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1   Programme Development and Management 
1.1 Introduction 
Cenit College is fully committed to the development and delivery of programmes of education and 
training that meets the needs of the learners and all legislative and qualitative requirements. There is 
consistent strategic engagement between the Board of Directors and Academic Committee to support 
the development, design, and delivery of new programmes. 

Cenit College is committed to accurate development, delivery, and management of programmes of 
education and training. Cenit College promotes good governance in ensuring each programme is 
developed and designed in accordance with awarding bodies legislative and qualitative criteria and 
that due process is complied with in the process of achieving same.  

1.2 Policy Ownership 
This policy  owner is the Academic Committee.   

1.3 Purpose 
This document sets out Cenit Colleges policies and procedures for programme development, 
validation, and management of new QQI programmes. This will ensure that our programme design, 
development, and approval process conform and is in line with the “Policies and criteria for the 
validation of programmes of education and training” 2017, QQI. It will also ensure that when validated 
there is the necessary resources available to delivery those programmes. 

1.4 Policy Scope 
This policy applies to the development, design, validation, and management of QQI, and programmes 
validated by other awarding bodies and non-accredited programmes. This policy should be followed 
by all Cenit College personnel engaged with programme development, design, validation, and 
management. This policy applies to the programme development and management of blended, online 
and classroom delivered programmes. Where there is a difference in blended programmes this will be 
specified. 

1.5 Policy Statement 
The steps in the validation and approval process are designed to reinforce the separation of both 
executive management and the academic functions within Cenit College, while also demonstrating 
the required interaction between them. 

In developing a programme Cenit College will seek to ensure that learners will achieve the required 
standard that is expected at the appropriate award level. This standard of achievement is measured 
in terms of the Minimum Intended Programme Learning Outcomes (MILPO’s) at the respective award 
level. 

Additionally, the design process will ensure that there are Access, Transfer and Progression routes 
built into each programme, where possible. Alternatively, where it is not possible Cenit College will 
make arrangements for such routes with another named institution/programme. For further details 
please see policy QA 3.3 Access, Transfer and Progression. 

Programme design, development and approval is informed by the following documents: 
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• Core Policies and Criteria for the Validation by QQI of Programmes of Education and Training 
(2017);  

• Validation criteria documentation for other, relevant accrediting bodies. 
• Cenit College QA2.1 Documented Approach to Quality Assurance   
• Cenit College Market Research Report. 
• QQI CAS Compound Programme Descriptor Template (for common awards). 
• QQI Non-CAS Compound Programme Descriptor Template (for non-common awards). 
• Statutory QA Guidelines for Blended Learning Programmes. 

Should Cenit College decide to develop apprenticeship programmes in Ireland, they will be developed 
having regard to QQI’s Topic Specific Statutory Quality Assurance Guidelines for Apprenticeship 
Programmes. The link is as follows:   

qg-3-topic-specific-qa-guidelines-for-statutory-apprenticeship-programmes.pdf 

Additionally, new programmes must also meet the following criteria. 

• Accrediting body validation requirements. 
• Course specification, learning outcomes, assessments, and standards for the award in 

question. 
• Learner needs, both current and emerging. 
• Societal/economical needs 
• Learner Access, Transfer and Progression requirements and/or opportunities. 

Programme development within the Cenit College is divided into three phases:  

(i) Programme Initiation.  
(ii) Programme Development and Design.  
(iii) Programme Approval and Validation.  

All programmes as validated by QQI, will  be reviewed at least every 5 years and re-validation sought 
if appropriate. 

2 Definitions & Responsibilities   
2.1 Definitions  
The following definitions are sourced from Quality and Qualifications Ireland (QQI): 

• Major Award 
 A major award is the main class of award made at each level. It represents a significant 
number of learning outcomes.  Major awards usually consist of eight minor awards or 
modules. The Common Award System (CAS) specification for each major award lists the 
compulsory modules which must be completed along with the elective modules which are 
required to make up the overall specified credit value of the award. 

• Minor Award 
 Minor awards are also commonly referred to as component certificates. These awards are 
single modules which can be completed and certificated individually. All minor awards 
are linked to a major award which allows learners the opportunity to build on their minor 
awards and work towards gaining a major award. 

https://www.qqi.ie/sites/default/files/2021-11/qg-3-topic-specific-qa-guidelines-for-statutory-apprenticeship-programmes.pdf
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• Special Purpose Award 
 A special purpose award is an award type developed for specific areas of learning with a 
narrow scope. 

• Supplemental Award 
 A supplemental award recognises learning related to updating, upskilling, or continuing 
education and training.  They are occupation related awards and they consist of one or 
more components. 

(Source: Quality and Qualifications Ireland (QQI), n.d.) 

2.2 Responsibilities 
Academic committee: Responsible for overall academic governance   

Board of Directors: Where significant funding is needed for the new programme, this must be 
approved by the Board of Directors before development is initiated. 

Head of Training: Has responsibility for appointing the programme development team, exercising 
initial oversight of all programme proposals irrespective of their source, and ensuring the effective 
management and governance of programme development. 
 
Programme Development Team: Responsible for the development of the programme and any 
associated documentation. This team is managed by the Design and Development Lead. Oversight is 
managed by the Head of Quality. Members include SME’s, Curriculum Designer, Design and 
Development Project Manager and Instructional Designers and Instructional Designers.  

Head of Quality: Will organise a pre-validation event that will mimic the real validation process to 
ensure the programme meets all the validation criteria. The Head of Quality will also ensure that the 
programme development team is following the proper QA processes. The Head of Quality will also 
submit the programme for validation and carry out all communication with the awarding body. 

Academic Committee: Approves all documentation prior to submission to QQI or other awarding 
bodies for validation. 

3 Procedures/Principles  
3.1 Programme Initiation 
The idea for developing a new programme can come from several sources within Cenit College. These 
are as follows: 

• Management Board and Academic Committee 
• Cenit College Staff 
• Programme Review Panel 
• 2nd Provider insights 

These new ideas are guided by several sources, as follows: 

• Government reports outlining their future economic strategies. 
• Employer liaison and feedback 
• Learner feedback 
• Responses, feedback and interaction from media and marketing campaigns 
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• Data Analytics of available data 
• Formal market research 
• Business Meetings – including strategic development meetings. 

3.2 Programme Initiation Process 
This stage of the programme development process examines the feasibility of the programme, and 
also ensures that the proposed programme is viable, strategically, academically, and financially. 
Outline programme learning outcomes are developed, and a benchmarking process undertaken. 

1. The proposer will complete the Cenit College New Training Programme Idea Proposal form. 
This form will encapsulate the idea for the new programme. The form will be sent to the Head 
of Training.  

2. The Head of Training will consider the idea, and should the idea be worth further exploration, 
the Head of Training will fill out a New Programme Justification form. This will include the 
following: 

o Programme Justification 
o Key Features of the Programme 
o The Programme Level (based on awarding body criteria) 
o Proposed Mode of Delivery (i.e., Blended, classroom or online) 
o Access, Transfer and Progression policies 
o Programme aims and outcomes. 
o Benchmarking 
o Rationale 
o Resources – including technical, infrastructure, media requirements for 

online/blended. 
3. The form will be emailed to the Cenit College Senior Leadership team for approval.  
4. If the proposer is not a subject matter expert (SME), the Senior Leadership team will send the 

proposal to a SME to review. The SME will complete a Subject Expert Report on the new 
programme. The SME can be internal or external to Cenit College. 

5. The Senior Leadership team will consider the proposed programme in the context of the 
following: 

• Is the proposed programme in line with Cenit Colleges strategic development plan? 
• The rationale for the development of the programme 
• Is the proposed programme relevant to industry and market needs? 
• Is there learner or employer demand for the programme. 
• Do other providers offer similar programme? Or are there similar programmes or 

elements of it offered already in Cenit College? 
• Accreditation type and level (if applicable) associated with this programme. 
• Delivery mode 
• Implications on resources for implementing this programme.  
• Financial viability of the programme - for blended/online is the budget there for large 

infrastructural or technical purchases or other purchases. The cost/benefit analysis 
will be conducted. 

• The learner experience. 
• Staffing expertise – for blended/online, so we have enough online support staff. 
• Any potential partnerships or other stakeholders 
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The New Programme Justification form outlines the requirements for the above and there 
must be a full and detailed description of all these prepared before the programme can be 
considered. 

6. Once the Senior Leadership Team approves the proposed programme, the next stage in the 
initiation process is the formal business case approval. New Programmes require formal 
approval from both the Board of Directors and the Academic Committee. The New 
Programme Proposal Business Case Approval form is submitted firstly to the Board of 
Directors.  

7. The Board of Directors will either approve the programme for development, refer it back to 
the Proposer/Head of Training seeking further information or decline to approve it. Once the 
Board of Directors approves the programme the Head of Training will send the forms along 
with the Board of Directors feedback to the Academic Committee for their approval.  

8. Upon formal approval by the Academic Committee, the Head of Training will appoint a New 
Programme Development team. This team will be tasked with designing and developing the 
new programme and completing all accrediting bodies validation documents. Note: Details of 
the programme development team is contained in our governance chapter. 

9. Where Cenit College is the 2nd provider or partner, approval for a new programme must go to 
the “external institution” using their proposal forms and processes. If they approve the 
programme, then Cenit College will follow their programme design and development process.   

3.3 Programme Design and Development 
The new programme development team will commence the process of Programme Design and 
Development with a knowledge of the QA process involved in the development and design of new 
programmes. This standards process applies to all new programmes being developed regardless of 
the awarding body. Cenit College maintains a uniform policy for all its programmes. All programmes  
will be written using learning outcomes. 

1. Programme development:  
• All programmes should be developed in accordance with the QQI or other awarding 

body standards.  
• The programme development is managed by the Programme Design and 

Development Manager. The Head of Quality will oversee the quality assurance 
process and report to the Academic Committee. Consultation will take place with 
SME’s, employers etc during all phases as needed. 

• The programme is developed in a systematic manner which conforms to the structure 
of the QQI application document. For all other awarding bodies programme 
development also conform to this structure. The Programme Design and 
Development Manager will ensure that all the relevant constituent parts along with 
appendixes are addressed and satisfy the QQI and other awarding body requirements. 
The Head of Quality will support the Programme Design and Development Manager 
with this step. The templates are available on the following link:  

               https://www.qqi.ie/Articles/Pages/Application-for-Validation-(Levels-1-6).aspx 
 
The structure is as follows: 
Programme Concept 
• Programme Rationale 
• Programme Development and Internal Approval Process 
• Access, Transfer and Progression Opportunities (including employment) 

https://www.qqi.ie/Articles/Pages/Application-for-Validation-(Levels-1-6).aspx
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• Benchmarking against other ‘like’ programmes 
 

2. Agree overall Programme Structure 

In order to agree the overall programme structure, the following must be considered: 

• Curriculum outline.  
• Rationale for the curriculum structure.  
• Credits per module. 
• Timetable/Provisional Schedule of Learning. 
• Teaching and learning strategy. 
• Assessment strategy. 
• Learning Environment Procedure. 
• Work placement details (if necessary); 
• Programme monitoring, review, and evaluation arrangements. 
• Information, guidance, and pastoral care for the learners. 
• Online delivery and programme management (if applicable); 

The Cenit College Blended Learning Policy provides more specific guidelines on the overall 
structure as it relates to these modes of delivery. See QA 3.6 Blended Learning for more 
details. 

While the approach to developing the curriculum structure may differ from programme to 
programme, it is recommended that the Design and Development team facilitate 
meetings/workshops with the relevant teaching staff or other appropriate personal, to 
determine the curriculum structure and agree the teaching, learning and assessment 
strategies.  

3. Detailed Module Descriptors 

This stage involves writing detailed module descriptors for the programme. As stated above, 
all programmes must be developed in accordance with the QQI and other awarding body 
standards. The design and content of the modules is suitable for the learner at that level (level 
5 or 6). These modules will be completed by the Design and Development team in consultation 
with Subject Matter Experts (SME). This is an iterative process between the SME’s and the 
Programme team until the module descriptors are approved by the team. Module descriptors 
are comprehensive of minimum intended module learning outcomes (MIMLOs), indicative 
content, assessment methods, instruments, guidelines, marking sheets, marking schemes, 
marking rubrics and where necessary, will reflect the minimum intended programme learning 
outcomes (MIPLOs). Module descriptors will demonstrate the 3 core principles of quality 
assuring teaching, learning and assessment: 

I. Validity 
II. Reliability 

III. Fair and Consistent Assessment of Learners  

Programmes must be developed in response to specified justifications or rationale that must 
be the subject of research and included in the programme justification form and approved for 
development. When developing the module, the Design and Development team must take 
evidence of this rationale into consideration. The Design and Development team must also 
take into account best practices that emanate from benchmarking exercises. 
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The Cenit College Blended Learning Policy provides more specific guidelines on the module 
descriptors as it relates to these modes of delivery. See QA 3.6 Blended Learning for more 
details. 

4. Programme Management and Staffing 

The Head of Training in partnership with the Design and Development team will outline how 
the programme will be managed: This will include: 

• Physical Resources 
• Staffing Resources (Staff roles needed to deliver the entire programme including support 

staff roles) 
 

5. Access, Transfer and Progression 
• The type of information made available to the learner and how they can access it. 
• Entry Procedures and Criteria 
• Recognition of Prior Learning 
• Entry and Exit Transfer and Progression options and opportunities. 
• A draft programme handbook will be completed at this stage.  
Document Access, Transfer and Progression Procedures, Criteria and Arrangements for the 
Programme 

At this stage the team will be required to do the following: 

• Provide information about entry procedures and minimum entry requirements.  
• Document any Transfer and Progression 
 

6. Drafting of Awarding Body validation pack 
i. The awarding body validation application is completed  by the Design and Development 

Team. The QA department ensure that these and all supplementary resources are quality 
assured, and everything is compliant with the process.  

ii. The completed awarding body validation application will pass through two committees 
en-route to the final approval and prior to final submission to the awarding body. The 
committees are: 

iii. Quality Assurance Committee: The draft document is subject to a final internal Quality 
Assurance review (the review group may include external representation if deemed 
beneficial). This will take the form of a desk top review and the basis for the Cenit College 
Internal validation. 

iv. Academic Committee: Once the Quality Assurance Committee has approved the 
document for quality assurance purposes the document is sent to the Academic 
Committee for final approval. Assuming everything is in order and the Academic 
Committee approves the document then the programme is sent to the awarding body for 
formal approval and validation. 

3.4 Programme Validation and Approval 
1. QQI will acknowledge the receipt of the application for validation of the programme and 

conduct a desk top review to ensure the validation document has been completed properly 
and all relevant documents have been attached. 
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2. QQI or other awarding bodies will then appoint an expert panel who will review and consider 
the application for programme validation. The programme will be assessed against the core 
validation criteria. 

3. Once the expert panel within the awarding body consider the document submitted for 
validation, they will draft a panel report and send it to Cenit College. Cenit College are then 
invited to comment on the following. 

a. Comment on the accuracy of the report issued by the Expert Panel 
b. Accept or reject the overall findings and comment briefly on them. 
c. Submit any modifications or address any pre-validation conditions that are required 

on the QQI or other awarding body findings. 
4. Cenit College will revise the document based on the QQI report findings. QA will once again 

conduct a desk top review and then submit the revised document to QQI. 
5. Following this the awarding body will consider the response provided by Cenit College and 

issue a brief statement that will set out its reactions and final recommendations regarding 
validation. QQI or other awarding bodies will either validate the programme, refuse to 
validate it or validate it subject to conditions. 

6. Upon a positive validation, this statement from the awarding body will be attached as an 
appendix to a report sent to the Academic Committee on the final approval of the programme. 
Cenit College and the QQI (or other awarding bodies if applicable) will publish the validation 
notice on their websites. 

7. All programmes that are validated are subject to ongoing monitoring and review. This is 
detailed in Policy QA 11.1 Self-evaluation, monitoring, and review. Programme Review is 
detailed in Policy QA 11.2 Programme Review and Revalidation. 
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Figure 1.1 Programme Design and Development Process
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3.5 Programme Revalidation 
Programme revalidation occurs approximately 5 years post initial validation and only if deemed to be 
viable. Revalidation will be in accordance with the accrediting bodies regulations and criteria for 
application. The responsibility for coordinating and managing the process sits with the Head of 
Training. The Head of Quality will ensure that all QA procedures are followed. A programme review 
report is completed during the review of programmes. For further details, see the Programme Review 
and Revalidation Policy QA11.3 

3.6 Programme Management 
Upon receipt of the awarding body’s formal approval and/or validation only then can the programme 
arrangements for delivery be finalised.  During the delivery and assessment phase the management 
of the programme within Cenit College is the responsibility of the Head of Training.  

The Head of Quality is responsible for monitoring the programme management process. Programme 
Management within Cenit College is based on divisions, with each division being responsible for its 
own training programmes.  

• The Head of Training is responsible for putting together a programme team for the delivery of 
the programme. The programme team consists of the following roles: Head of Training, 
Training Delivery Manager, Programme Lead, Tutor(s), Operations Manager and Exams 
Officer. There is also a Programme Co-ordinator which is an administrative role. 

Effective programme management is also carried out through the monitoring and review of 
programmes to maintain suitability, currency and effectiveness of the programme. This is achieved 
through the post programme review and monitoring activity. Policy QA11.1 Self-evaluation, 
monitoring and Review contains further details of this. 

The following process, reflective of that scoped during the programme design phase, needs to be 
implemented by the programme management team: 

• Assignment of tutors and support staff to the programme 
• Allocating physical resources 
• Admissions (where applicable): Access, Transfer and Progression 
• RPL Arrangements 
• Arrangements for disability and inclusiveness 
• Delivery of Programme Arrangements 

o Location & Physical Environment Arrangements 
o Marketing of Programme 
o Cost to Learner (including payment arrangements) 
o Arrangements for online learning (software, LMS, and any other arrangements) 

• Assessment documentation prepared. 
• Any applicable awarding body costs 
• Review and Feedback 

3.7 Programme Management Roles and Responsibilities 
There are several key areas for which roles are defined. These roles reflect the key duties and 
processes performed with the Training Delivery environment, for the entire end to end delivery 
process. These are as follows: 
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3.8 Training 
SLT 

• Set, monitor and manage KPI’s on a routine basis. 

Head of Training  

• Link between the Board of Directors and Academic Committee 
• Oversee resource allocation (Tutors, Assessors and Admin) 
• Manage relationships with key stakeholders. 
• Be informed of Industry trends and changes for programmes. 
• Manage QA processes at department level. 

Head of Quality  

• Monitor academic standards and QA measures for each module. 

Programme Lead 

• Oversee the implementation of all QA processes at programme  level. 
• Contributing to the review and evaluation of programmes 
• Adhering to Cenit College quality assurance standards 
• Working with industry experts to identify programme enhancements. 
• Considering any feedback from learners, tutors, or external stakeholders 
• Keeping abreast of trends in related industry area 

Programme Co-ordinator 

• Reports on programme metrics to the Operations Manager 
• Analysis of feedback and takes the relevant action. This corrective action is usually in the form 

of a verbal or written report to the Operations Manager, who may deal with the issue, or 
escalate to the Head of Training for resolution.  

• Organises, manages and maintains the physical resources (classroom and facilities) 
• Organises software and IT resources and manages relationship with the Cenit College IT 

department. 
• Organises any academic resources (handouts, books etc.,) that are needed to supplement 

tuition. 
• Is responsible for registration on the relevant registration system. 
• Ensuring the schedules (timetables) are completed and made available to the tutors and 

learners. 
• Distributes and collects learner feedback and reviews same 

Programme Tutor 

• Programme Delivery in the classroom or online: providing learner support for academic 
queries, along with classroom delivery, induction and mentoring as applicable. 

• Programme Assessment: adherence to the programme validation requirements and QA 
procedures. 

• Learning ethos. Supports and encourages a learning ethos through appropriate teaching 
methodologies, a variety of learning methods, professional integrity, and positivity. 
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• Learner Engagement: supports the learning engagement process throughout the time the 
learners are engaged on the course. 

• On an ongoing basis, engages in relevant and timely continual professional development. 
• Programme Development: collaborates with the Design and Development team as required 

to update module content and assessment materials as appropriate, subject to approval (see 
policy 3.2 program content update). 

• Collaborates with the Design and Development team as required to engage in new 
programme or module development as required. The Programme Lead is generally a tutor. 

• Policies and Procedures: Assists in the development of policies and procedures in relation to 
programme delivery as required. 

• Engages in various committees and other meetings as an SME, as required. 
• Collaboration: Cooperates as part of a team to create and deliver programmes, ensuring 

maximum quality of the programme and the delivery processes. 
• Contributes to programme reviews and completes the Tutor Feedback form. 

3.9 Sales and Marketing 
This includes the promotion of Cenit College programmes and those programmes where Cenit College 
is a second provider or as a partner. Additionally, it also includes compliance with 1st provider/partner 
QA processes in programme marketing. 

Digital Marketing and Communications Co-ordinator 

• Reports to the Head of Business Development. 
• Works with the Head of Business Development on marketing campaigns for all programmes 
• Respond to all course/programme enquiries. 
• Review the CRM database and analyse all sales data in order to gain insights and develop 

future campaigns. 
• Note: The sales and marketing strategy in compliance with the new programme development 

validation requirements is managed by the Head of Business Development.  

3.10 Assignment of tutors and support staff to the programme 
The process of assignment of tutors and support staff to the programme is as follows: 

• All employed Tutors along with their area of expertise is held systematically within the Cenit 
College. Tutors are selected for each module based on the following criteria: 

o Experience 
o Academic qualifications 
o Pedagogical qualifications 
o Skills match to the module in question 

• Tutors may be existing employees of Cenit College or may be part of an expert tutor panel and 
as such, are required for relevant programmes or modules.  

• The Training Delivery Manager is responsible for the scheduling of tutors who are members 
of staff to ensure there is no conflict in their teaching/other job role commitments.  

• Communication is sent to the tutor (via email) assigning them to the module, along with the 
module specification, date, time and hours of their teaching. This communication is sent via 
email. This is done as far in advance as possible. 

• For contracted staff, communication is sent via email seeking their availability for a 
programme or module. This is done as far in advance of the commencement of the 
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programme. If the tutor is available, then they will follow the same process as the currently 
employed staff tutor.  

Support staff are permanent employees of the Cenit Group and will be assigned the 
programme/module through formal communication channels, with details of their duties and 
compliance dates/times. Where relevant, the supporting staff names will be visible to the learner.  

3.11 Allocating Physical Resources 
Prior to the commencement of the programme, appropriate physical and IT resources must be 
allocated to ensure effective and efficient delivery. These requirements are identified during the 
programme development phase and include suitable classroom facilities, fixtures and fittings, and any 
additional equipment needed to support the programme. 

Prior to programme commencement, the Operations Manager is responsible for ensuring that all 
required resources are appropriately allocated and in place to support delivery. Any additional 
resources identified during the preparation phase must be approved in advance by the Finance 
Manager, with clear justification outlining the purpose, location, and associated costs. 

Where required, reliable broadband connectivity must be available on site. Existing connections 
should be confirmed as operational, and new installations arranged where necessary. 

All relevant software must be installed on applicable IT devices and tested to ensure full functionality. 
Similarly, all equipment must be checked to confirm it is in proper working order and suitable for use. 

The Operations Manager will verify that all resources have been prepared and are fit for purpose, with 
final confirmation completed in collaboration with the Programme Lead. 

All resources must be fully allocated, tested, and operational prior to the start of the programme. 

3.12 Programme Delivery 
Cenit College delivers programmes that have been validated by QQI or another relevant awarding 
body. Additionally, Cenit College may from time to time deliver non-accredited programmes as 
requested by clients. These are typically tailored for continuous professional development purposes. 
If a programme has recently gone through the validation process it will naturally progress to the 
delivery stage.  

1. Where a programme is being delivered for a 3rd party then a signed agreement (SLA or 
contract) must be completed. 

2. The Head of Training will: 
o Collaborate with the Training Delivery Manager to assess staffing requirements and 

communicate to a staff member their assignment to the programme.  
o Assign a programme lead to the programme. 

3. The programme co-ordinator will: 
o  Review the resources and then sign off once resources are allocated as per the 

checklist.  
o Prepare a programme review and upload to the administration system. This will also 

be communicated to the tutors, no less than 10 working days prior to the 
commencement of each programme. 
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4. The tutors will prepare their teaching material using the programme specification as a 
guideline. For blended/online this may mean recording video, audio, and other online content 
such as quizzes etc. This will be led by the Design and Development team through 
storyboarding. 

5. Delivery commences at registration. Learners complete the Cenit College registration form, 
which is stored on the administration system. Online learners complete an electronic form, 
with data automatically recorded on the LMS. 

6. Throughout delivery the Tutor will conform to the Cenit College policies on Teaching and 
Learning. These are detailed in Policy 5.1 Teaching and Learning. 

7. Any issues arising during programme delivery will be communicated by the tutor or programme lead to 
the Operations Manager or Head of Training via email, outlining the issue, its impact, and proposed 
resolution. Where issues are significant and directly affect tutors, the programme lead may arrange a 
face-to-face meeting. 

8. All staff involved in the delivery or support of the programme will have an opportunity to 
provide feedback and suggestions for programme improvements. This is achieved through the 
Tutor Feedback form, weekly team meetings, informal 1-1s. Tutors and Support staff are 
required to complete these forms and submit them to the programme lead. Furthermore, 
Tutors and support staff have the opportunity to attend the post programme review meeting 
to expand upon any of their suggestions. These feedback forms will be analysed by the 
Training Department Managers and a report prepared for the Programme Review meeting. 

9. Monitoring, reviews, and evaluations will take place in accordance with Cenit College 
Monitoring, Review and Self-Evaluation Policy and as outlined in our QA document. 

10. Programme resources are monitored throughout all phases of delivery. Tutors oversee 
supplies and IT requirements, while the Programme Coordinator monitors staffing and 
physical resources through formal and informal feedback. Any additional financial 
requirements are escalated to the Operations Manager and Head of Training for review. 
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Figure 1.2  Programme Delivery Process 
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3.13 Learner Admission, Progression and Recognition Policy 
The awarding body validation pack will include all the entry, progression, and recognition of prior 
learning (RPL) criteria. Please refer to the College QA 3.3 Learner Access, Transfer and Progression 
policy that includes RPL. 

3.14 Assessments and Feedback  
Assessment and feedback are integral components of programme development, as they ensure that 
learning outcomes can be effectively measured and supported. By aligning assessment design and 
feedback processes with the QA6.1 Assessment of Learners Policy at the development stage, Cenit 
College ensures consistency, quality assurance, and an effective learner experience throughout 

programme delivery. 

3.14.1 Assessment Design 
Assessment design and implementation for all programmes will be determined during the programme 
development phase and must align with the requirements set out in the QA6.1 Assessment of Learners 
Policy. All assessment methods, tools, and criteria will be appropriate to the intended learning 
outcomes, ensuring validity, reliability, fairness, and consistency. The Programme Lead, in 
collaboration with the Operations Manager, will ensure that the necessary resources, systems, and 
processes are in place to support effective assessment delivery prior to programme commencement 

3.14.2Feedback  
Feedback processes are also planned at development stage to ensure there are clear mechanisms for 
providing timely, consistent, and constructive feedback that supports learner progress and 
achievement.  Following assessment, timely and constructive feedback will be provided to learners in 
line with the principles outlined in the QA6.1 Assessment of Learners Policy. Feedback will be clear, 
relevant, and designed to support learner understanding, highlight strengths, and identify areas for 
improvement. It will enable learners to reflect on their performance and, where appropriate, inform 

progression and future learning. 

3.15 Programme Review  
All programmes are subject to ongoing monitoring and periodic review to ensure continued 
alignment with organisational standards, learner needs, and external requirements. 

Ongoing Programme Monitoring 
 Programmes are reviewed on a quarterly basis by the Programme Board. This includes all 
programmes delivered within the reporting period, as well as those with continuous intake. The 
purpose of this review is to evaluate programme effectiveness, learner outcomes, and overall quality 
of delivery. 

Programme review is informed by a range of data and feedback, including: 

•  learner feedback 
• assessment outcomes 
•  tutor reports 
• completion and achievement rates 
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•  employer input where applicable 

Each programme is reviewed in two ways. 

1. The programme board will meet on a quarterly basis and review all programmes completed 
within that quarter. For programmes where there is continuous intake (i.e. online) these are 
also subject to a quarterly review. 

2. Periodic review (and revalidation) of programmes. 

One of the most important mechanisms for programme review is the learner feedback forms. 

Quarterly Review of Programmes 

There are three phases to a programme review. 

1. Review Planning 
2. Review Meeting 
3. Review Follow-up 

 
1. Review Planning 

This will be completed by a team consisting of the Head of Training, Programme Lead and other 
relevant staff and learner representative. It will contain an overall review of the programme with 
any recommendations for improvements being made.  

a. Head of Training prepares the review schedules with the Programme Lead. 
b. Head of Training prepares the agenda for the programme review meeting and 

confirms the date, time, and location with the review team. 
c. All relevant reports are gathered by the programme Co-ordinator – this includes the 

provisional exam results report. 
d. The programme co-ordinator completes the programme review report, with a 

contribution from the programme lead. This report will be considered by the 
Programme Board when devising the overall annual monitoring and review report. 
 

2. Review Meeting 
a. The review meeting consists of. 

• Head of Training (Chairperson) 
• Programme Lead (Secretary) 
• Programme Co-ordinator 
• Tutors 
• Learner Representative 

b. The following reports and results are analysed at the programme review meeting: 
i. Programme Review Report 

ii. Completion/Pass rates 
iii. Tutor Reports 
iv. Self-evaluation reports 
v. Feedback (formal and informal) 

vi. Learner surveys, employer comments 
c. The programme lead is required to complete the report, arrange for the receipt of all 

information and statistics/data. This is then submitted to the Programme Board at the 
agreed date. 
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d. Minutes of the meeting are taken at the programme board. 
e. The Programme Board is tasked with determining the action plan (Programme 

Improvement Plan) for the programme management and enhancement based on the 
report. 

f. Programme Improvement Plan (PIP) is prepared. Cenit The Head of Quality will 
provide the Programme Improvement Plan template for this. 

g. Both the Report and the Programme Improvement Plan are submitted to the QA 
Committee for their consideration. 

h. The QA committee will: 
i.  examine the report and PIP. It will highlight any areas the programme board 

have not identified. 
ii. Discuss the strengths and weakness of the programme. 

iii. Consider the actions that have been identified by the programme board. 
iv. May suggest further actions. 
v. Make a recommendation to the Academic Committee and possible further 

actions they have identified. 

Minor Programme Improvements 

Minor programme improvements can be made without the consent of the Academic Committee and 
can include the following. 

• Changes to the content that does not impact upon any changes to the 
module/programme. 

• Minor changes that do not affect the programme aims, objectives or learning 
outcomes. 

• Changes to the assessment methods of a particular module (for example changes 
to an assessment instrument for a specific module of a programme) as long as this 
change is consistent with the programme aims, objectives, outcomes, and 
schedules. These changes will be reflected in the PIP. 

Significant Programme Improvements 

Should recommendations be so significant that they require urgent attention, a special interim 
monitoring report will be compiled and reviewed by both the Programme Board who will forward 
these recommendations to the Quality Committee for considerations. The Quality Committee will 
then make recommendations to the Academic Committee for implementation of these changes. 
These changes might result in a revalidation of the programme. 

3. Post Review Follow-up 
a. At their meetings the Academic Committee will review the report and programme 

improvements plans that have been devised in the period since the last meeting, 
along with any recommendations that have been made by the Quality Committee.  
the minutes of the programme board and Quality Committee meetings will also be 
reviewed. 

b. The Programme Board is responsible for overseeing the implementation of the PIP.  
Items are marked with a priority level. The Head of Training/Programme Lead will 
report its progress to the next QA Committee meeting via a report. This report will 
detail both competed and non-completed items. 
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c. The Head of Training and the Head of Quality will ensure any recommendations made 
by the Academic Committee are carried out. 

Periodic Review of Programmes 

The second review is the periodic review (and revalidation) of programmes.  This will ensure that the 
programme still meets the learning needs, government policy, needs of the job market, technological 
advances and so forth.  Should any changes be required as a result of this review, they need to be 
approved by the Academic Committee and ultimately will be instrumental when the time comes for 
programme revalidation. More details on Programme monitoring and review are contained in the 
Programme Review and Revalidation policy (policy no. QA11.2) 

Blended/Online programmes. 

Where programmes have a continuous intake (e.g., blended, or online programmes), interim reviews 
will take place on a quarterly basis with an annual programme monitoring and review taking place at 
least once per year. Despite the timing difference in reviews, all programmes will follow the same 
review process. All blended learning programmes are subject to the annual and the periodic review 
process. 

 

Figure 1.3 Programme Review Process 
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Figure 1.4 Programme Review Process (in detail) 

Review Planning Review Meeting Post Review Follow-up

Training Manager
prepares Review
Meeting Agenda

Programme Lead prepares
Programme Review

Report

Programme Lead
gathers all reports

Programme Review
Meeting commences

Meeting members: Training Manager, Programme
Lead, Tutors, Learner Representatives

Training Manager
prepares review
schedules with

Programme Lead

Reports are analysed

Meeting Minutes
taken

Report & Programme
improvement Plan (PIP)

prepared

Academic Committee
Approval &

Recommendations

implementation of
PIP

Minutes, Report &
PIP considered by  QA

Committee

Recommendations &
further actions to

Academic Committee



 

22 
 

3.16 Protection of Enrolled Learners (PEL) 
Protection of Enrolled Learners is a legal requirement by QQI. Should a programme cease prematurely 
for various reasons, the provider must put in place an arrangement whereby the learners will be able 
to complete the programme with another provider or obtain a refund.  

See QA 3.7 Protection of Enrolled Learners (PEL) policy.  

4 Monitoring and Review 
Cenit College will monitor and review its policy on the update, development, and management of 
programmes through the following mechanisms: 

Academic Committee 
• Provides institutional oversight through:  

o Review of Programme Review Reports 
o Review of the Annual Evaluation (EA) Report 
o Ensuring recommendations and actions arising are implemented and tracked 

 
Head of Quality 

• Monitors implementation of this policy as part of the annual Quality Assurance (QA) audit. 
• Oversees QA policies and processes at programme and course level and provides consolidated 

feedback from QQI expert panel group to Programme Reviews. 
• Reviews:  

o Learner feedback (via Learner Feedback Forms) 
o Employer/industry feedback 
o Learner attendance and engagement reports 

 
Head of Training 

• Monitors programme performance through key performance indicators (KPIs), including:  
o Learner intake 
o Progression rates 
o Certification/achievement statistics 

 
Instructional Design Team 

• Ensure ongoing monitoring at programme level through:  
o Post-validation review of programme design and development following each new 

programme validation 

o Consideration and actioning of feedback from QQI Expert Group / Validation Panels 
 

Programme Lead 
• Analyze learner feedback forms and provide reports to programme review committee 
• Analyze Employer/industry feedback forms and provide reports to programme review 

committee 
• Monitor learner attendance and provide reports to programme review committee 
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5 References and Related policies 
• QA2.1 Documented Approach to Quality Assurance 
• QA 3.3 Access, Transfer and Progression. 
• QA 3.7 Protection of Enrolled Learners (PEL) policy 
• QA6.1 Assessment of Learners policy 
• QA11.1 Self-evaluation, monitoring and Review 
• QA11.2 Programme Review and Revalidation 

 

6 Version Control 
Version Date Description Originator Approved by 
Version 1 20/01/2022 

28/03/2024 
• Initial Policy Approval 
• QQI Approval 

QA Academic Committee 
QQI 

Version 2 27/04/2026 
 

Policy formatted to standardised College 
format. 
Whole policy update references to Senior 
Management now Senior Leadership and 
roles such as Training manager and 
Quality Manager to Head of Training and 
Head of Quality. 
Section 1.2 clearly indicates who the 
policy owner is. 
Section 1.4 Added non-accredited 
programme to this section 
Section 1.5 Statement updated 
Section 2.2 & 3.23 updated staff roles to 
Curriculum Designer(s) Design & 
Development Project Manager and 
Instructional Designer 
Section 3.3 step 1 removed. Programme 
Management and Staffing 2 bullet points 
removed (repetition) 
Section 3.7 updated  
Section 3.11 first paragraph reworded to 
align with operations manager role 
Section 3.13 Text removed that is not 
applicable to this policy 
Section 3.15 changes to entire section 
Section 4 – Monitoring and review 
updated to reflect current organisation 
structure  
 
 

Head of 
Quality 

Academic Committee 
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