oral presentation skills

Continuous assessment can provide formative as well as summative assessment to support
learning as it imn opportunity tgrovidefeedback to student their understanding of the
module material and their effectiveness of demonstrating that understanding.

The weighting of elements of continuous assessmvanies in accordance with the
allocation determined by the programme development teahedinie of module design,
rationalised at théme of programme developmenExaminers are required to ensunatt

they are fully aware of the weightings attached to the continuous assessment elements in
each module or subjedhey deliver. e dédinitive source is the currenapproved
programme specification and/or modpieforma The moduleroformaalso provids the
necessary information on the nature/type of continuous assessment to be used. Examiners
must adhere to theroformarequirements in terms both of CA weightings and types of CA

to be used.
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There are many possible formats for continuous assessmgnprvided they remain
consistent with the requirements of the approved mogutforma Examiners are
encouraged to think flexibly when deciding what format to use. Some possible formats are
as follows:

an essay in response to an extgpe question

anessay 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 inclass examination, similan scope to an endf-stageexamination

an inclass ShorAnswer Question (SAQ) examination

an inclass MultipleChoice Question (MCQ) examination

an oral presentain based on a prescribed topic

literature review

a grouporiented task, requiring the production of a docot oral presentation by a
small group of students

e the completion of a short woikackage relevant to the academic discipline (e.g. the
writing of a computer program, the designing of a website, etc.)

When selecting and developintpe type ofcontinuaus assessment to ydexaminers are
required to match the intended learning outcomes of the assignment to the programme level
and stagei.e. he task set for students should enable them to demonstrate the achievement
of learning outcomes at the appropgiatademic level e.g. the outcomedemonstrated 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 tred Intern
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 thesass#
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 ASSESSMENTPROCESS

1. For each element of continuous assessmeatth student must be given a clear and
unambiguous written specification. This specification must clearly state:

e The module name, code and contact details of assessor

e The nature of the coursework in detalil

e The specific deliverable(s) required from studemncluding format requiree.g.
type written) andvord-count if specified

e Penalty accruing for noadhering to the required format or for not meeting, or
exceeding the wordount (+f 10%)

e The percentage of marks allocated for that assignna@atfor each component
deliverable, where there is more than one
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The dates on whh the assignment brief gsven to students

The required submission date for each deliverable element

The date feedback and assignment results will be available

The DBS Policy on Rigiarism (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 SHE@t1).

2. Studentsare required tasubmit their continuous assessment material to the appropriate
DBS reception desk, with the exception of students participatingBs programmes
whereassignmentare submittedia class collection.

3. Studentgnustcompleteand attach aigned DBS Assignment Submission Fot(i7.2)
to their submitted CA

4. The receiving member of reception staff stamps d¢bmpleted and labelle®BS
Assignment Submission Form to confirm (date of) receipt of assessment material. The
yellow sheet of this Form netned to the student; the pink form is retained with the
assessment material and provided to the Examiner and thesfrehit sheet is sent from
receptiontoth&k e gi s t r awhéesit isQdtaineddoe access in the instance of any
disagreement on sulission status (between the student and examiner).

5. In extreme circumstance$no DBS Assignment Submission Form is attached or if the
document is not signed by the studéneception may refuse to take the foumless
special dispensation is receivedrr 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 byltwane examiner within a
period of not more than fotweeksfrom the submission deadlif®ome large may
require a longer time, by agreement with Head of Schdddrks awarded by the
Examiner are subject to approval by the Internal Moderator, who re@esample of
student scripts for the purpose of assessing the marking standards applied by the
Examiner. Any issues noted are referred back to daenliher for action

7. Wherealleged academic impropriety may havewrred, the Examiner is required to
markthe assignmerds normalthe Examiner should then send the marked assignment,
with a copy of the Academic Impropriety Fora8.2 to the Registras Office along
with any supporting documentation, such as the original source of mat@isgkshould
be doneas soon as the Academic Impropriety is suspected, to allow for an Academic
Impropriety Hearing in advance of the examinations and/or Examination B{Reder
to Section 8.5)

8. Following the marking and moderation processes, provisional results are caat®dn
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 1@8®8 2008 usually provided by
student number only. These resultearly marked as provisional, as thase still
subject to ratification by the relevant examination board,communicated to students
in a timely fashion to facilitate students having a clear tstdieding of their progress
in the module

9. A student may apply for an extension of the timecated for the completion of an
assignment where there are persomdligating circumstances that impact on the
student dés ability t oy the dapdrigirtalyy spedfiedAnas si gnn
application for an assessment deadlemdension must be made writing to the
Programme Leader usintpe Requestfor Assessment Extension Fari7.3). The
application must be made before the original submission date for the assignment and
must be accompanied by written evidence of the circumstances giving ribe to
application. The granting of an extension is solely at the discretion of the Programme
Leader. Where an extension is granted, a new submissiors datcified, and must be
adhered to. The assignment must then be submitted not later than the exi&teded
accompanied by the original assignment extension form which was signed by the
Programme Leaddthe student should retain a copy of tRisquestfor Assessment
Extension Form

10. Assignments submitted after the latdstdline date and timespecified, including any
extension, are deemed to be 06l ated and are

- 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 plicy as a 5% per day penalty)

- Where the assignment is submitted mtiten 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 completentirety, and any penalty for late submission incurred
applies to all group members.

11.Where two or more students present a joisigasnent, then each studentthe group
is required to retain a copy of the entire assignment. Unless otherwise spdiedied,
assignments awarded a single mark or grade, applicable equally to every member of
the group.

12.The examiner is responsible for the shéadling, storage and security of assignment
scripts. Examiners are required to take appropriate precautionsuceethat 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 provideformative feedback to studentshe marked assignmes $iould be made
available to studest 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, 198@No. 25/1988)
9 Data Protection (Amendment) Act 2003 (Number 6 of 2003)
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students to better understand the acadesquirements in questioty improvetheir
subsequent performance, atol 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.Examiner must ensithat 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 midtesmamination scripts,
complete with comments and grade information following a feedback session in class
before/after thealevant results are releasddis considered that the use of this script
and the enclosed marked answers, to prepare for the dkaahinations for these
students is invaluable.

75 EXAMINATION STANDARD S6 REVI EW/ MODERATI ON

All draft examination papers must be in the standard DBS house style and must be
consistent with previous examination papers instm@e subject/module in termk o

- the general standard of the paper

- the numbenpf sections/questions included
- the numler 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 bDepartment.

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 anctgrnal Examiner to see ciba

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 schemeé the academic
schoolsis as follows

() The examination paper trafted 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.

(i)  The paper is themeviewedby the designated Internal ModeratoiThe Internal
Moderatorshouldestablish thathe paper is set at the approgie level, is suitable
in terms ofcontent and presentatiand typographical or grammatical errors are
identified and eliminatedAny changs, considered desirable by the Internal
Moderator, are dis@sed with the Examiner. When the paper and marking scheme
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(iii)

(iv)

(V)

(vi)

areapproved, the Internal Moderatoompletesand signs the Internal Moderation
Form (F7.4).

The Examiner then forwards, the approwd@ft of the examination paper, the
marking schemand the Internal Moderation Form, to the appropriate Examinations
Officer, where their receipt is formally recorded.

The Examinations Office forwards thexamination materiato the designated
External Examiner(s) for review and approval.

Any issues raised or changes proposed by the External Examiner are returned to the
Examinations Officeand fromthere are communicated back to the Examiner. The
views of the External Examiners aseriouslyconsideredand the paper and/or
marking scheme is amendiéths necessary.

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)
(ii)

(i)

(iv)

7.6

Paoers are drafted by the Examiner(s).

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 typograplicgrammatical 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 Interdatadon

Form F7.4).

Onceformally approval by the Internal Moderator, the paper and marking scheme
are forwarded by the Examiner, to the Professional ScBraminations Office
where their receipt is formally recorded.

The final draft of the paper amdarking scheme is stored in the Professional School
Examinations Office.

CONDUCTOFTHEWRITTEN EXAMI NATI @WESS6 PRO

It is the responsibility of the Exaner to ensure that the papgiven to students at their
examination, is appropriate and catrel he paper must be checked and sigoféthefore 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 b 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
conta¢able 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 anthe student is permitted to finish the examination. Any
unauthorised materials discovered by Invigilators are confiscated and retained as evidence
of alleged academic improprietyThe Chief Invigilator is required to complete a Chief
Invigilators Report £7.5) 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 mak the script as normalhe Examiner may subsequently be asked {#exemnine the
script for evidence of engagement in impropriety.

The Examiner is required to collect the scripts and other relevant mafevial,the
Examinations Officeincluding

- The &amination scripts
- acopy of the examination paper
- acopy of the approved marking scheme
- acopy of the exam attendance register
- aset of printed component marks sheets, divided between full arthpagtudents
- additional results sheet for any studentfdio may have been inadvertently omitted
from the printed component marks sheets
- a ORet urinaterds ChHesltaind-7.6) to énsure the Examineas completed all
required tasks
- forms for the Examinerdéds Report and Intern

The Examiner is then responsible for the safe handling and storage of the sktrigts.
emphasised to all Examiners that scripts should not be unnecessarily exposed to risk of
access, loss theft, or destructiofor example scripts should never be left unatéehoh a

public area, or vehicleMarked scripts, together with the associated documents, must be
returned to the Examination office @r before the publishetkadline.

7.7  SCRIPT MARKING

When marking papers the Examiner awards marks in accordance heitpproved
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 rightand side of the script fdinis purpose

The total mark for each question should be clearly recdrgélde examineas follows:

e on the scripbn the righthand side columrat the end of the question
¢ on the front page of the script and
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e 0on the mark8sheet.

The total examinatiomark 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 subjestiould not contain fractions or decimal places.
Marks should be rounded up or doasnecessary. The overall percentage mark should not
be within 1% of a threshd, i.e. not 39%, 69% (or 34%brelevant)

The standards applied in the grading of assessment work must take into accoamirtale
variation. Variation in standards expecged in relation to:

- Thetypeof programme of study e.g. postgraduakegree, higher certificate

- The levelithin the programme being assessegl.Level 1, 2 o13.

The Examiner should investigate any O6gapsb
that dl students who have signed the examination attendance register have a script
available for correction. If a candidate signed the examination attendance sheet, but there
appeas to be no script available this must be investigated. If the script is fourtdeby
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 possiblarective action, if
appropriate.

Once all scripts for a module have been marked, the Examiner is required to canplete
Ex ami ner 0F/.7).RbBipiovoltes qompleting a statistical breakdown, based on
analysis of the marks sheets, by student grngh 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 designternal
Moderator by the appointed deadline. The Internal Moderator reviews

e the Examinerds Report
e overall student performance as indicated in the statistical breakdown of marks
e the examinatioscripts to confirm appropriateness of first marking

Following reflection on the assessment material, the Internal Moderator cosgpletenal
Internd Mo d er at &#&8HirswhiBhehp/she may recommend:

o ful | adoption of the Examinerds mar ks and
e adjustment of marks for individual scripts
e aglobaladjustment of marks

Any such adjustments should be discussed and agreed with the Examiner. Differences of
opinion should be redeed by the Head of Department.
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The Internal Moderatorreturns the examination material to the Examinations Office
retei i on in archive in accordance with the Col

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 Examinersesenly a selection of script$)is should include sam@drom

the top, middle and bottom of the range and have enough evidence to determine that
internal marking moderationand classifications are of an appropriate standard and are
consistent. Externdtxaminersshould normally also have available to them all the scripts

of borderline candidates and should see all scripts assessed internally-castrgir as

failing and those of candidates for wh@ersonal mitigatingircumstances exist

In the instince where theres continuous assessment material for consideration by the
External Examiners, theseealso provided to the Examinations Office with the Scripts
i nclusion in the [External Examinerds pack

The Examination Officgpersonnelforward theinternally moderated sample of scripts to
the External Examiner, together with the following documents:

The Examinerds Report

The I nternal Moder atords Report
Student Results Sheets for both examination and continuous assessment*
Student Overall Resultsh8ets (CA and Examination combined)

Student Attendance Sheet for the relevant examination

Examination Paper and Marking Scheme

External Examiner Module Repdform for completionK7.9)

(*The External Examiner is also provided with access to coursewopkssgr

When the External Examindnas returnedhe completedExternal ExaminerModule

Report Form, the ExaminatioBffice provides a copy to the Head of Department who
discusss the report with the Examineny recommendations made by the External
Examirer arenormally 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 Examineand a resolution iseached through consensus

The Examiner is responsélfor the correctness of marks entered to the computerised
student records systenihe marks are input as soon as the first marking has been
completed. Once marks have been entered on the system, the Examiner subm#sué print
from PrestigfCampusVugalong with the handwritten marks, to the Examinations Office.
The InternbModerator reviews thenarks as inputagainst the marks sheets to ensure that
they are entered correctly on to the system. If there is any disagreement with entered marks,
the Examier and Internal Moderataliscuss to resolve and clarify thrark.
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Marks may be adjusted, if necessaybject to the agreement of all parties concerned

7.8 EXAMINATION BOARDS

Examination Boards are responsible for the monitoring and moderatioe akfessment
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 Exéionraoards. 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 prognam

2. Academic staff members who are Internal Examiners and teach and examine on a
relevant module, the marks of which are before a Boardexadficiomembers of
the corresponding Board.

3. External Examiners, as approved by the Academic Board, are merobers
Examination Boards.

4. An Examination Board makes recommendations to the Academic Board for the
ratification of the results for eadével of a higher certificate, degree (ordinary and
honours), higher/postgraduate diploma and masters degree progranuiussing
the final award.

7.8.1 CoMPOSITION OF EXAMINATION BOARDS

An Examination Board shall be established by tBeamindions Office for each
programme for which DBS has responsibility for the examination ofiestis. The
composition of the ExaminatidBoard 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 individugkamindion Boards vaes depending on the
nature of theacademic programmelhe generi@x officiocomposition for an Examination
Board fa taught academic programmes is

Registrar/nominee

Head of School/nominee

Head of Department/nominee

External examiners reVant to the Department/programmes, as approved by
AcademicBoard

Internal examiners contributing marks to the Board

e Placement Cordinators

e Secretary to the Board
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The number and remit of Examination Boardevsrseerby Academic Board.
The Chairand Scretaryof each Board is appointed by tRegistrar

The quorum for a Board normally consist the Chair, the Head of School/Department (if
different), the Secretaryat least one External Examiner andufficient number ofriternal
Examinergo comp¢ently deliberate on the assessment, (i.e. 50% of Internal Examiners as
agreed by the Chairyall of whom must sign the presented Resthees$, which is
generated by thExaminations Office

No student may be a member dB@ardor attend any othééxamners'meeting, other than
as a candidate for assessmg@ntthe case of aiva), exceptwherea member of academic
staff or approvedExternal Examineis registered as a student on another cowrgen the
College. In that instance he/siseot be disquidied 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 preserxananation

Board such that the interests of all students are prgpaddressed. At meetings to
determine student progression on the course only, (e.g. following referred examinations) at
least oneExternal Examineis normally present. At meetings to determine or recommend
academiawards, alExternal Examinerappointedo have that responsibiligrenormally
present.)

Examiners are required to attend

e any internal review meeting convened for the purpose of internal review of
examination activity to check paperwork

e the relevant Examination Board at which the resultsaididates are formally
decided

Examiners may beeguired to defend their markingnd are expected to be prepared
accordingly.

EachExamination Boardhall meet at times throughout the year when needed to fulfil its
duties under the scheme of assesdnuerfined in the definitive course documerd.g.
Spring, Summer, AutumnOne of the meetings should be hadconjunction with the
annual visit of théxternal Examings).

7.8.2. KNOWLEDGE OF COURSE REGULATIONS

In order to contribute to the ExaminatiBoard's decisions, all members of the Board must
have a thorough understanding of the assessment regulations.

1. The Examination Officewill circulate copies of the current course assessment
regulations to all members of the BoaMembersof the Board sbuld be made
awareof any changes to the regulatigns advance of the Board, a current set of
regulations should be maintained on the shared (S:/).drive
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Academic staff members of the Board should be encouraged to raise any questions
concerning coursesaessment regulations at course board meetings.

Where necessaryhe Chair of the Examination Boasthould give a shonerbal
overviewof the key regulations at the start of each Board meeting.

7.8.3 PREPARATION FOR THE BOARD

Examination Boards can cduct 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 HETAC Broad Sheets,
Examination Board Transcripts from Prestifgg LIMU programmespor Excel
Spreadsheetsr those students who have been registered on Quercus.

In exceptional circumstances, it may be deemed necessargki® global changes

to marks Althoughnot part of the guidelines or regulations, this may didydone

in consultation with the Registraand with the specific approval oExternal
Examiners (when they are involved at that level of the course) and of the
Examination Board. In such circumstancessihecessary to present both the raw
andormaliseldmarks to the Examination Board.

Claims of failure due tpersonal mitigatingircumstance¢$PMCs)should normally
only be considered if the procedures for dealing WthCshave been applied

An Internal ReviewMeeting should be held in advance of tBRgaminationBoard.

This meeting is held to test the veracity of data to be presented Exangnation
Board to identify possible problems or gaps in the available information, and to
identify required supplementary informaiton e.g. PMC supporting deatation,

to facilitate the efficient running of th@annedExamination Board.

This meeting is scheduleahdcoordinatedby the School, and chaired by the Head
of School/Department/nomine€he premeeting involve all internal examiners. Its
aimis to:

e ensure that the marks to be presented to the Examination Board are complete
and correct

e formulate recommendations to the ExaminatB®oard, identifying particular
areas where the advice of externals is needed

e identify any furthe information needed by ¢h ExaminationBoard e.g.
evidence ofPMCs or reports of Academic Impropriety, including invigilators
reports.

e collate reports o$upervised work experiencelfere appropriate).

The Internal Review Meting cannot compel an assessor to review their assessm
findings or replace the recommendation of an indivicasdessor with that of its
own.
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7.8.4

10.

11.

Minutes are recorded at the meeing but are not presented to the Examination Board.
The rsults of the meetingensurescomplee and accuratanformation for
presenttion to the Examination Board.

CoNDuUCT OF EXAMINATION BOARDS

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.

The proceedings and delibecsts of the Examination Boards are strictly
confidential.

The External Examiners are appointecdatordance with section9r.

The Examinations Officerfollowing consultation with the Registrar atidison
with the School Executive Board adviss the Boad members and appropriate
accreditation agencies the preferred datdsr Examination Board meetings.

The ExaminationOffice staff makeall of thearrangements fahe accommodation
of the Boardwith Facilities

The ExaminatiorBoard should agree the mias for each module for each student,
including the breakdown of examinatiand continuous assessment, and rdue
regardto award classifications considering the overall result for a student.

In discharging this responsibility the Examination Board/ meercise discretion in
marginal cases by minor modification of marks.

Individual student marks should not normally be changed without consulting the
Examinefs) who awarded the original mark. It follows that the Bodo@snot
normally change a mark vibut the relevantnternal Examinerbeing present.
However, if a relevaninternal Examiner'sther obligations prevent him/her from
attending the Board, he/she may be consulted in advance about the potential for
moderating the mark. Piaeetings are a ufsg vehicle for such consultation.

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 bpdaarnal 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.

To confirm the result/award being made by Ex@mination Board, the Chair res;ad

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
recordeddecision.

A hard copy of the agreed mark stsie signed by theChair of the Examination
Board, theHead ofSchoolDepartment, thénternal Examings) and, when present,
by theExternal Examinégg).

Where, in special circumstances, an Examination Board recommends a change in
marks outside its norrhaliscretion tle original marks should stand pending a
decision of Academi®oard The same should apply where diyaminerpresent
dissents from a recommendation.
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12. Where the Examination Board is unable to reach a consensus regarding an
individuals, mark, pgression 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 Dthe Examination Board Bkting should be concise. Discussion
relating to the i1individual students shou
PMCs should be recordddr future reference, and then in a summary form. There
should be no rexding of any dscussion relating to individuals clearly passing,
failing or being referred. The results list should be regarded as the primary record of
the meeting. Ay general comments made by the Externehriiner(s) about the
examinatios should be worded, but the Eernal 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 theerminologyconventions set outy therelevantawading
body:.

15. An attendance sheets provided by the Examinations Officeto record
attendances/apologies at an Examination Boaggtihg.

7.8.5 ACTION FOLLOWING THE EXAMINATION BOARD

1. In addition to maintaining formal records, consisting of minutes of Exatnon
Boards andhe results lists, th&axaminations Officearrangs for the final agreed
marks to be entered onto the studdatabaseThese final marks or gradese
available to the individual studeras a transcript andn request under the Data
Praection Acs. The marks in individual papers or secti@menot 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
establishrent).

2. The Examinations Officeproduce a results list (pass, fail, refer, etc). This result list
is signed by the Chair of th&xamination Board and at least onExternal
Examiner This results list isposted on a specified date, whih decided and
notified by the Registré s  Qfbditiiscsell subject to the ratification by the
Academic Board.

3. The Examinations Officefiles the original results list, signed by the Chair, as the
official recordin the Examinations Officarchive in accordance with ti@ollegels
Record Management Policy

4. The result listsare published by the Examinations Officefhe posting of the
results listis seen as notification to the student of his/her result.

5. Transcripts of i ndresentlypostlothessanen ®llowirgd r e s u |
day aghe results lisis postedn 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 parofent to be reissued in the new name.

7. As soon as possible after the meeting of the Examination Boar8x#minations
Office produce minutes of the meeting thafollowing review and agreement by
the (hair of the Examination Boardare circulated to allmembers of the
Examination Board and the Registrar and the masftiéed as the dicial recordin
the Examinations OfficeThese minutes are presented to the next meeting of the
ExaminationBoardfor review and approval

8. After each examination sessiansummary report is preparadd 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 t&chool Executive Boardrhe reporincludes 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 Examinatiors Barattirough the
External Examiner comments)

9. On completion of theexamination session, adxamination materiak returned to
theExami nations Office for retention in ar
Record Management Policy.

7.8.6 EXAMINATION BOARD PrROCESSFOR 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 examation paper

a copy of the approved marking scheme

a copy of the exam attendance register

a ORet urinators ClieckainB7t6)ad ensure the Examiner has completed

all required tasks

e forms for the Examinero6s Report and Inter

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 Examinerds Report
Overall student performance as indicated in the statistical breakdanarks
A sample of scripts to confirm appropriateness of first marking

[ ]
4. Following reflection on the assessment material, the Internal Moderator cosrgplete
formal Internd Mo d e r at &7#8pirswhiBhehp/she may fecommend:
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e Full adoption of the Examner 6 s mar ks and report
e Adjustment of marks for individual scripts
e 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 Departridet.Internal
Modemtor 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 quigtly and standard of each course 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) Acf,999. Proposals for HETAC External
Examiners are nominated by thkeadof Departmentand such nominations are endorsed

by the relevant Head of School based on the criteria as indicatsttion7.9.2 below.

The candidate is then formally invited to bewm 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 @it 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 Examides Curriculum Vi
reviewed/approved bychool Executive Boarégnd ACPAD before it is forwarded to
HETAC by the RegistrarThe candidate is then provided with a copy of HETAC marks

and standards document and each of the relevant modidtemae.

Forprogrammes accredited by LiLdM&yopjoidly by ohn M
LIJMU and HETACthe process is similar to that described above for HETAC, with the

notable difference that the appointment of each External Exaisisabject to approval by

the University. Candidate External Examiners are nominatedthi®y relevant Heaaf
Departmentand 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 subrtiiig External Examiner nominations to the
University for approval and appointme#At. copy of the candidatebs
form is forwarded to LIMUor considerationOnce the appointment is ratified by LIMU

the university will confirm the appointemt with HETAG the candidate is notified
accordingly and is provided with a copy of #eaminationregulations and a copy of each
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of the relevant moduleroformee. Issue and completion of the formal contract of
appointment is handled by LIMU.

External Ekaminer appointments for programmes validated by the University of \@edes

subject to approval bthat University. A copy of t he camattbn dat ed s
form is forwarded to th&niversity of Wales for approval. Once thppointment is ratified

by the University the candidate is notified accordingly and is provided with a copy of the
appropriateregulations and a copy of each of the relevant modwdéormae Issue and

completion of the formal contract appointment is handled by Thmiversityof Wales.

Conditions imposed by professional bodssch as e Honorable Society dKingé 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 forsicteration during the
appointmenbf proposed external examiners.

Each external examiner's academic/professional qualifications should be appropriate in
level and subject for examinirthe programme(s)Both the level and the subject of the
examiner's qalifications should generallpe in a cognate discipline tehat is to be
examined in the programme.

EachExternal Examinels standing, expertise and experience should be such as to enable
fulfilment of his/her responsibility in the maintenance of thedeosic 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 pract®tanding, experse and breadth of experience
may be indicated by:

e the present (or last, if retired) post and place of work;

e the range and scope of experience across higher education/professions;

e 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 experien&here possible @alance between academic and
professional practitioneishould be employed

Where possiblegach External Examinershould have had significant recent examining
experience as arinternal Examineror 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 tbegl,nominationcan be
supported by either

e othe external examining experience
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e extensie internal exanming experience
e other relevant and recent experience likely to support the external examiner role.

However, consideratiois given in those exceptional situations where the pool of potential
external examiners is especially limited. This is most likehgere provision of the subject

is particularly limited within the sectoEvery effort is made to mentor proposed External
Examinerswithout prior experence. Where possibl¢heywould join an experienced team

of External Examines or, where there is onlpne Examinerthey should initiallywork
alongside anxperienced currenthappointed Eternal, on a related programme.

External Examinersshould be drawn from a wide variety of institutional/professional
contexts and traditions in order that the progranraeefits from wideaanging 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 igvs® as an external examinerExternal
examiner nominations/appointments should be such as to ensure magbjaativity in
relation to the Gllege.

For any one programme, Externatdiiners should not be appointed consecutively from
the same institutio - 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 oeatended by their external examining duti@s.a

norm, anExternal Examineshould not hold more than twamncurrentexternal examining
appointments for taught programmes. This policy ocaty be waivedin exceptional
circumstances, with the approval of Academic Bpardl with cognisance of the amlang

bodydés policies in this regard.

Former members of @lege staff should not be invited to become External Examiners
before a lapse of at least three years.

Thoseregistered for an award of theollege or the awarding body are ineligible for
appointnent as Exterdd&xaminers in any part of theollege.

It is the responsibility of th&xternal Examineto declare an interest if placed in a position
of making a judgement about any student with whom there has been direct contact e.g.

e as a sponsor, rative or friend

e as a close pfessional colleague

e having been involved with the supervision of the student on placement or
professional training

The College taks due cognisance of the desirability of gender balance when nominating
teams ofExternal Exarmers
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The Registrar and/or appropriate Head of Sclawelresponsible for resolving conflicts of
interest in the appointment of &xternal Examiner

7.9.3 COMMUNICATION WITH EXTERNAL EXAMINERS

Communication with External Examiners takes place in a eurabcontexts 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 schemis etamination
paper preparation stage (the material is Bagpto 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 byERaminations Officg

3. Attendance and participation in Examinati@oards (the invitation to attend is
conveyed to the External Examiner from Eseaminations Office

4. Input to programme design, development and review (on request by the Programme
Leader/Head of Department)

5. Endof year report (through the generation aatbmission of the report by the External
Examine)

6. Membership of the Joint Board of Studies for programmes validated by the University
of Wales, jointly or otherwise, (Invitation extended by the Examinations Qffice)

Briefing sessions for External Examars are held annually. These sessiooger 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 externaloderators of module assessments, External Examiners
are seen a most valuable resource in the context of academic developmeQiabiete It

is DBS policy and practice to invite External Examiners to provide input to the design and
development of newrogrammes as well as the periodic review of existing programmes.

7.9.4 EXTERNAL EXAMINER 65 REPORT

The end of year report by each External Examinenigmportantdocument in the broad
context of academic quality management. Each External Examindsed eiscomment 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

Acopyofthe st andard Ext er narm (FEXiaavailable onotese SRep or t
drive.

The External Examiner reports are reviewed by thlevant Headof Departmentin
conjunction with the relevant Examiners. Any issues raised by xtexrtal Examiner are
carefully considered and, where appropriate, aetloAny crossdepartmental issues are
progressed through the Head of School arslimmary of issues raised and good practice
commended is presented at the appropriate Board of Stalteshere appropriate, the
School Executive Board

A for mal response to each External Examine
Department and approved by the Head of Scheithin two weeks of receipt of the final

report The response is sent to tBxaminationOffice 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 tesues highlighted and appropriate actions are detailed in
the relevantBoard of Studies anédnnual Reports/Annual College and Course Review
(ACCRs) documents. This information also feeds into the programme developnient
reviewprocess.

7.10 PROGRESSION ANDCLASSIFICATION OF AWARD S
Transition Arangements:

Thespecific rdes for progression and awatthsscalculationsapply to new students
starting their programmes 8009, pendingapproval Continuing students will caimue
under the regulations appropriateteir programmes. These are on the S:Dfive
Regi stfitear 6s Of

7.10.1 UNDERGRADUATE PROGRAMMES

Progression
A pass in a module is a positive statement of achieveraadta demonstration thtie
minimum intended learningutcomes have been met.

To progresgrom levell to level2, or level 2 to leveB, thecandidate is required to a pass
all mandatorymodules andthe prescribed numbeosf dective modules asutlined in the
Validated Programmé&chedule. The minimum mark required to a passadule is40%,
[35% in the cases of students undertaking theirrprogie in ACCS (Accumulation of
Credits and Certifications of Subjects) Mode.The mark for a module is the totair
average qf marks awarded for thendividual assessmentomponerdg, no individual
component needs to be passed, uniess a requiremenof a Professional Body and is
prescribed in the ValidatddrogrammeSchedule.

Pages8 Sept2009



Dublin BushessSchool Academic Quality Assurance Handbook

A student who fails to achieve a pass mark in one module mawheded a pass by
compensatiojprovidedthat

(i)  they fall within the 3839% bandand
(i) they haveattained mark# excess of 40% in at least one other subject equivalent to
double the deficiency in the subjevhich is being compensated.

When pass by compensation has bawardedthe numeric result obtained will remain on
the transcript for award calculations, bthe transcript will indicate afpass by
compensatiod

Pass by compensation cha applied to a maximum ohemodule per leveand then only

if all other modules at that leviehve been passed at the first attemfvhere a student has
taken fivemoduks at a leveas part of a normal scheduled programme then 2 modules are
eligible to be considered for compensat{op to 20% of programme)Where all of the
modules in a levehre not taken at one sitting, the candidate should be counselled to resit
thefailed module. A student is exempt from further examination in each module in which
a pass has been awarded.

Deferral of examinationscan only be considered if ate or medical documentation is
forwarded direct | vy,bdore the toenenBeengnbf she examinateon Of f i C ¢
in question, and accepted by tAMIC Committee. For the policy orPersonal Migating

Circumstancé s ( PoNt¢ 9ee @apters.

Classification of Awards
The award class of the degree is calculated on the -evedjhted mea value of the grades
thatcontribute to the awardBS 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% waghting
Level 2 (or 3)modules - 30% weighting

*The weightednean of leveP (/3) modules should be taken from the best modules worth
75-80% (3 of 4 modules or 4 of 5 modulesmprising the level

Where a student is being classified on the basihe@fmodules taken in the Award Year
only, as in the cases of direct entramsthe final year, then the award classificatisn
based on 100% of the final year credits.

For award purposes, a candidate must satistyfalie examination and other requirents
set for the courss 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 fo consideration for the awand Higher Diploma at Honourslassification,

a candidate mugtass all modules at 40% and satisfy tileer requirements set for the
course. An Award with Honours may only be considered if the candidate has passed the
final examination at:

e the first attempt,
e without exemption,
e and in one sitting.

In the case of ACCS candidateach subject must be passedhe first attempt.

Table of Degree Classification Thresholds

Honours Bachelors Degrees (Level 8) an
Higher Didomas (Level 8)

First Clas$Honours >70%

Second Clasbklonours 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 shoulbe interpreted by th&xamination Boardn general, rather than in
absoluteterms. The Board may malan award at a grade above the threshold specified in

the table in cases where the Board feelsthadatheu dent 6 s ci rcumstances

Candidates may be considered by the Board for an award higher than that indicated by their
mark, where:

o Thefinal award gradés very closenormally within 1% 0f the hidher classification
boundary
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¢ Where the werall performance at Level 3 is significantly better than that at Level 2
(exit velocity),
e Where such evidence as is deemed by the Examination Board to be appropriate

Should it be established that a stundent 6s f e
assessment process was due to illness or personal mitigating circumstances (which were
brought to the att en andacoeptedfbyti@CoRraittegtiset r ar 6 s
Examination Boardnay exercise discretion in a manner appropriatedarttiividual case.

Recovering Failed Modules

Where a stdent fails a module they will normalbe allowed three opportunitiés recover

the failed module. The nature of the reassessment, either examination or continuous
assessment, dooth, should be aged at the ¥aminationBoard 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 Diplomaand Masters Degree (Taught)
The taught Masters Programmes normally consist of a taught compoeatdissertation.

The pass mark for each module is 40%@andidates must pass all tatignodules before
they can proceed to dissertation

To be considered for an Honours award the candidate must, in the case-tihdull
candidatespass the examinatiora the first attempt, and in one sitting, or (b) in the case

of parttime candidateshy 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
examinatiorsubjects.

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 Classificaton - Alternate Postgraduate LJMU/HETAC JoinAwards

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 acbve 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 Masters fronthe University of Walesstudents must pass both Pgi120
creditsfrom taught modulesand Part 1i(60 credits from alissertationpf the scheme and
thereby accumulate 180 credits over 12 months.

The pass mark for each module is 40@andidates must pass all taught modules before
they can proceed to dissertatidrhe dissertation embodies the methods aesllts of a
research project. Its length shoulot exceed 20,000 words.

To be awardeh Mast er 6s Degree with Distinction,
mark of not less than 70%, having achieved not less @b&h in Part | and not less than
70% in Part Il

Notwithstanding the above, a candidate who has failed either Part of the scheme through

unfair practice is not, if permitted to attet and is successful in retrieving such failure,
eligible for the award foa Distinction.

Award Classifications Alternate Postgraduate University of Waleswards

Under the scheme of study, candidates who complete Part | and accumulate 120 credits, but
do not complete Part Il, can exit with a Postgraduate Diploma.

A Postgaduate 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 uéiSs theadministative operation of checking the

recording and the addition of marks for the assessnidm.verification ensures thtite

assessment published by the €gé is free of arithmetical or other errors of fact.

A request for vafication mu s t be received by the Registra
working days after the date of the publication of results on College notice boards or
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website Requests for veication will be considered only if submitted in writing by the

per son concerned t o t he Rtbeyfees asr rotifiédger Of f i C ¢
subject/module. If the assessment result is ameifldgdyreater thar%, or less if it

impacts on a borderle decisionlas a result of theecheck, the fee will be reimbursed in

full. Stwents should note that verificatiaonay result in confirmation, upgrading or
downgrading of the initial result.

7.11.2REVIEW

A review is adetailed reconsideration by thinternal Examiner, where feasible, of all or
part of the assessment material, together wHtoresideration by the Examination Board
of a full set of results.

A request for a review must be received by
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
Registrarods Office.

Before a review procedure can be initiated, a detailed submissisnbe received by

recorded post together with supporting docun
module. The submission must identify the element or elements of the assessment for which

the review is being sought. It must also specify ttoeigds 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:

o ifthereisev dence of substantive irregularity in
manner in which those procedures were executed

e if there is evidence of substantive irregularity in the Assignment brief or Examination
Paper

e if there are circumstances that th&amination 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 Ragistt s Of f i c e,
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 performanae
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 Regigtar 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 na@dequate grounds foeview
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 reexamine the studeist script, taking into account theircumstances
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¢dosiler the
student déds results. Suc h aelevamtgdacansentatianhna | |
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 concleion 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/shaveill h
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 Heeification orreview processs and
believes that the procedures have been conducted improperly then she/he has a right to

draw ths to the attention oDBS,Li ver pool John Moorcethe Uni ve

University of Wales as appropriateithin 15 working days of thannouncement 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 improgf@tywing a decision

from DBS or the University (LJMU or Walesbhe studentnust 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 Regishrar ffic® the LIMU website:
www.ljmu.ac.uk/Student Services, or the University of Waklsalidation Handbook of
Quality Assurance.

Students must ensure that the completed appeal (fehich should include full details of

the appeal) is submitted by the published deadline. If any relevant supporting
documentation is not available at this tinthis 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

81 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 antieghabsences. 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 poor attendance. Attendance records are kept for
all classes.

When absence from assessment or examinations is caused by illness or other special
circumstancest he Regi strarés Office should be inf
evidence (e.g. a medicakrtificate) 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 etUhastudents. These
regulations have beeretsby 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 mininfi@0% of lectures, anstudent
attendance rate is recorded and monitored weekly. If any student has a poor attendance rate,
DBS isrequired to inform the Department of Justice and the GNIB. Appropriate action will

be taken by these organisatiomsich coud result in thecancellationot h e s tstudyent 6 s
visa.

e Attendance figuresre available for everynternationalstudent on a monthly basis.
These figuresare posted on notice boards ihe Aungier Streetand Balfe Street
buildings for a threeday perod each month(If there are changes to this policy
studentsare notified in advance.)

e If an international studenequires an attendance letter for visa renewthley are
advised tacontact International Student Servic@his letter will only be issued here
a student has maintained atendancef over 80%.

e If an international student i for more than two dayshey are required teubmit a
medical certificate from a qualified registered medical practitioner. This will be taken
into account when calilating your attendance rate.

e If an international student igbsent from classes for any other reasbey must
contacttheir Lecturer.

¢ Queries in relation tattendance ratehould be addressed to the relevant Scbffale.
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To obtain avisa renewalthe student is required fmrovidea number of documents from
Dublin Business School to the GNIBicludinga letter to verify attendance over the period
of thepreviousstudy visa. It h e s tattleddancesi posr, the GNIB may not renew the
study visa.The GNIB and the Department of Justice advaseninimum 80% class
attendancefor the duration ofa course however DBS considers preferableto havean
attendance level &5+%

Under thestudy visaregulationsa student ipermitted to work for up to@hours per week.

Working more tha 20 hoursp er week can affect aagoddudent 0 s
attendance rate aribdeir academic performance may suffand is in contravention of the

study visa regulationsStudents argermitted to work up to @ hours per week during
academicsacation periods only.

8.2 PERSONAL MITIGATING CIRCUMSTANCES

When,owingto personal mitigating circumstances, a student is unable to complete an
assignment or an examination, or where a student considers that theimpede in an
assignment or examination may have been adveasielgted by such circumstances, a
completedPersonaMitigating Circumstancesorm (F8.1) should be submitted to the
Examinations Office.

Personal circumstances applicatianast besubmittedto the Examinations Officevithin
seven days of the due date for assignment submission or the examination date.

Personal circumstancere&nvisagedsserious adverse factors, which may have affected

the student és perf or mans suchiasilnesoouberseavement. kK or e
Supporting evidence (e.g. medical certificate or bereavement notice) must be datiached

the form submittedf reasons for mitigation are confidential they should be discussed with
theProgramme Leader

A student mayequest deferral of assignments or examinations or both. Deferral of selected
exams in a sitting will nivbe allowed.

The Examination Board may take such action as it sees fit to take into account the evidence
provided by the student. While there maydbeacceptance 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 masuakpt

in very exceptional circumstances infaation of this nature shall not be considered if
presented after the meeting of the Examination Board.

83  STUDENT GRIEVANCES AND COMPLAINTS

Dublin Business School is committed to providing a learning environment that is
conducive to successful stuégynd t he achievement of each st
facilitate this, a range of academic and support services are prpwdddthese are

described earlier in this document. It is, however, recognised that, from time to time,
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students may wish to raismncerns 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 Qlitg 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 resolveqsckly 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 toesolve the problems or concerns they hdtveshould be noted,
however, thathe procedure now describeldes notcover academic/examination appeals

for which a separate procedure is set out in the assessment regulations.

While no studenis disadvantagd 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 accordanc€olieigeregulations

and displaying reasonablonsideration for others. Tl@ollegeexpects 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 contplainresponsible for the provision or
service complained abougre invited to comment on the complaint at the earliest
opportunity.

Students making the complaiateallowed reasonable time to seek advice for any meeting
which forms part of the processhether 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 throutjie use oinformal discussion and agreement,
shouldthabe t he compl ainantoés wi sh.

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. Stislane also informed that the student service
office arealsoavailableto 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 shoblkel and are dealt wih 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 thesubject 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/Departmentsupervisoior 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 orveshbk issue, in which case, the
student is informed in advance of the disclosure.

The contacted individual considethe complaint and, where deemed appropriate,
endeavols to address the matter on an informal basis to the satisfaction of the stndent.
certain instances or circumstances, liaissith local managersProgramme Leadsy
LIJMU relationship managers or University of Wales External Moderators may be
necessary to achieve a satisfactory outcome.

8.32 STAGE 2: FORMAL COMPLAINT

Where a studentonsiders 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 Registraros Offi (F82)isA copy
providkedby t he Registrardés Office.

All formal complaints should normally be made within seven days of the alleged incident,
matter or concern. Anonymous complairdse not accepted. Students may discuss
complaint issues confidentially with the Student Servid#ger 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 tragis 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 nominees astadviser. Notes of the meetiage

made and a copy madea@able 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 Registramgutlin
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 Paneis normally convened within fourteen days of the request being made. The
Heaing Panel consisiof:

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 Baccess to all prior correspondence relating to the complaint, and the
results of anynformal 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 consideall 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 heae¢pken and made available to

the complainant. Notes, not verbatim minytas recorded.

8.34 SrtAGE 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 see@ifficer 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 appealatate only to the
processes and procedures followed at the previous stages. Disagreement with the
judgement of the Hearing Pardgesnot constitute valid grounds for an appeal to the CEO.
Thus, the appealoesnot normally involve reconsideration of tleiginal complaint and

new evidences not normally be accepted at this stage.

The paperareforwarded by the Registrar to tiEOwho decidsif an appeal hearing is
appropriate. If theCEO (or nominee) deems it appropriate, an appeal he&iognvered

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 reratizgen and
made available to the student.

The CEO (or nominee) astas the final arbitem the matter and theesultingdecisionis
final.

8.3.5 StAGE 5: APPEAL TO LIMU

The following additional stage is available only to students registered on LIMU (or

joint award HETAC/LIJMU) programmes. Where a student has exhausted the above
01 nt e mplardtséprocedure 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 shodl be clearly stated and evidenced in writing and sent to the Student
Relations Officer at LIMU, where i$ progressed through the relevant LJMU procedure
This appeal procestoesnot involve consideration of any new evidence including withess
statementsThe studenis advised of the outcome in due course.
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8.3.6 STUDENT COMPLAINTS PROCEDURE: VALIDATION BOARD - UNIVERSITY OF
WALES

An additionalcomplaints procedure hasso beerdesigned for use by students registered

on programmesvalidatedby the Univesity 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 weshto see any complaint resolved as close as

possible to its point of origifwithin DBS) and with a minimum of formality. Thefore,

the following procedure apmswhere tle issuehas been investigated and found to be not

possible Therefore, his procedure applies to:

e Compl aints arising from a st odsputes @latingpeducat |
to assessnm and examinations (see below)

e Complaints in respect of academic and/or administrative support or other services
provided by a validated instiion or the University of Wales

e Complaints regarding alleged harassment by sthithe validated institutio or of the
University of Wales

e Complaints arising from alleged discrimination by staff of the validated institution or of
the University of Wales in relation to gender, race, disabiigxual orientation or
otherwise

e This lig is not exhaustivé complaints falling outside those listed ab@reconsidered
and investigated at the discretior tGhair of the Validation Board

e The investigation of formal complaints relating to matters which have occurred more
than twelve monthsrpviouslyareinvestigated at the discretion the University.

This procedure does not apply to:

e Candidates wishing to appeal against an academic detisieparate procedures exist
for such appeals. Candidates should also note that appeals against dami@ca
judgment of examinerarenot accepted

¢ Disciplinary matters theseare dealt with in accordance with separate procedures in
place within the validated institution, though complaiat® accepted against the
disciplinary pocedure process and/or oornoee

¢ Fitness to Practice issuethesearedealt with in accordance with separate procedures in
place within the validated institution.

Details of how tosubmit a complainto the University of Walesand the associated

processes and documentatiare awailable in therelevant student handbook (on the
student intranetiink).

84 CODE OF DISCIPLINE

Discipline in general reflects practices pertaining to the world of work in terms of
punctuality, attitude, achievements, completion of tasks, etc. THeo$tBfBS spare no

effort in pursuit of excellence. A reciprocal work input is demanded from all students in
their own interests. Each is required to con
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8.41 CobDE OF DISCIPLINE

This section containthegeneral @ de of Di sci pline and many of

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 inet relevant locations. It is of particular importancsttalents

that theyread and understand the Assessment Regulations pertairtimgirtprogramme

The aim of these regulations is to ensure that an appropriate academic environment is
maintained in th College. TheCoderequires reasonable behaviour and consideration for
others ands intended to assist students in spending a fulfilling and rewarding time at the
College.

Discipline Committee

The Discipline Committee oversees and rules on serioushagad 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 Comnmnstie# 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 righdtudents. 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 accordancth e 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 withessePersons 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 regmetion 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 wphamyhe
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 breachtlod 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 Regulaiiaigs issue is dealvith 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 harassmebullying or abuse of any studenr member of staff of

the College. Particular attenti@mpaid to racist or sexist abuse.

Malicious destruction, damage or misuse of College property, including Library
materials and computer equi pment, or of
replacement cost).

Unwarranted interference wightihgeqpiehtang e 6 s
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.

Penaltiesi 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 stapediod, 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), exdtus 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 member members of the public.

Deprivation of award of degree, diploma, certificate, prize or other academic award.
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