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PROCEDURES AND GUIDELINES FOR THE 

DESIGN, DEVELOPMENT, EVALUATION AND 

WITHDRAWAL OF TAUGHT PROGRAMMES 

AT/BY THE INSTITUTE 
 

 

 

1.0 INTRODUCTION 

Athlone Institute of Technology (AIT) aims to design and deliver programmes 

(in an efficient and flexible manner) that anticipate the needs of the economy, 

in line with regional, national and international requirements, the strategic plans 

of the institute, the national awards framework, and requirements of 

stakeholders. The institute strives to cultivate a culture of programme 

development that creates and supports new innovations which will keep AIT 

ahead of the competition. 

 

The academic quality applied at AIT requires that the institute satisfies itself 

that a learner may attain knowledge, skill or competence for the purpose of an 

award which is consistent with the National Qualifications Framework and 

fulfils the requirements of the National Qualifications Authority of Ireland 

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

procedure should ensure that programmes offered at the institute have academic 

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

and comparable to similar awards offered anywhere in the world. 

 

The taught programmes provided by the institute are predominantly validated 

by the institute under delegated authority from Quality and Qualifications 

Ireland (QQI) [in accordance with section 29 of the Qualifications (Education 

and Training) Act, 1999] and accredited by the professional bodies relevant to 

the particular programmes. 

 

Under the Regional Technical Colleges Act, 1992, the institute has an academic 

council appointed by the governing body ‘to assist in the planning, co- 

ordination, development and overseeing of the educational work of the college 

and to protect, maintain and develop the academic standards of the courses and 

the activities of the college’. The academic council has established a number of 

committees to assist it in exercising its general responsibilities and, in particular, 

quality assurance activities, including the internal validation of proposals for 

new programmes, changes to existing programmes and withdrawal of 

programmes, as required. 

 

Identification of Requirement for Programme Development 

The institute operates in a rapidly changing environment, and recognises the 

requirement to (effectively and efficiently) respond to the needs of a knowledge 

economy and the creation of a knowledge society. Institutional and 

programmatic reviews and associated self-study processes are the main method 

for identifying the requirement for programme development within the institute 

and provide outline plans within which proposals for new programmes, 

proposals for changes to existing programmes and proposals for discontinuing 

programmes are compiled. 
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However, changing regional, national and international circumstances may 

require additional programme development within the institute not foreseen at 

the time of the most recent institutional review. In addition, programme 

development may be required to address skill shortages i.e. to address the urgent 

demand for graduates in a particular area, or to provide staff training/re-training 

for industry. Requests for programme development may also come from 

industry or the state. (For more information regarding the justification and 

rationale for programme design, development, evaluation and withdrawal 

within the institute refer to the ‘Procedures and Guidelines for Collection of 

Feedback on Programme Quality’ document.) 

 

Classes of award-type: major, minor, supplemental, and special-purpose 

The institute defines the classes of proposed/developed awards as per the 

NQAI’s Policies and criteria for the establishment of the National Framework 

of Qualifications (Ref http://www.nqai.ie/en/Publications/File,1270,en.pdf). 

Traditionally most of the awards developed within the institute were Major 

Awards; however, as the institute continues to meet its regional remit within the 

context of flexible modes of programme provision, the development of minor, 

supplemental or special purpose awards is continuing to gather pace. In keeping 

with the Qualifications (Education and Training) Act 1999, the formal 

recognition of these awards will permit programmes to be used as part of 

individual life-long learning agendas to earn credit either directly through the 

Accumulation of Credit and Certification of Subjects (ACCS), or as exemptions 

through RPL (recognition of prior learning) or WBL (work-based learning) 

policies. 

The quality assurance policies of the institute, agreed with Quality and 

Qualifications Ireland, apply to all programmes which lead to awards. However, 

the necessity to have efficient planning, design and validation of major, minor, 

supplemental, and special-purpose award programmes requires a specific set of 

procedures which are also defined within this document. In developing minor, 

supplemental, and special-purpose awards, the institute meets the requirements 

of QQI’s adopted policy on these three award types. 

 

Please note that so-called ‘recreation/leisure/hobby’ programmes are excluded 

from this policy. These do not carry academic credit or any form of institutional, 

or other, certification [in accordance with Section 15(2)(a) of the Qualifications 

(Education and Training) Act 1999]. 

 

A programme development proposal may be initiated by any staff member or 

group of staff members (either departmental or inter-departmental), as well as 

Head of Department, Dean of Faculty, or at institute management level. 

http://www.nqai.ie/en/Publications/File%2C1270%2Cen.pdf
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2.1 PURPOSE 

The purpose of this procedure and guidelines document is to ensure that where 

the institute has responsibility for curriculum development and the assessment 

of learners on a particular programme, that; 

− a clear, rigorous and systematic mechanism exists within the institute to 

encourage and assure the design, development, evaluation and/or 

withdrawal of institute taught programmes, as appropriate 

− new programmes are developed and existing programmes are 

reviewed/modified in an orderly, timely and efficient manner, within the 

context of the institute’s strategic plans (programme proposals are 

considered both on their own merit and within the framework of overall 

institute strategy) 

− obsolete programmes are discontinued and withdrawn in a timely and 

efficient manner, within the context of the institute’s strategic plans 

− the essential market analysis for all programme design, development and/or 

withdrawal takes place and is documented 

− the personnel and physical resource implications of programme design, 

development and/or withdrawal are properly evaluated by appropriate 

personnel within the institute 

− the efficient submission of the associated documentation to accreditation 

and/or professional bodies, where/as required, is supported. 

 

 

3.1 PROGRAMME DEVELOPMENT 
 

3.2 DEFINITIONS OF TYPES OF DEVELOPMENT 

(i) New Programme Proposals: Major Award - where 

• the proposed programme is for an entirely new named award 

(ii) New  Programme  Proposals:  Minor,  Supplemental  or  Special  Purpose 

Awards - where 

• the development is an individual independent module, or series of modules, 

usually to be offered as a minor, supplemental or special purpose award 
(iii) Proposed Major Change(s) to Existing Programme - where 

• the development involves the inclusion of a new module, or series of 

modules, to an existing names award, in curriculum areas which are either 

pre-existing in (and possibly approved as part of) other programmes, or in a 

subject area which may be new to the institute. 

• the content of an existing programme is being substantially modified such 

that a student could not reasonably be assessed on the programme content 

without re-attendance. These changes, which normally require modification 

of the programme schedule, may include, for example, modified programme 

or module title, semesterisation of programme/module, module syllabus 

content, format of teaching and/or assessment and credit allocation. 
(iv) Proposed Minor Change(s) to Existing Programme - where 

• change to content is not substantial i.e. a student could reasonably be 

assessed on the programme content without re-attendance 

• a change is proposed to either 

- programme co-ordinator and/or 

- programme operational delivery-time schedule. 
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(v) Proposed Withdrawal of Programme – when: 

• the programme is no longer supports the strategic objectives and mission of 

the institute 

• the future requirement for the programme is deemed to be non-existent or 

minimal 

• the programme is being superseded by a new programme. 

 

3.3 PHASES OF DEVELOPMENT 

There  are  five  (5)  clear  phases  to  be  undertaken  within  the  programme 

development process 

• Pre-Proposal Development Phase: This phase marks the genesis of 

programme development and usually occurs within the relevant faculty. The 

primary step within this phase is the securing of preliminary approval for the 

development on submission of a Draft Proposal Document to the Executive 

Management Team (EMT). 

• Proposal Development Phase: This occurs within the appropriate faculty 

and may include discussion at course board meetings. The relevant 

programme submission documentation is developed by the programme 

development team (PDT). This phase includes review and completion of the 

programme by the Course Board. Liaison with professional bodies, and 

discussion with Industrial Advisory Boards (IABs), should also form part of 

this process. 

• Internal Review Phase: This occurs at institute level and is coordinated by 

the QA office. The internal review of the programme submission is 

conducted by the Academic Strategy and Quality (ASQ) Committee [which 

is referred to as internal programme evaluation committee within this 

document]. 

• External Review Phase: This phase happens externally, and is coordinated 

through the Quality Office. It includes the review by the Programme 

Evaluation Panel (PEP) and accreditation activities with the associated 

professional bodies, if/as relevant. 

• Post-Approval Phase: This phase requires multifunctional support and is 

coordinated by the faculty. The main focus of this phase is the close-out of 

issues and the communication of all relevant information to both internal 

functional areas and external agencies, including accreditation, liaison with 

professional bodies and funding agencies. 

 

3.4 ACRONYMS USED IN THIS PROCESS 
 

ACCS Accumulation of Credit and Certification of Subjects 

AIT Athlone Institute of Technology (www.ait.ie) 

ASQ 

Committee 

Academic Strategy and Quality Committee 

CAO Central Applications Office (www.cao.ie) 

DoES Department of Education and Science (www.education.ie) 

ECTS European Credit Transfer System 
(http://ec.europa.eu/education/programmes/socrates/ects/index_en.html) 

EMT Executive Management Team 

ViPAR 

HEA 

Vice President for Academic Affairs & Registrar 

Higher Education Authority (www.hea.ie) 

QQI Quality and Qualifications Ireland (QQI) www.qqi.ie 

HoD Head of Department 

http://www.ait.ie/
http://www.cao.ie/
http://www.education.ie/
http://ec.europa.eu/education/programmes/socrates/ects/index_en.html
http://www.hea.ie/
http://www.qqi.ie/
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DoF Dean of Faculty 

HR Human Resources 

IAB Industrial Advisory Board 

NQAI National Qualifications Authority of Ireland (www.nqai.ie) 

OPB Operational Programme and Budgets 

PEP Programme Evaluation Panel 

PDT Programme Development Team 

QA Quality Assurance 

RPL recognition of prior learning 

WBL work-based learning 

 

 

4.1 NEW PROGRAMME PROPOSAL: MAJOR AWARD 

All proposed new awards and proposed amendments to existing awards must 

undergo a series of multi-level examinations and evaluations, during their 

design and development process, to ensure that they effectively maintain and 

promote the standards of the institute’s programmes (reference Appendix A for 

an overview of this mechanisms, i.e. New Programme Development Process). 

The examination and evaluation process for a proposed new institute major 

award is supported by the preparation of a New Award Proposal Document 

(Appendix B) and, subsequently, a New Major Award Submission Document, 

which lists all rationale and justifications, proposed programme structure and 

syllabus, teaching and assessment details, resource implications, and relevant 

costs. 

 

4.2 NEW PROGRAMME DRAFT PROPOSAL DOCUMENT 

A Draft Proposal Document (Appendix B) is completed by the proposing 

department and submitted to the EMT for consideration. (This should be done 

in a timely fashion to facilitate inclusion at an EMT meeting) 

1. The EMT assesses the proposal to determine if it complements the institute’s 

academic strategic plan and also to determine the implications for 

current/proposed resources. 

2. Following initial discussion, the EMT may: 

(i) Reject the proposal after evaluation of the application. 

(ii) Approve the initial proposal and request that the Programme Development 

Team return to EMT at the next available meeting for Strategic Approval. 

The PDT will be required to bring to this second meeting of EMT a 

summary document which outlines a detailed market, business, and 

financial evaluation of the proposal.  All appropriate back-up will be 

required also in support of this. 

The programme development team are also requested at this stage (prior to the 

second meeting of EMT) to seek the assistance of the Learning and Teaching 

Unit who will help with the development of the proposal. 

3. The Programme Development Team will return to EMT at the next available 

meeting where all of the above additional information provided by them will 

then be reviewed.  There are two possible outcomes of this review. 
 

 

 

 

 

 
 

 

http://www.nqai.ie/
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(i) The proposal is approved, and the proposer progress and prepare a new 

programme submission document. 

(ii) The proposal is deferred or rejected. In this instance a draft proposal 

document may be resubmitted to EMT for consideration, by the proposer, 

after a period of six months (in its original or an amended state). 

 

4. The proposer is informed of the outcome by the secretary to the EMT. 

 

5. The QA Office is also informed of the outcome of EMT’s deliberations, to 

facilitate future scheduling of the proposed programme for consideration by 

the relevant institute committee. 

 

4.3 NEW PROGRAMME SUBMISSION DOCUMENT 

The new submission documentation is compiled and prepared using the 

institute’s proposed award submission template documents, which are 

consistent with QQI requirements, and are available from the QA Office. 

Guidance on the use of this template is available from the QA Office. 

 

4.4 REVIEW/EVALUATION PROCESS FOR PROPOSED NEW MAJOR 

AWARDS 

1. Copies of the completed draft New Major Award Submission Document - one 

per internal programme evaluation committee member plus one copy for the 

master file in the QA Office - are supplied to the QA Office for inclusion on the 

agenda of the next internal programme evaluation committee meeting (currently 

the ASQ Committee), in good time to enable scheduling of all necessary 

meetings to facilitate evaluation and approval (internally and externally), if/as 

appropriate, in advance of any proposed/preferred commencement date. 

2. The internal programme evaluation committee meets periodically throughout 

the academic year according to an agreed timetable, which is published annually 

in the academic council/sub-committee calendar, but may also meet outside 

these times, as required, to consider submitted proposals and to alleviate work- 

level on the committee. 

3. The submission document is included on the agenda for the internal programme 

evaluation committee (at the earliest possible opportunity) by the QA Office, 

and is circulated to members in accordance with the academic committees’ 

operational procedures. 

4. The internal programme evaluation committee assesses the draft submission 

document for completeness and accuracy, following consultation with relevant 

experts if required, with reference to: 

− the institute’s new programme documentation drafting procedures 

− relevance of the programme to the institute mission and strategic plan 

− how the programme complements/impacts the current portfolio 

− institute policies on programme structure and quality, student admission, 

progression routes, placement and exchange 

− academic content of the proposed programme 

− the learning and teaching strategies employed/considered 

− available and required human and physical resources 

The review of the programme is facilitated by the PDT’s attendance at the 

internal programme evaluation committee meeting. The invitation to attend is 

issued by the QA Office. 
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Based on its assessment, the internal programme evaluation committee may 

complete the internal validation process for the proposed programme. 

5. Any changes required by the internal programme evaluation committee are 

incorporated into the draft submission document by the PDT, as the document 

is finalised. Any changes recommended by the internal programme evaluation 

committee are considered by the PDT and may be incorporated into the draft 

submission document as it is finalised. Verification of the completeness and 

finalisation of the document post-internal programme evaluation committee is 

made within the QA Office. 

6. Copies of the completed submission document for evaluation/approval are sent 

to the Quality Office for transfer to the Programme Evaluation Panel (PEP) 

(reference Appendix C) 

7. The ViPAR, in consultation with the appropriate Dean of Faculty/Head of 

Department, appoints the evaluation panel, (reference Appendix C) the 

composition of which should include inter alia: 

(i) 1 x Head of Faculty (not a member of the PDT) 

(ii) 1 x Head of Department (not a member of the PDT) 

(iii) 1 x internal specialist – either in the programme area or in programme 

development requirements (not a member of the PDT) 

(iv) 1 x external specialist – reference Appendix C - NOTE 5 for the criteria 

to be applied when deciding on the external evaluator 

The ViPAR communicates with this group (within 2 weeks of notification from 

the internal programme evaluation committee/Dean of Faculty/Head of 

Department of the submission being available and ready for consideration). 

8. The PEP attends the institute for a one-day meeting to review the submission, 

meet institute management and the PDT, and review the resources available to 

support running the programme at the institute in accordance with institute, QQI 

and in some instances the relevant professional bodies’ procedures for 

programme validation (ref Appendix D for a sample agenda for the review day 

and Appendix E for a copy of the guidelines provided to facilitate the Panel’s 

activity). The PEP also reviews the proposed programme to review the validity 

of the proposed syllabi and to check for adequacy of the programme outcomes 

and individual syllabi learning outcomes against the national framework of 

qualifications. 

The PEP is then charged with preparing a programme evaluation report which 

should be sent from the PEP Chairperson to the ViPAR within 2 weeks of the 

PEP visit to the institute (reference Appendix F). This programme evaluation 

report is forwarded to the PDT by the Quality Office. 

9. The PDT examines the report and will, if/as necessary, formulate a response 

based on the recommendation/suggestions outlined and the specific conditions 

of programme approval. The result is a revised submission document which is 

sent to the Quality Office for closure of issues noted during the evaluation 

process. 

10. The Quality Office sends notification to the ViPAR’s Office that the programme 

has been approved and updated and this will be presented to Academic Council 

at the next available meeting for final ratification. 

11. The Head of Department communicates details of the new programme to: 

a. the Banner Office:  to set up the programme and subjects on the system. 

b. Admissions Office: to make arrangements for admitting students onto the 

programme in accordance with programme-defined admission criteria. The 

programme may also need to be included in the CAO Handbook. 
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− Finance: defining operational costs. Also the faculty/department 

management needs to liaise with the Vice-President for Financial and 

Corporate Affairs to incorporate the proposed programme in the institute’s 

Operational Programme and Budgets (OPB) submission for approval by the 

Governing Body and to secure resourcing for the programme from the Higher 

Education Authority (HEA), if appropriate/and if not previously included. 

− Facilities/Estates: to create timetable/allocate rooms 

− HR: staffing of programme 

− Marketing: for programme promotion i.e. details of the programme should 

be advertised or placed in programme promotional material, depending on 

entry level and timing of the approval of the programme, and included in the 

prospectus on next re-print 

− Webmaster: to update www.ait.ie 

 

4.5 NEW PROGRAMME MONITORING POST-APPROVAL 

1. Once the programme approval process has been completed and the DoES has 

given permission for the programme to run at the institute, it must be delivered, 

as approved, and assessed as per the approved programme schedule. 
2. A course board is established as per institute policies and procedures. 

3. The programme is finally fully validated by the following methods: 

− programme work/continuous assessment throughout the first year of each 

stage of the award 

− end-of-year examination paper prepared for each year of each stage of the 

award - internal preparation and scrutiny, sent to nominated external 

examiner for comment 

− examination sat by students of each stage of the award are corrected 

internally, and the appointed external examiner subsequently reviews marked 

scripts and programme work 

− reports from the external examiner(s) are reviewed for issue identification 

− results to the examination board are reviewed for trends. 

4. The programme may require modification following meetings to discuss the 

external examiners reports and any other issues as identified through application 

of the ‘Procedures and Guidelines for Collection of Feedback on Programme 

Quality’ document. These modifications are made in accordance with Sections 

5.0/6.0 of this document, as appropriate. 

 

5.1 NEW PROGRAMME PROPOSAL: MINOR, SPECIAL PURPOSE OR 

SUPPLEMENTAL AWARD 

All proposed new awards and proposed amendments to existing awards must 

undergo a series of multi-level examinations and evaluations, during their 

design and development process, to ensure that they effectively maintain and 

promote the standards of the institute’s programmes which fall within the remit 

of this policy and procedure for consideration for minor, special purpose or 

supplemental awards include: 

(i) Professional body programmes provided through the institute (Special 

Purpose Awards) 

(ii) New exit awards which carry significant learning and ACCS credit which 

were previously granted AIT/QQI Single-Subject Awards/Statements of 

Credit (Minor Awards) 

http://www.ait.ie/
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(iii) Courses which were previously granted a college Certificate of 

Attendance/Certificate of Participation (Special Purpose Awards) 

(iv) Vendor awards/courses e.g. APICS, CIPD, Cisco, ECDL, Microsoft, 

MOUS, Lotus, Sun, etc (Special Purpose Awards) 

(v) Community education courses (Minor Awards or Special Purpose 

Awards) 

(vi) Industry-specific courses - programmes that are specially designed for 

business, industry or the community (Minor or Special Purpose Awards) 

(vii) Any short course (210 hours or less) for which academic credit or 

exemption can be obtained (Minor Awards or Special Purpose Awards) 

As previously stated so-called ‘recreation’ or ‘leisure’ programmes are not 

covered within this policy. 

Please note that a minimum volume of 10 credits per named award must apply 

to awards developed within these categories, with minimum credits applying 

irrespective of the combination of sub-strands of knowledge, skill or 

competence, in accordance with QQI’s adopted policy on minor, special 

purpose and supplemental awards in April 2005. 

The examination and evaluation process for a proposed new institute minor, 

supplemental or special purpose award is supported by the preparation of a New 

Award Draft Proposal Document and, subsequently, a New Minor, 

Supplemental or Special Purpose Award Submission Document which lists all 

rationale and justifications, proposed programme structure and syllabus, 

teaching and assessment details, resource implications, and relevant costs, as 

appropriate. 

 

5.2 NEW MINOR, SPECIAL PURPOSE OR SUPPLEMENTAL AWARD 

DRAFT PROPOSAL DOCUMENT 

 

A Draft Proposal Document (Appendix B) is completed by the proposing 

department and submitted to the EMT for consideration. (This should be done 

in a timely fashion to facilitate inclusion at an EMT meeting). 

 

1. The EMT assesses the proposal to determine if it complements the institute’s 

academic strategic plan and also to determine the implications for 

current/proposed resources. 

2. Following initial discussion, the EMT may: 

(i) Reject the proposal after evaluation of the application. 

(ii) Approve the initial proposal and request that the Programme Development 

Team return to EMT at the next available meeting for Strategic Approval. 

The PDT will be required to bring to this second meeting of EMT a 

summary document which outlines a detailed market, business, and 

financial evaluation of the proposal. All appropriate back-up will be 

required also in support of this. 

The programme development team are also requested at this stage (prior to the 

second meeting of EMT) to seek the assistance of the Learning and Teaching 

Unit who will help with the development of the proposal. 
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3. The Programme Development Team will return to EMT at the next available 

meeting where all of the above additional information provided by them will 

then be reviewed.  There are two possible outcomes of this review. 

 

(iii) The proposal is approved, and the proposer progress and prepare a new 

programme submission document. 

 

(iv) The proposal is deferred or rejected. In this instance a draft proposal 

document may be resubmitted to EMT for consideration, by the proposer, 

after a period of six months (in its original or an amended state). 

 

4. The proposer is informed of the outcome by the secretary to the EMT. 

 

5. The QA Office is also informed of the outcome of EMT’s deliberations, to 

facilitate future scheduling of the proposed programme for consideration by the 

relevant institute committee 

 

5.3 NEW MINOR, SPECIAL PURPOSE OR SUPPLEMENTAL AWARD 

SUBMISSION DOCUMENT 

The new submission documentation is compiled and prepared using the 

institute’s proposed award submission template documents, which are 

consistent with QQI requirements, and are available from the QA Office. 

Guidance on the use of this template is available from the QA Office. 

 

5.4 REVIEW/EVALUATION PROCESS FOR PROPOSED NEW MINOR, 

SPECIAL PURPOSE OR SUPPLEMENTAL AWARD 

1. Copies of the completed draft New Minor, Special Purpose or Supplemental 

Award Submission Document - one per internal programme evaluation 

committee member plus one copy for the master file in the QA Office - are 

supplied to the QA Office for inclusion on the agenda of the next internal 

programme evaluation committee meeting, (currently the ASQ Committee) in 

good time to enable scheduling of all necessary meetings to facilitate evaluation 

and approval (internally and externally), if/as appropriate, in advance of any 

proposed/preferred commencement date. 

2. The internal programme evaluation committee meets periodically throughout 

the academic year according to an agreed timetable, which is published annually 

in the academic council/sub-committee calendar, but may also meet outside 

these times, as required, to consider submitted proposals and to alleviate work- 

level on the committee. 

3. The submission document is included on the agenda for the internal programme 

evaluation committee by the QA Office (at the earliest possible opportunity), 

and is circulated to members in accordance with the academic committees’ 

operational procedures. 

4. The internal programme evaluation committee assesses the draft submission 

document for completeness and accuracy, following consultation with relevant 

experts if required, with reference to: 

− the institute’s new minor, special purpose or supplemental award programme 

documentation drafting procedures 

− relevance of the programme to the institute mission and strategic plan 

− how the programme complements/impacts the current portfolio 
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− institute policies on programme structure and quality, student admission, 

progression routes, placement and exchange 

− academic content of the proposed programme. All programmes must clearly 

articulate learning outcomes and provide, where relevant, a statement of the 

number and level of credits available on successful completion of the 

programme. In general, credits, where awarded, should comply with the 

ACCS/ECTS system. 

− the learning and teaching strategies employed/considered 

− available and required human and physical resources 

5. The review of the programme is facilitated by the PDT’s attendance at the 

internal programme evaluation committee meeting. The invitation to attend is 

issued by the QA Office. 

Based on its assessment, the internal programme evaluation committee may 

complete the internal validation process for the proposed programme. 

6. Any changes required by the internal programme evaluation committee are 

incorporated into the draft submission document, by the PDT, as the document 

is finalised. Any changes recommended by the internal programme evaluation 

committee are considered by the PDT and may be incorporated into the draft 

submission document as it is finalised. Verification of the completeness and 

finalisation of the document post-Internal programme evaluation committee is 

made within the QA Office. 

7. Copies of the completed submission document for evaluation/approval are sent 

to the Quality Office for transfer to the Minor, Special Purpose or Supplemental 

Award Programme Evaluation Panel. 

8. The ViPAR, in consultation with the appropriate Dean of Faculty/Head of 

Department, appoints the evaluation panel, (reference Appendix C) the 

composition of which should include inter alia: 

(v) 1 x Head of Faculty (not a member of the PDT) 

(vi) 1 x Head of Department (not a member of the PDT) 

(vii) 1 x internal specialist – either in the programme area or in programme 

development requirements (not a member of the PDT) 

(viii) 1 x external specialist – reference Appendix C - NOTE 5 for the criteria 

to be applied when deciding on the external evaluator 

The ViPAR communicates with this group (within 2 weeks of notification from 

the internal programme evaluation committee/Dean of Faculty/Head of 

Department of the submission being available and ready for consideration). 

9. Dependent on the scale of the minor, special purpose or supplemental award 

programme to be considered, and to facilitate maximum flexibility of the 

programme development process, the review by an external specialist may take 

place remotely, or it may take place at AIT whereby the external specialist 

would attend the institute for a one-day meeting (with the rest of the Minor, 

Special Purpose or Supplemental Award Programme Evaluation Panel and the 

PDT) to review the submission (similar to the meeting defined for Major 

Awards). 

10. The Minor, Special Purpose or Supplemental Award Programme Evaluation 

Panel is then charged with preparing a minor, special purpose or supplemental 

award programme evaluation report (or series of reports) which should be sent 

to the Quality Office within 2 weeks of review. This programme evaluation 

report is forwarded to the PDT by the Quality Office. 

11. The PDT examines the report and will, if necessary, formulate a response based 

on  the  recommendations  outlined  and  specific  conditions  of  programme 
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approval. The result is a revised submission document which is sent to the 

Quality Office for closure of issues noted during the evaluation process (this 

should happen within 2 weeks of receipt of the minor, special purpose or 

supplemental award programme evaluation report). 

12. The Head of Department communicates details of the new programme to: 

c. the Banner Office:  to set up the programme and subjects on the system. 

− Admissions Office: will make arrangements for admitting students onto 

the programme in accordance with programme-defined admission criteria. 

− Finance: defining operational costs. Also, the faculty/department 

management needs to liaise with the Vice-President for Financial and 

Corporate Affairs to incorporate the proposed programme in the institute’s 

Operational Programme and Budgets (OPB) submission for approval by the 

Governing Body and to secure resourcing for the programme from the Higher 

Education Authority (HEA), if appropriate/and if not previously included. 

− Facilities/Estates: to create timetable/allocate rooms 

− HR: staffing of programme 

− Marketing: for programme promotion i.e. details of the programme should 

be advertised or placed in programme promotional material, depending on 

entry level and timing of the approval of the programme, and included in the 

prospectus on next re-print 

− Webmaster: to update www.ait.ie 
 

5.5 NEW MINOR, SPECIAL PURPOSE OR SUPPLEMENTAL AWARD 

PROGRAMME MONITORING POST-APPROVAL 

1. Once the programme approval process has been completed and the DoES has 

given permission for the programme to run at the institute, it must be delivered, 

as approved, and assessed as per the approved programme schedule. 

2. A course board is established as per institute policies and procedures. 

3. The programme is finally fully validated by the following methods: 

− programme work/continuous assessment throughout the first year of each 

stage of the award 

− end-of-year examination paper prepared for each year of each stage of the 

award - internal preparation and scrutiny, sent to nominated external 

examiner for comment 

− examination sat by students of each stage of the award are corrected 

internally, and the appointed external examiner subsequently reviews marked 

scripts and programme work 

− reports from the external examiner(s) are reviewed for issue identification 

− results to the examination board are reviewed for trends. 

4. The programme may require modification following meetings to discuss the 

external examiners reports and any other issues as identified through application 

of the ‘Procedures and Guidelines for Collection of Feedback on Programme 

Quality’ document. These modifications are made in accordance with Sections 

5.0/6.0 of this document, as appropriate. 

 

6.1 MAJOR CHANGE(S) TO EXISTING PROGRAMME 

All proposed major changes and modifications to programmes e.g. inclusion of 

an additional/new module; syllabus; schedule; available resources; subject 

credit weightings; etc. must undergo a series of examinations and evaluations at 

various levels to ensure that they effectively maintain and continue to promote 

http://www.ait.ie/
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the standards of the institute’s programmes while ensuring that they are 

categorised, recorded, fully traceable and communicated to all of the relevant 

affected parties in a timely and orderly manner. 

This process is supported by preparing a proposal which generally requires 

presenting an abridged version modifying the original submission document to 

reflect the proposed changes. The issue/version number of the modified 

submission document is updated to reflect the change. 

 

6.2 PREPARATION OF MODIFIED SUBMISSION DOCUMENT TO 

REFLECT MAJOR CHANGE(S) TO EXISTING PROGRAMME 

The modified abridged submission document is compiled and prepared, as per 

a new programme proposal, using the institute’s programme abridged version 

of the institute’s submission template document which is available from the QA 

Office. 

Guidance on the use of this template is available from the QA Office. 

The programme modification document should contain detailed information on 

the proposed change and the rationale for those changes. The new or amended 

syllabi documents, amended programme outcomes, modified programme and 

assessment schedule(s), and any other elements of the modified programme are 

reflected in the abridged submission document. 

 

6.3 PROCESS OF MAJOR PROGRAMME MODIFICATION 

1. Copies of the completed draft modified programme submission document - one 

per internal programme evaluation committee member plus one copy for the 

master file in the QA Office - are forwarded to the QA Office for inclusion on 

the agenda of the next internal programme evaluation committee meeting 

(currently the ASQ Committee), in good time to enable scheduling of all 

meetings to facilitate evaluation and approval (internally and externally), if/as 

appropriate, in advance of any proposed/preferred commencement date. 

2. The internal programme evaluation committee meets periodically throughout 

the academic year according to an agreed timetable, which is published annually 

in the academic council/sub-committee calendar, but may also meet outside 

these times, as required, to consider submitted proposals and to alleviate work- 

level on the Committee. 

3. The submission document is included on the agenda for the internal programme 

evaluation committee (at the earliest possible opportunity) by the QA Office, 

and is circulated to members in accordance with the academic committees’ 

operational procedures. 

4. The internal programme evaluation committee assesses the draft abridged 

submission document for completeness and accuracy, following consultation 

with relevant experts if required, with reference to: 

− the  institute’s  major  programme  modification  documentation  drafting 

procedures 

− relevance of the modified programme to the institute mission and strategic 

plan 

− how the modification to the programme complements/impacts the current 

portfolio 

− institute policies on programme structure and quality, student admission, 

progression routes, placement and exchange 

− academic content of the proposed modified programme. All programmes 

must clearly articulate learning outcomes and provide, where relevant, a 
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statement of the number and level of credits available on successful 

completion of the programme. In general, credits, where awarded, should 

comply with the ACCS/ECTS system. 

− the learning and teaching strategies employed/considered 

− available and required human and physical resources 

[Note: EMT may have reviewed/considered the financial implications and 

feasibility of such a modification to the programme, if appropriate, therefore, 

the internal programme evaluation committee only checks that this section has 

been completed and is accurate/relevant]. 

The review of the programme is facilitated by the PDT’s attendance at the 

internal programme evaluation committee meeting. The invitation to attend is 

issued by the QA Office. 

Based on its assessment, the internal programme evaluation committee may 

complete the internal validation process for the proposed programme. 

5. Any changes required by the internal programme evaluation committee are 

incorporated into the draft submission document, by the PDT, as the document 

is finalised. Any changes recommended by the internal programme evaluation 

committee are considered by the PDT and may be incorporated into the draft 

submission document as it is finalised. Verification of the completeness and 

finalisation of the document post-internal programme evaluation committee is 

made within the QA Office. 

6. Copies of the completed submission document for evaluation/approval are sent 

to the Quality Office for transfer to a (Major) Programme Modification 

Evaluation Panel. 

7. The ViPAR, in consultation with the appropriate Dean of Faculty/Head of 

Department, appoints the evaluation panel, (reference Appendix C) the 

composition of which should include inter alia: 

(i) 1 x Head of Faculty (not a member of the PDT) 

(ii) 1 x Head of Department (not a member of the PDT) 

(iii) 1 x internal specialist – either in the programme area or in programme 

development requirements (not a member of the PDT) 

(iv) 1 x external specialist – reference Appendix C - NOTE 5 for the 

criteria to be applied when deciding on the external evaluator 

He communicates with this group (within 2 weeks of notification from the 

internal programme evaluation committee/Dean of Faculty/Head of 

Department of the submission being available and ready for consideration). 

8. Dependent on the scale of the programme modification to be considered, and to 

facilitate maximum flexibility of the programme development process, the 

review by an external specialist may take place remotely, or it may take place at 

AIT whereby the external specialist would attend the institute for a one-day 

meeting (with the rest of the Major Programme Modification Evaluation Panel 

and the PDT) to review the submission (similar to the meeting defined for Major 

Awards). 

9. Major Programme Modification Evaluation Panel is then charged with 

preparing a programme evaluation report (or series of reports) which should be 

sent to the ViPAR within 2 weeks of review. This programme evaluation report 

is forwarded to the PDT by the Quality Office. 

10. The PDT examines the report and will, if/as necessary, formulate a response 

based on the recommendation/suggestions outlined and the specific conditions 

of programme approval. The result is a revised submission which is sent to the 
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Quality Office for closure of issues noted during the evaluation process (this 

should happen within 2 weeks of receipt of the programme evaluation report). 

11. The Institute records and documentation (e.g. list of programme approvals, 

codes, etc.) are amended to incorporate the new programme. Notification of this 

is presented at the next available Academic Council meeting. 
12. The Head of Department communicates details of the new programme to: 

− the Banner Office:  to set up the programme and subjects on the system. 

− Admissions Office: will make arrangements for admitting students onto 

the programme have been amended. 

− Finance: re-defining operational costs. The faculty/department management 

needs to liaise with the Vice-President for Financial and Corporate Affairs 

Office to incorporate any modifications to proposed programme costs in the 

institute’s Operational Programme and Budgets (OPB). 

− Facilities/Estates: to create timetable/allocate rooms 

− HR: staffing of programme 

− Marketing: for programme promotion modifications will need to be reflected 

in any advertising or programme promotional material and in the relevant 

prospectus on next re-print. 

− Webmaster: to update www.ait.ie 
 

7.1 MINOR CHANGE(S) TO EXISTING PROGRAMME 

All proposed minor changes and modifications to programmes e.g. correction 

of phrases or typing errors, where there is no implication for, or change to, 

programme or process, etc. must be communicated at various levels to ensure 

that they effectively maintain and continue to promote the standards of the 

institute’s programmes while ensuring that they are categorised, recorded, fully 

traceable and communicated to all of the relevant affected parties in a timely 

and orderly manner. 

Where it is necessary to modify the original submission document to reflect the 

proposed changes, the issue/version number of the document is updated to 

reflect the change. 

 

7.2 PREPARATION OF MODIFIED SUBMISSION DOCUMENT FOR 

MINOR CHANGES TO EXISTING PROGRAMMES AND RESULTING 

PROCESS 

1. Copies of the draft modified document - one per internal programme evaluation 

committee member plus one copy for the master file in the QA Office - are 

forwarded to the QA Office for inclusion on the agenda of the next internal 

programme evaluation committee meeting. 

2. The submission document is included on the agenda for the internal programme 

evaluation committee and circulated to members (at the earliest possible 

opportunity), by the QA Office in accordance with the academic committees’ 

operational procedures. 

3. The internal programme evaluation committee review the draft modified 

document for completeness and accuracy and note the amendment which is 

requested. 

4. The Head of Department communicates details of the programme modification 

to the relevant internal departments and the institute records and documentation 

are amended to incorporate the programme modification as appropriate. 

http://www.ait.ie/
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8.1 WITHDRAWAL OF PROGRAMME 
 

All proposed withdrawals of programmes must be fully approved to ensure that 

any decision to withdraw or discontinue a programme is approved, recorded, 

fully traceable and communicated to all of the relevant affected parties in a 

timely and orderly manner and that the remaining programmes continue to 

reflect and promote the institute’s commitment to providing undergraduate and 

postgraduate programmes which encompass all aspects of student development. 

The programme withdrawal process is supported by preparing a Programme 

Withdrawal Document (see Appendix G) for the programme. 

 

8.2 PREPARATION OF THE PROGRAMME WITHDRAWAL DOCUMENT 

 

1. The Programme Withdrawal Document (Appendix G) is prepared within the 

appropriate Faculty/Department and submitted to the Executive Management 

Team (EMT) for consideration to detail the following: 

(a) Reasons for the withdrawal 

(b) Implications of the withdrawal for other programmes 

− those programmes for which the proposed withdrawn programme is 

currently a pre-requisite. 

− all programmes with which the withdrawn programme is currently 

associated (common mandatory/elective modules). 

(c) Effective date of the withdrawal 

(d) Approval by all affected Heads of Department 

2. The EMT assess the proposal to determine 

- if it is consistent with the institute’s academic strategic plan and policies 

- impact of the programme withdrawal on available and required human and 

physical resources 

- the effect the removal of the programme would have on current students, 

other programmes, progression options, etc. 

3. The proposer may be required to attend the EMT meeting to answer any 

questions arising from the review of the proposal, and following discussion the 

EMT may: 

i) approve the proposal 

ii) approve the proposal subject to certain amendments 

iii) reject the proposal. 

4. The proposer is informed of the outcome of EMT’s deliberations by the 

secretary to the EMT. 

5. The ASQ Committee is informed (via the QA Office) of the outcome of EMT’s 

deliberations. 

6. The withdrawn programme is no longer offered by the institute, and any 

modifications required to the institute Prospectus, website, etc. are 

implemented. 

7. The programme codes are obsoleted and are not reactivated for another 

programme. 

[This prevents confusion in future statistics generation/interpretation and also 

permits future re-activation of the programme, if demographics support/require 

such an initiative. 
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APPENDIX A  

New Programme Development Process 

Responsibility Action/Comment 
 

Faculty 
Initial idea for new 

Programme 

Idea can be generated by an 

individual or group and submitted to 

Dean of Faculty 

 
 

 

Faculty Faculty Support 
Faculty to be mindful 

of CAO deadlines* 

 
 

 
 

Executive Management Team 

(EMT) 

 

 
To EMT for approval 

Faculty to forward new programme 

summary document. 

Includes detailed market, business & 

financial evaluation backup for EMT 

   

 
 

Faculty 

Programme Development 

Team 
Assistance from the Learning & 

Teaching Unit when drafting the 

programme submission document 
 

 
 

 
Quality Office 

 

Quality Office 
Programme submission document is 

submitted to the QA Office for ASQ 

Committee 

 
 

Academic Strategy & Quality 

Committee 

(ASQ) 

Academic  Strategy & 

Quality Committee 
Document reviewed by ASQ 

Committee. Recommendations issue 

to the Programme Development 

Team 

 
 

   
 

Faculty 

Programme Development 

Team 

Submission document is updated 

based on the recommendations of 

ASQ & submitted to QA Office for 

Programme Evaluation Panel 

   
 

 
Academic Registrar 

Programme Evaluation 

Panel 

Review the documentation and issue 

report - 

Conditions/Recommendations 

 
 
 
 

 
Faculty 

 
 

Programme Development 

Team Respond to 

Programme Evaluation 

Panel Report 

1. Conditions & Recommendations 
of the panel are addressed. 
2. Module Manager updated & 
Approved – HoD 
3. Final document & response of 
Panel is sent to QA Office by HOD. 
The following are also notified; 
Admissions Office, Banner Office & 
Marketing 
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APPENDIX B 
 
 

 

Midland Campus 

 
 

NEW PROGRAMME PROPOSAL SUMMARY DOCUMENT 
To be completed and submitted to the Interim Academic Council Sub-Committee on Programme 

Provision (including Flexible Learning) 
 

 

Proposing Faculty 
 

 

Department 

 

 

Proposed Programme Title 

 

 

Level 

 

 

Duration of Programme 

 

 

Mode (Full-time/ACCS) on- 

line and/or blended: 

 

 

Proposed first intake date 
 

 

Projected Numbers 

 

 

Workload (hours per week) 

 

 

ECTS/ACCS Credits 

 

 

Minimum Entry 

Requirements 

 

 

Application Mechanism 

(CAO/Online Direct 

Admission) 

 

 

Programme Rationale 

 

 

Programme Aims and 

Objectives 

 

 

Potential Employment 

Opportunities/Career 

Prospects 

 

Additional Resources Required  
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No Yes 

 

Is it RGAM Funded?  

 

If RGAM funded, what is the 

price group weighting? 

 

 

1 1.3 1.7    

  
 

 

What are the Tuition Fees? 

 

 

Who is Funding the Tuition 

Fees 

 

Student Other 

 

Has the course financial 

analysis been carried out? 

(See Appendix 1: Excel Sheet) 

 

 

What is the break/even 

number? 

 

 

 

Signed:    

Dean of Faculty 

Dated:     

 

Upon completion, this form should be submitted to the Quality Officer who in 

turn will submit to the EMT for consideration. 
-------------------------------------------------------------------------------------------------------- 

For Completion by Quality Office 

 

 

Submitted to Quality Office 

on 

 

 

For consideration at EMT on 

 

 

Decision of EMT (Initial) 

 

 

Decision of EMT (final) 

 

 

Signed (chair of EMT) 

 

 

Dated: 
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APPENDIX   1   Course Financial Analysis 
 
1. Particulars of Course 

Name of course 

Faculty 

Course Co-ordinator 

Head of Department 

Banner Code 

Finance Code 

Course Delivery 

 

 

 

 

 

 

 

 

 

 

 
2. Income Data 

 
Proposed Fee per student 

 

RGAM Funded (Yes / No) 

Price Group Weighting 

WTE (Credits) 

 
RGAM Std. Resource WTE 

 

 
Planned Student Intake 

 
2. Program Delivery 

Number of Weeks of Lecturers 

Number of Lecturer - Hours per Week 

Off - Line Follow Up - Hours per week 

 

Program Development - Hours per Week 

Other /once off Tutorials/ Lecturers - Total 

IT Technician - Total Hours 

 
Materials per student 

Student Administration / Services Fee 

Exam Correction Cost 

Other Costs (Support Costs etc.) 

 
3. Income & Expenditure Projection 

Fee Income 

RGAM Income 

 
Costs 

Lecturing Staff* 

Technical Support Staff 

Materials 

Student Administration / Servies Fee 

Exam Correction Cost 

 

 

 

 

 

 

 

 

 

 

 
€2,377 

 

 

 

 

 

 

 

 

 

 

 
 

Hours 

 

 

€ 

 

 

 

 

 

 

 

 

 

 

 
€0 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

€0 

 €0  

 

 
€0 

€0 

€0 

€0 

€0 

 

 

Explanatory notes 

 

 

 

 

to be determined with HEA Group 

 

 

 

 

 
Break 

#DIV/0! Even # 

 

 

 

 

 
1:1 

1:1 - 1st Offering 

Only 

 

 

 

 

 
fixed 

Cost per script 

 

 

 

 

€0 

 
 

 

€0 

€100 

€6.1 

€0.0 
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Other €0   
Overhead Charge (30%)  €0  €0  

    

Profit on Course  €0 #DIV/0! 

 

 
Costing to be completed by Course Co-ordinator & Project Accountant. 
Official Course Timetable to be attached where 

appropriate. 

* For costing purposes, Lecturing Cost per hour is calculated at point 5 of the L, AL scale or PT Teaching rate 

whichever is appropriate to delivery of this program. 

 € p.a.(incl 

prsi) 

 

per hour 
 

Part Time Teaching Rate  €70  
PRAL pt 5 (p.a. / p.h.) €50,467 €2,804 for full academic yr. 

Lecture Pt.5 (p.a. / p.h.) €73,629 €4,602 for full academic yr. 

Technical Support (per Hour) €48,276 €26.82  
Overhead Cost rate (FIXED)  30%  

    

Head of Department Date   

Dean of Faculty Date   

V.P. for Finance Date   
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APPENDIX C  

 

 

COMPOSITION OF 

PROGRAMME EVALUATION PANEL (PEP) 
 

 

 

1. Chairperson 

To be agreed between the institute’s ViPAR and the appropriate Dean of 

Faculty/Head of Department. 

A senior academic familiar with QQI course evaluation from either the IoTI 

sector or University sector. 

or 

A senior individual from industry/services/professions, familiar with QQI 

course evaluation. 

 

2. Members 

Members are as follows: 

(i) A ViPAR from QQI sector 

(ii) Three academics from other institutions of higher education 

- two from QQI sector 

- one from University sector 

(iii) One from industry/services/professional bodies sector. 

 

 

NOTE 1: A senior academic from the institute will act as secretary to the Panel of 

assessors. 

NOTE 2: Additional specialists may be added to the PEP at the discretion of the 

Academic Council/Registrar/appropriate Dean of Faculty/Head of 

Department. 

NOTE 3: Efforts should be made to ensure gender equity where possible in the 

composition of the PEP. 

NOTE 4: In selecting 2 (ii) above, it is desirable to include an academic from an 

institution of higher education in another country. 

NOTE 5: In selecting 2 (iii) above, it is desirable to include an individual from 

industry/services/professional bodies sector whose 

academic/professional qualifications are appropriate in level and 

subject to facilitate their review of the programme(s); and their 

standing, expertise and experience should be such as to enable 

fulfilment of his/her responsibility in the support of the academic 

standards of the programme(s) in the context of higher education both 

nationally and internationally. 
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APPENDIX D 
 

 

PANEL VISIT – (Date) 
- Suggested/Sample Agenda - 

(Programme Title) 

 

 

09:00 am Panel Convenes (Private Meeting) 

09:30 am Panel consider rationale, structure, objectives and learning outcomes 

of the programme including resource implications 

AIT staff - President, ViPAR, DoF, HoD and Course Leader 

(will include a formal presentation) 

10:30 am Refreshments 

10:45 am Panel meet with Lecturing Team 

12:30 pm Lunch 

13:30 pm Tour of Facilities 

14:15 pm Private Meeting of the Panel 

15:00 pm Panel provide Summary and Conclusion 

AIT staff - ViPAR, DoF, HoD & Course Leader 
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APPENDIX E  

 
PROGRAMME EVALUATION PANEL 

GUIDE FOR NEW PROGRAMME 

EVALUATION 
 

 

 
 

Assessors’ Guide for New Programme Evaluation 

Aims and Objectives of New Programme Evaluation 
 

Aims 

The Evaluation of a new programme is concerned with the total design and proposed 

implementation of the programme with particular reference to its aims and learning 

outcomes, subject content, facilities required and staff deployment. 

 

Objectives 

• Evaluate the aims and general learning outcomes of the programme in the 

context of the relevant QQI standard. 

 

• Evaluate the learning experience to be provided in terms of learning outcomes, 

syllabus content, teaching methods, and curriculum. 

 

• Evaluate the assessment instruments proposed and ensure they are in line with 

QQI policy on fair and standard compliant assessment of learners. 

 

• Evaluate the curricula vitae of academic staff to be deployed in teaching the 

programme.  They will be provided upon request. 

 

• Evaluate the physical facilities being provided. 

 

• Assess whether the processes in place for access, transfer and progression are 

in line with the policies of QQI and the NQAI. 

 

Proposed Programme Document 

The Proposed Programme Document should contain detailed information on the 

proposed educational programme as follows: 

 

Aims and General Learning Outcomes 

• This section should consist of a general statement of intent relating to the 

goal of the programme of learning, with particular reference to 

career/employment related applications. 

Learning Experience and Assessment 

 

Learning Outcomes 

The decisions on the goals of a programme of learning in the form of a statement of 

detailed outcomes can be a most important step, as the definition of the outcomes can 

be used to guide the construction of the whole programme. 
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Syllabus 

This should consist of a description of the content of the programme of learning. 

 

Teaching/Learning Methodologies 

A description of the methods and materials to be used in the programme of learning. 

 

Assessment Methodologies and Instruments 

This should consist of a description of the techniques to be used to measure the degree 

to which the learning outcomes have been realised e.g. assignments, objective tests, 

final examinations, open book examinations, oral/aural examinations, continuous 

assessment, etc. 

 

Curriculum and Time/Staff Allocation 

A table giving details of the contact-hours to be devoted to each subject in terms of 

the breakdown of this between laboratory, practical, workshops, studio, tutorials, 

lectures, etc. should be given. The staff member(s) to deal with each subject should be 

listed. 

 

Physical Facilities 

This should give as much detail as is deemed appropriate to enable an evaluation to 

take place of laboratory/studio/workshop/other accommodation facilities to be 

available to learners participating in this programme. This does not imply a list of 

individual items of equipment. 

 

Draft Programme Schedule 

A draft programme schedule to include listings of Examination Subjects, component 

subjects, contact hours, credit ratings, marks per subject in accordance with QQI 

requirements. 

 

Subject Matter of New Programme Evaluation 

The Panel of Assessors must be satisfied that the proposal adequately addresses the 

following criteria: 

 

Education and Training Requirements 

The programme is consistent with the Institute’s mission, avoids redundant provision 

and makes efficient use of resources (collaborating where this is beneficial). 
Particular elements for consideration: 

• compatibility with the Institute’s Strategic Plan and mission 

• compatibility with Faculty and Department Planning 

• demand by employers for graduates of a programme of this nature 

• opportunities graduation offers learners 

• support for the programme from industry, commerce, government agencies 

and associated professional bodies 

• consultation on the proposal with relevant stakeholders and peers 

• research on similar or related programmes offered by other providers 

• impact on the programmes currently offered by the Institute and particularly 

the proposing faculty. 

 

Unity 

There should be an underlying unifying theme and the modules should be bonded by 

interactions which are either implicit or explicit. The proposal should demonstrate 
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how the standard (of knowledge, skill and competence), determined by QQI for the 

named award to which the programme proposes to lead, evolves throughout the 

programme as a whole. 
Particular elements for consideration: 

• The level of the programme, the degree to which the programme challenges 

the learner. 

• an appropriate balance in regard to the breadth and depth of the individual 

curricula and the academic and practical requirements of the programme. 

• sufficient emphasis on promoting the intended learning outcomes together 

with details of how achievement of the learning outcomes will be measured 

• The development of the curriculum imposing increasing demands on the 

learners as they progress through the programme. 

• The personal development of the learner must be central to the programme. 

 

Teaching and Learning 

The proposed approach to teaching and learning should be clearly indicated and 

justified. 
Particular elements for consideration: 

• The development of the curriculum - through appropriate learning outcomes, 

teaching methodologies and assessment techniques - imposing increasing 

demands on the learner as they progress through the programme 

• The appropriateness of the total contact hours and the breakdown of these 

hours, into lectures, practical, tutorials etc. 

 

Learner Assessment 

The learner assessment methods should be fully elaborated and consistent with the 

QQI policy on fair and consistent assessment. The assessment methods should be 

capable, among other things, of demonstrating attainment of the standards of 

knowledge, skill or competence, determined by QQI, for the related award. 
Particular elements for consideration: 

• workload of the learner in terms of assessment requirements, reading, 

researching, studying etc. 

• planned feedback to learners on assessments 

• assessment schedule, assessment criteria, and referencing protocols 

• procedures for promoting the timely submission of assessment material 

 

Resources 

The proposed staffing levels should be appropriate and the levels of qualifications and 

competence of the staff sufficient to deliver the programme. 

The necessary facilities should be available in terms of accommodation, equipment, 

and library and information technology resources to support the proposed programme. 

 

Quality Assurance 

The proposal should demonstrate how the Institute’s quality assurance procedures 

have been applied in the development of the proposed programme and that 

satisfactory procedures exist for the on-going monitoring and periodic review of 

programmes. 
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Programme Title and Award Title 

The award title should be consistent with the named awards determined by QQI. The 

programme title should be clear, accurate, and succinct and fit for the purpose of 

informing prospective learners and other stakeholders. 

 

Particular elements for consideration: 

• An award title at an appropriate level and in keeping with the intended 

learning outcomes. 

QQI Standards 

The learning outcomes of the programme must be stated in such a way that 

compliance with the appropriate QQI standard is demonstrated. 

 

Access Transfer and Progression 

Programmes submitted for accreditation should incorporate the procedures for access 

transfer and progression that have been established by the NQAI. Consistent with the 

policy of QQI, awards should accommodate a variety of access and entry 

requirements. 
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APPENDIX F  

TEMPLATE FOR PROGRAMME EVALUATION PANEL 

REPORT TO THE INSTITUTE’S ACADEMIC COUNCIL 
 

 

 

 
 

 

ATHLONE INSTITUTE OF TECHNOLOGY 
Meeting Notes of Report of Programme Evaluation Panel 

(PEP) Visit to Review Proposed 
Programme 

PART I GENERAL INFORMATION 

Provider ATHLONE INSTITUTE OF 
TECHNOLOGY 

Faculty 

Business 
& 

Hospitality 

Engineering 
& 

Informatics 

Science & 
Health 

Department 

Named Award 

Programme Title 

 

Award Type 

Award Class 

Level 

First Intake 

ECTS/ACCS Credits 

Date 
Venue for Programme delivery 

Department of select a department 
select award  select award standard 

select programme title 

select programme title 

select award type 

select award class 

select award level 

select month select year 

select total credits 

PANEL MEMBERS 
(Chair) 

(Secretary) 
PART II FINDINGS OF ASSESSORS (MEETING 

NOTES) 

Introduction 
The proposal is to provide a programme which, in the main, will be available to provide 

a select award select award standard qualification to those that are deemed to have 

already achieved Level please select entry level qualification on the National 

Framework of Qualifications. 

 

General comments on the programme 
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Examination of the programme 

The panel met with academic staff of the institute associated in the design of the 

programme, to examine the programme submission against the criteria for the validation 

of programmes as stipulated by the Authority. The criteria address the requirements of 

the Qualifications (Education and Training) Act 1999 (the Act), provider quality 

assurance arrangements, and specific arrangements and features of programme design. 

 

Education and training requirements 

The panel was satisfied that the programme was consistent with the institute’s mission, 

that it does not constitute redundant provision, and that it makes efficient use of resources. 

The panel was also satisfied with the institute’s case on the rational for the programme 

and the research undertaken, including the consultation with industry, before the 

programme was proposed by the institute. 

 

Protection of learners 

The institute will not seek the validation of any programme of education and training 

pursuant to section 29 of the Act, such programme being of a duration of three months or 

more, unless it is satisfied that arrangements are in place, as specified under Section 43 

of the Act, which make provision for learners where that provider ceases to provide the 

programme concerned. The panel was satisfied that this provision was not applicable to 

the programme in question, as the institute did not intend providing the programme on a 

basis as set out in Section 43 (1) (b) of the Act. 

 

Quality Assurance 

The panel heard how the submission had been developed and approved internally as a 

result of the application of the institute’s quality assurance procedures. The panel was 

satisfied that those procedures had been applied to the development of the proposed 

programme and that quality assurance mechanisms are in place to ensure its provision, 

monitoring, and review. 

 

Programme and award titles 

Following discussion, the panel was satisfied that the title of the programme is clear, 

accurate, and fit for the purpose of informing prospective learners and other stakeholders. 

The panel was satisfied that the proposed title of the programme also encompasses the 

Authority’s related named award title. 

 

Ethics 

It is expected that providers will have procedures in place to ensure that any teaching 

and learning or research activity at any level shall be conducted in a manner that is 

morally and professionally ethical. The panel was satisfied that ethical issues are 

covered in the syllabi of the programme. 

 

Particular aspects of the proposed programme 

Unity 
The programme design is consistent with the Authority’s Policy on Accumulation of Credits and 

Certification of Subjects. The programme has an underlying unifying theme and the modules are 

bonded by linkages which are either implicit or explicit. It was also clear how the standards of 
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knowledge, skill, and competence, determined by the Authority for the named award to which 

the programme proposes to lead, evolve throughout the programme as a whole. 

Teaching and learning 

The proposed approaches to teaching and learning were indicated and justified. 

Standards 

The learning outcomes of the programme were stated in such a way that the compliance with the 

interim   standards   determined   by   the  Authority   for   the   award   of   select award 

select award standard standard occurred. 

Learner assessment 

The programme’s learner assessment methods are fully elaborated and consistent with the 

Authority’s and the institute’s policy on fair and consistent assessment. The assessment methods 

are capable, amongst other things, of demonstrating attainment of the standards of knowledge, 

skill, or competence determined by the Authority, for the related award. 

Access, transfer, and progression 

The programme incorporates the procedures for access, transfer, and progression that have been 

established by the Authority. The programme is in line with the requirements of the Act and the 

operational principles of the Authority. 

Staffing and physical resources 
The panel was satisfied that the necessary staffing levels will be in place and were satisfied with 

the level of qualifications and competence of the staff concerned. The panel was also satisfied 

that the institute is committed to the support of the proposal and has the physical resource to 

deliver same. 

PART III 

RECOMMENDATIONS FOR THE ATTENTION OF THE PROGRAMME 

PROVIDERS 
The panel of assessors recommend of the proposed programme 

leading to the award of: 

select award  select award standard 

The panel further recommends to the Institute that: 

 

Signed 

 

Date 

Chair of Programme Evaluation Panel 
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APPENDIX G  

 

 
PROPOSED WITHDRAWAL OF PROGRAMME 

 

 

 

FOR OFFICE USE ONLY   
Date received by 

ViPAR’s Office: 
 Date reviewed by EMT:   

     
Date reviewed by Course 

Development Committee: 
 Date reviewed/approved 

by Academic Council: 
  

     
 

A. GENERAL INFORMATION 

Institute Details 

This section should contain general institute details plus the following: 
 

 
 

 

 

Programme Title:    

Programme Code:    

Programme 

Co-ordinator: 

Full-time Part-Time Distance Placement 

External links (if any): 

Proposed effective    

date of withdrawal: 

 

B. RATIONALE 

What is the rationale for the withdrawal of this programme? 

Obsolete Being replaced by new programme 

Title and code of replacement    

programme (if appropriate): 

 

Programme Details 

Proposing 
Faculty/Department: 

Supporting faculties (if any): 

Withdrawal proposer(s) 
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B. RATIONALE Contd. 
 

 

 
C. IMPLICATIONS FOR OTHER PROGRAMMES/PROGRAMMES 

 

 
 

I 
 

 

D. APPROVAL 
 

 

I approve the withdrawal of the programme detailed in Sections A 
 

Signature: 

 
 

Dean of Faculty/Head of Department 

 

 
 

 

Date 

Signature: 

 
 

Dean of Faculty/Head of Department 

 

 
 

 

Date 

Signature: 

 
 

Vice-President for Academic Affairs & 

Registrar 

 

 
 

 

Date 

 

 

This proposal MUST be signed by the Heads of all relevant Departments. 

The proposal should be sent to the ViPAR’s Office. 

Confirmation of Support of Withdrawal 

What is the rationale for the withdrawal? (attach further sheets if necessary) 

Will the withdrawal have implications for other programmes and/or YES  

degree programmes ? NO  

f YES, provide details. (attach further sheets if necessary) 

 


