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1.
INTRODUCTION
Vocational training and employment of people with disabilities, for the open labour market, is the responsibility of the Department of Education and Skills (DES). Administration of this responsibility has been assigned to Education and Training Boards (ETBs).  

ETBs support Specialist Training Providers (STPs) in the provision of learner- focused training and related services, to assist individuals to enter or re-enter the labour market. STPs address the identified training needs of people with disabilities who are experiencing exclusion and labour market disadvantage.
These Operating Guidelines are a key component of the commitments entered into by STPs when they sign an Agreement to Collaborate for Provision of Specialist Training Programmes with ETB.
In addition to compliance with the Operating Guidelines STPs are also required to be fully conversant and compliant with the ETB Transition Quality Assurance System (TQAS), which has been established to reflect the current requirements of the Qualifications and Quality Assurance (Education and Training) Act 2012.
1.1
ETB Policy 

It is ETB policy to facilitate a partnership and collaborative approach with STPs who, under the Agreement to Collaborate with ETB, give an undertaking to offer vocational training programmes as defined in Section 3 to meet the needs of people with disabilities.

ETB’s Agreement to Collaborate for Provision of Specialist Training Programmes, STP Business Plan and these Operating Guidelines detail the requirements and procedures that apply to all STPs.
ETBs engage with STPs to provide vocational training programmes, which target the needs of people with disabilities, within the pre-existing allocation of training places. All future developments regarding such allocations for this population will be evaluated on the basis of need within each region and future departmental and ETB policies.

ETBs are committed to the provision of training programmes that are delivered to the highest standards and are relevant to the identified needs of learners.

Key requirements are that:

· all ETB-funded training programmes will be delivered in accordance with TQAS requirements.

· all ETB-funded training programmes will be approved in accordance with ETB policy and procedures.

· all participants will be recruited through ETB and the Department of Social Protection (DSP) giving them access to the full range of training options.
· provision and allocation of resources will reflect changing labour market and learner needs.

· providers will achieve targets specified in their business plan
· providers will adhere to specified ETB reporting arrangements.

· STPs will implement the ETB Transition Quality Assurance System (TQAS).
To ensure that the training provided is relevant, STPs must undertake a comprehensive analysis of the needs of unemployed people with disabilities within their community, the levels of unemployment and the potential labour market or progression opportunities that may be available to learners on completion of their training.

In advance of the completion of any one STP programme, STPs are required to provide the ETB with a review of all activity undertaken during the period of the Agreement.  This process is facilitated by submission of STP Statistical Returns Form on a quarterly basis. These documents are in turn appraised by the ETB to ascertain whether the STP has performed effectively and achieved the agreed objectives as stated in their business plan.  This review will ensure that the STP remains relevant to the needs of the target learners and labour market, and optimises the deployment of STP resources. The outcome of this review process, as well as the availability of sufficient budget and numbers of learners, will inform decisions made by the ETB regarding continued engagement with any individual STP.

1.2
Programme Delivery through Utilisation of Second Training Providers

The STP may not sub-contract any portion of training without prior written approval of ETB management. In such circumstances the STP will provide:
· evidence of consistency of approach across all strands of STP training provision
· evidence that the STP utilise second training providers who meet specified ETB training provision criteria
· evidence that the STP provides agreements for training which clearly document: 

a) the agreement between first and second training providers with regard to their respective areas of responsibility

b) the arrangement agreed between first and second training providers with regard to reporting requirements

c) agreed monitoring arrangements for the duration and evaluation of the training provision as specified.
1.3
Why Specialist Vocational Training?
Precise need and resulting 'special' provision required will vary from individual to individual learner with any form of impairment. However, some people with disabilities, because of the nature of their impairment, may have needs that would not be met through non-specialist vocational training provision.  

Key additional features of specialist vocational training include:

· additional training duration
· adapted equipment

· transport arrangements

· enhanced programme content

· trainer-learner ratio

· qualifications of staff
· additional opportunities for assessment

· individualised approach.
1.4
Training Needs

In general, there are three broad types of needs that are addressed and met through specialist training provision. These are:
· needs relating to access 

· needs relating to training content and duration

· non-occupational training-related needs.
1.4.1
Needs Relating to Access Barriers
These are needs that are to do with getting the potential learner into an appropriate training situation, from which s/he may participate in, and benefit from, essentially the same training provision as a non-disabled peer. 
Specialist training centres remove or overcome barriers which, in other training environments, learners with disabilities encounter disproportionately. The removal of access barriers may involve physical support, or the provision of special aids or adaptations for people with disabilities. It would also include a supportive environment that maximises opportunities for learners.

Alternatively, access-related needs might involve preliminary or extra training to put the learner with a disability in the same ‘starting position’ as others. This might include:
· longer duration in training

· numeracy and/or literacy training for learners with an intellectual disability

· low vision, mobility and Braille training for learners who are partially sighted or blind

· sign language provision for learners who are deaf.

1.4.2
Needs Relating to Training Content and Duration

These are needs, requiring support, which are such that a learner would be unable to benefit fully from training on the same basis as their non-disabled peers, even if appropriate physical support is made available. These supports include:
· additional assistance during training for people with emotional and/or behavioural difficulties

· the provision of trainers who are trained to meet the needs of people with disabilities

· the need for a longer period of training

· an individualised approach to the training curricula

· additional support modules, for example, personal effectiveness, managing disability, and self-advocacy

· work preparation, including extra or different training in job-search skills, personal presentation, etc.

1.4.3
Non-Occupational Training-related Needs

These are needs in the absence of which the learner may be unable to benefit fully from vocational training, for example additional help for a person with mental health difficulties in managing his/her medications, or learning to manage personal finance for a person with an intellectual disability. Other non-occupational training-related needs might include travel training or learning to reside in rented accommodation. 
1.5
Access, Transfer and Progression 
In order to address the diverse needs of learners and in the context of the National Framework of Qualifications and the ETB TQAS, STPs will:
· ensure access for the learner to programme information in relation to 

· programme content
· programme structure (entry and exit points)

· programme duration

· award title, level on the National Framework of Qualifications (NFQ) and awarding body

· programme entry requirements
· assessment

· programme adaptations and learner supports available
· transfer and progression opportunities agreed for the award at national or local level

· mechanisms for giving and receiving feedback on the learning progress
· fees, grants, and associated regulations where appropriate

· protection of learners policy

· ensure the availability of general information in support of the learner, which facilitates successful programme participation in relation to:
· services and how to access them
· health and safety

· learner rights and responsibilities
· learner grievance procedures

· issues or events of relevance to learners

· provide the learner with programme entry requirement details:
· a statement of entry requirements to the programme

· details of how programme places will be allocated

· advice, where appropriate, to assist the learner make informed programme selection choice

· details of available supports and accommodations

· details of appeals mechanisms pertaining to refusal of access to programmes
· a statement of arrangements for Recognition of Prior Learning (RPL) for each training programme
· inform the learner of arrangements in relation to RPL for the purpose of entry to programmes, exemptions from all or part of the programme, and access to an award

· facilitate diversity by ensuring that

· information supplied will be in the format appropriate to the learner

· adaptations and learner supports will be made available in keeping with programme objectives in relation to selection procedures, entry requirements, and programme content and delivery
· promote social inclusion through provision of supports for learners with disability, and development of interventions to address barriers to learning caused by literacy problems, disability, and where English is not the learner’s first language.
2.
THE AGREEMENT

The Agreement to Collaborate for Provision of Specialist Training Programmes consists of the:

· body of the Agreement which details the overall terms and conditions

· annual schedule for the agreed programme(s)

· business plan

· Operating Guidelines for STPs.

The Schedule and Operating Guidelines and business plan will form an integral part of the Agreement to Collaborate, detailing the specifics of each STP.

On receipt of business plan and relevant documentation two copies of the Agreement will be issued by the ETB.  The STP will sign both copies retain one copy for their own files and return one copy to the ETB
The term covered by the Agreement is for one year only. Renewal of the Agreement will be determined by the ETB, having regard to:

· level of demand

· funding available

· compliance with the terms, conditions and attachments of the previous Agreement

· achievement of business plan objectives.
3.
TRAINING DELIVERY ARRANGEMENTS

3.1
Organisational Status 

All STPs must be or a component part of a legally incorporated entity with a non-profit making structure, whose objects promote activities that are beneficial to the target client group. Examples would include being a component part of an Industrial and Provident Society or Friendly Society, or a company limited by guarantee not possessing a share capital, prior to the commencement date of the Agreement to Collaborate. The second provider is obliged to maintain this legal structure for the duration of the Agreement to Collaborate.

The STP must submit a copy of its Certificate of Incorporation or Certificate of Acknowledgement of Registration (in the case of Industrial and Provident Societies or Friendly Societies) to the ETB prior to the commencement date of the Agreement to Collaborate.
Each STP will have a board of directors/trustees/authorised officers or members.

The legal entity will appoint a management committee or an authorised individual with responsibility for the day-to-day running of the STP. The names of the members of the management committee or authorised individual responsible for the STP must be made available to the ETB, and any subsequent changes should be notified in writing to the ETB.

One person must be nominated to liaise between the legal entity and the ETB.
3.2
Programme Development, Delivery and Review
In the development, delivery and review of training programmes STPs will adhere to the ETB TQAS policy and procedures. 
3.3
Standard for Training and Development for People with Disabilities 
The ETB TQAS is a mechanism embracing all the processes and procedures needed to provide an effective training service and it specifies, inter alia, the following: 

· policy standards

· service standards

· management standards

· financial standards 

· quality assurance system standards.
The ETB TQAS is to be used by each STP as an integrated and integral part of the way in which it provides its training programme(s).

The ETB will require STPs to be in compliance with ETB TQAS policy and procedures. STPs should engage with ETB local management for support and assistance with this process.

3.4
Training Design and Delivery

Specialist Training Providers will:

· review with the ETB annually the outcomes achieved in the previous year, for example, job placement, progression, certification, achievement of business plan objectives, etc.

· review with the ETB the local training provision and agree the programme title, modules, duration, training places, targets for job placement, progression and certification for each programme 

· submit a Training Proposal to the ETB for each new programme, a minimum of two months prior to the proposed start date (Appendix 10.2) 

· ensure that each training programme provided has a Training Programme Specification (TPS) in accordance with the ETB TQAS which has been approved and signed by ETB management and a Training Standards Officer (TSO). 
· ensure that the ETB TQAS serves as the design basis for all training programmes including pilot programmes 

· ensure that each on-the-job training programme has an Individual Training Specification (ITS) (Appendix 10.3) 

· utilise the ETB TQAS for programme delivery.

3.5
Programme Delivery Type 
Specialist vocational training programmes for people with disabilities may be delivered in three ways: 

3.5.1
Centre-Based Training (CBT)
Centre-based training will generally require that learners be trained in a dedicated training environment in line with business plan objectives. This training will be supplemented by a period(s) of work experience external to the STP (as per approved TPS). 

3.5.2
Employer-Based Training (EBT)
Employer-based training is certified training through which learners are trained for employment by the employer in a company-based setting. Training is provided in specific work skills, both practical and personal, in an on-the-job setting using both workplace and directed training, with provision for off-the-job inputs where required.  
The ratio between on-the-job and off-the-job elements will reflect individual learner and company needs. The requirement for time spent off the job will reflect the skills, knowledge and competence certified, and will be between 20% and 60% of the total programme duration. This may be achieved by block or staggered release, dependent on learner needs. Where appropriate, prior consultation with unions should be included and key workers trained in disability awareness.
Where employer-based training is provided, the training provider shall document procedures for its selection of Host Companies. These procedures shall take into consideration

· the Host Company’s capacity to meet the identified needs of the learner as established in the ITS

· the assessment of the commitment and occupational expertise that exists in the Host Company to deliver this type of individual training programme.

When selecting Host Companies, the STP must, in keeping with the terms of the Agreement to Collaborate, ensure adequacy of insurance provision for the learner at the Host Company. It must also satisfy itself that the Host Company has a Health and Safety Statement and the capacity to designate a person to assume responsibility for the training delivered in the workplace.

3.5.3
Blended Learning (BL)
Blended learning is training through which learners are trained in a location remote from the centre and involving occasional group seminars at a central location in line with business plan objectives.
Communication with the training provider is generally via the telephone and online digital connections. This is supplemented by home tuition by the trainer.

3.6
Programme Levels

In general, the level of award offered by STP programmes ranges from NFQ Level 3 to NFQ Level 5 major awards.
3.7
Suitability Assessment Programme
A Suitability Assessment Programme, for learners who require it, of up to three months’ duration, dependent on individual learner needs, will be conducted on commencement of training. This will form the initial part of the Introductory Skills Training period, during which learners will be assessed regarding the areas of training and open labour market employment to which they are most suited.
3.8
Introductory Skills Training (IST)
Introductory Skills Training is primarily developmental in intent, and facilitates an individual learner to sample a number of vocational modules. 
3.9
Specific Skills Training (SST)
Specific Skills Training focuses on the development of specific vocational skills, knowledge and competence in one vocational area, and is normally certified by QQI.
3.10
Programme Duration

The specific duration approved by the ETB for specialist vocational training programmes will be influenced by a number of factors, e.g. the specific needs of the target learner profile, content, certification and delivery mechanism.

Introductory Skills Training will normally have an approved programme duration of a maximum of 18 months. Specific Skills Training will normally have an approved maximum duration of 24 months. Total training duration for IST and SST combined will normally not exceed 42 months in total. 
In exceptional circumstances where an extension is required for either of the above (IST or SST) a detailed submission with individualised training plan(s) will be submitted by the STP for ETB approval. 
It is expected that appropriate recruitment/assessment and utilisation of appropriate training methodologies will result in shorter training durations. 
In all cases the Agreements to Collaborate period will not exceed 12 months duration.
An Individual Learning Plan (ILP), which is required for each learner, provides a customisation and review mechanism so that the specific needs of learners can be adequately addressed.
3.11
Assessment and Certification 
All Specialist Training Providers will:
· provide evidence of compliance with the ETB TQAS
· operate a standards-based learner assessment system for each module of the training programme(s)
· ensure that all certification systems offered to learners are both appropriate and relevant and, where available, nationally recognised. Certification should be at a level appropriate to the level of training on offer to learners and should also be relevant to the programme content, training objectives and anticipated training outcome(s)
· be approved by the ETB TSO.
The ETB will ensure that all STPs utilise a systematic approach to monitoring, assessment, recording and evaluation of learner achievement as required by the ETB TQAS.
Arrangements for presentation of certificates must be agreed with the ETB.
3.12
Progression
Where learners wish to progress from ETB-funded Introductory Skills Training (IST) to Specific Skills Training (SST), the progression criteria specified in 3.12.1 apply.

Progression from IST to SST implies that the learner is moving to training where the level of skills, knowledge and competence required in a specific vocational area is higher than that previously experienced.  

Because the learner has already spent a period in IST, or its equivalent, the learner must have attained the additional capacity necessary to make the move to higher level training with a reasonable chance of success. The objective way in which to measure this acquisition of additional capacity is by the use of accredited training modules.  

QQI and other relevant awarding bodies have specific requirements in relation to what certification is required at IST level to facilitate progression to SST, and these must be adhered to and built into the design of IST programmes. 

3.12.1
Progression Criteria 

1) Achievement of the programme objectives as stated in the TPS:
On completion of the programme, learners must have attained the skills, knowledge and competence as stated in the aim and objectives of the IST programme. 
2) Achievement of the requirements stipulated by QQI in order to allow entry to SST programmes:
The relevant awarding body for SST and IST programmes is QQI and the progression requirements for these programmes should be clarified when designing SST and IST programmes.  
3) Suitability of the higher level programme proposed: 
The proposed programme should be in accordance with identified learners’ needs and abilities, with a view to their achieving maximum benefit. The ETB must be satisfied that the higher-level programme matches these needs and abilities, as well as learners’ expectations and preferences. 

3.13
Outcomes

The training provided is intended to give the target group skills, knowledge and competence that will increase employment and career prospects as well as facilitate progression to further education, training and employment.  

The targets for progression, placement and certification, as detailed in the Schedule of the Agreement to Collaborate, and in line with business plan objectives, will provide the basis on which outcomes will be measured and monitored. Outcomes will therefore be measured on the basis of those learners completing the programme in a given year.
The term ‘Placement’ is used to define any employment. This can include:

· full-time employment – over 20 hours in the open labour market

· part-time employment – less than 20 hours in the open labour market

· casual employment 

· temporary employment

· paid employment under supported employment, in an integrated setting with ongoing supports in the open labour market

· employment in an enterprise specifically for the employment of people with disabilities and which is in receipt of special funding from the State

· self-employment.

Open labour market refers to work that would be done by another member of the workforce. Work performed must be compensated with the same benefits and wages that other workers in similar jobs receive for the same number of hours, including any subsidies. This includes sick leave, annual leave, bonuses, training opportunities, and other benefits. The national minimum wage and relevant employment legislation must apply.
Progression is a term used to define particular routes for learners which lead to a positive outcome that consist of participation in further education and training programmes at a higher level on the NFQ.
Health and Social Gain: Each programme will be encouraged to produce health and social gain indicators for each learner on an annual basis.
Early Exits: Each STP will give a detailed listing of early exits and reasons for such early exits. If a high number of early exits are consistently recorded, a review will be undertaken by ETB management and the basis on which outcome targets are measured may be re-adjusted.

3.14
Staff Criteria 

The STP must employ suitably qualified personnel in such numbers so as to meet the needs of learners, in a manner consistent with the Agreement to Collaborate, Operating Guidelines and business plan objectives. Personnel performing specific assigned tasks must be qualified on the basis of appropriate education, training and/or experience, as required.

Trainers and tutors must be capable of delivering the programme or module(s) specified in the relevant Training Programme Specification(s) and Module Specification(s). They must also have an appropriate technical and pedagogical qualification prior to delivering any element of an ETB-funded training programme.
3.14.1
Pedagogical Qualification and Experience – Minimum Requirement

The trainer or tutor must have successfully completed one of the pedagogical programmes listed in the ETB Trainer Criteria Checklist for External Trainers (TQAS-8b-F17). The trainer or tutor must have post-qualification experience, delivering training to learners over a period of time, totalling two years or more of direct learner contact time.

Or

The trainer or tutor must be the subject of a development plan by the STP that includes on-going supervision and monthly evaluation by STP management for the duration of the programme. The development plan, consisting of programme syllabus and accreditation details, must be available for inspection by the ETB on request.
3.14.2
Professional Qualification and Experience – Minimum Requirement

The trainer or tutor must hold a recognised qualification in the particular discipline that (in terms of the National Framework of Qualifications) is at least one level above the module or overall programme certification that is being delivered, and have at least two years’ related professional experience in the discipline.

Or

The trainer or tutor must hold a recognised qualification in the particular discipline at the same level (in terms of the National Framework of Qualifications) as the module or overall programme certification that is being delivered, and have a minimum of three years’ related professional experience in the discipline.

Or

Where no recognised professional qualification exists for the programme, the trainer or tutor must have a minimum of seven years’ related experience in the discipline.

3.15
Recruitment of Staff
The STP must advise the ETB on the process to be adopted for the selection of staff, and must ensure that an objective marking system is in place for the conduct of interviews and that all records are retained. 

The STP is responsible for ensuring that the recruitment process reflects good employment practice and meets legislative requirements particularly in relation to employment of people with disabilities, including record keeping and freedom of information.

All staff employed must be provided with a current contract of employment and a detailed job description by the STP.

The STP must ensure that:

· all vacancies are publicly and openly advertised through DSP

· an equal opportunity statement is included on every recruitment advertisement

· staff recruitment processes and criteria are transparent and equitable and reflect a policy of equal opportunities

· all records created in the process of recruitment are subject to the Freedom of Information Act

· staff selected have the required knowledge, skill and competence to fulfil their role in or on behalf of the organisation

· induction training programmes are completed by all new staff members

· all trainers or tutors receive a briefing on the TQAS.
The ratio of learner to trainer that will apply in the vocational training programme(s) must be indicated in each Training Programme Specification. To ensure full learner benefit and effective training, the following ratios should be maintained (subject at any given time to a tolerance of 20% above):

	Programme Level 
	Learner : Trainer Ratio

	Introductory Skills Training
	
10  :  1

	Specific Skills Training
	
12  :  1


3.16
Recruitment of Applicants 

The target group for STPs comprises unemployed people with disabilities, in receipt of a disability payment or in possession of a letter from their doctor, who are aged over 16, and are deemed by DSP and the ETB to require the additional supports that STPs provide. These supports include qualified trainers, individualised training plans, self-advocacy, independent living skills and accessible facilities, etc. 
The STP must ensure that all potential learners are eligible for inclusion in this designated target group, and all learners must be approved by a DSP officer and registered with the ETB.  
The STP must, if requested by the ETB, interview and select the learners, with priority accorded to DSP referrals, and in line with selection criteria as stipulated by the ETB. Records of the interview and selection process must be maintained by the STP.

The learners selected for the programme are agreed with the ETB and offered a place. The STP must not invite any applicant for interview or disclose to any person the outcome of any application or interview, unless requested to do so by the ETB.

The STP must ensure that a Learner Start Form is sent to the local ETB office within three days of the learner beginning a programme. Learners will be registered as per regional procedures.

Should the STP not be able to provide the programme to the learners referred, the STP must refer the learners back to the referring DSP officer.
3.17
Records

All records kept should be retained for a period of six years and the current year and made available to the ETB when requested.

3.17.1
Daily Attendance Records

The STP must ensure that a learner daily attendance record is maintained, regardless of the programme delivery type. If this is kept manually, each learner must sign it at start and finish times. A time clock or electronic attendance system may also be used to record attendance.

Hours of Attendance:

Minimum full-time attendance – 30 hours







Part-time – 20 hours or less
The training year consists of 261 days, inclusive of public holidays and annual leave. The attendance figures must be available for inspection as required. 

3.17.2
Individual Training Records

Training records for each learner must be maintained and should contain

· personal information
· essential medical information as appropriate, for example details of any allergies or current medication and any related side-effects
· education background and level of attainment
· relevant social and/or psychological information as appropriate
· vocational assessments
· record of progress in training
· individual training plan
· certification records and assessment of attainment of additional training objectives
· record of outcome(s) after programme delivery.
3.18
Leave Arrangements
Annual leave will be arranged between the trainer and the learner in a structured manner and must be taken in blocks, e.g. Christmas, Easter and summer. Annual leave must not exceed 25 days in any one year of full-time training. Short duration programmes will have pro rata leave arrangements.
Responsibility for monitoring learner attendance rests with the STP. As is current practice, where repeated learner absences arise this should be discussed with the learner, and where necessary an advocate, and brought to the attention of the local ETB officer. Action appropriate to the needs of all concerned can then be taken. 

All STPs must adhere to the ETB policy in relation to dealing with learner absence, which is contained in the ETB Policy on Learner Absence and Sickness.
The procedures used must be made available to learners, and if necessary an advocate, in an accessible format. Any leave or learner absence must be recorded using an appropriate system of tracking and records must be available for inspection by the ETB.

3.19
Sick Leave
Where a learner incurs certified sick leave of more than 20 days over a four-month calendar period, a review with the ETB officer will take place with a view to developing an appropriate exit strategy. The onus is on the STP to initiate this review. A Learner Finish Form should be completed and submitted to the ETB officer. When the learner is deemed ready to resume the programme, a Learner Start Form must be completed and submitted. The ETB will continue to pay the training allowance for 20 days’ certified sick leave. 
3.20
Suspension or Dismissal

All STPs must adhere to the ETB policy in relation to dealing with disciplinary matters, which is contained in the ETB Policy on Learner Code of Conduct Infringement Process. 

The TQAS outlines the rules, regulations and standards of behaviour expected from learners in an ETB-funded training location or environment. 

STPs may have additional rules and regulations that may be added to these guidelines in agreement with the ETB officer.

STPs must inform the ETB, as set out in the Learner Code of Conduct Infringement Process, in all instances where a learner is the subject of a disciplinary process.  

3.21
Termination

A Learner Finish Notice (Exit Form) must be completed and submitted immediately to the ETB for all learners who leave the programme.

3.22
Learner Feedback

STPs must facilitate and encourage the involvement of learners in all key aspects of their training. In order to facilitate learner involvement, procedures to encourage, foster and promote learner self-advocacy, thereby reducing learner dependency, should be developed. 
Records of the outcome of all feedback processes must be made available to the ETB as per the TQAS.

4.
FINANCIAL ARRANGEMENTS 

4.1
General 

The STP has responsibility for the establishment and maintenance of accounting systems and policies that reflect best practice and meet all statutory requirements.

The STP must discharge its statutory obligations in respect of PAYE, PRSI, USC, VAT and all other relevant taxation and levies relating to the operation of ETB-funded training programmes. Full details of these obligations can be found at www.revenue.ie.
4.2
Accounts Records 

Proper ‘books of account’ must be maintained in respect of all financial transactions. Specifically, management is required to keep books of prime entry such as cheque payments, cash receipts book, payroll records, etc. in accordance with standard accounting practice. The totals in these books should be reconcilable with claims submitted to the ETB.

All financial transactions relating to work undertaken by STPs on behalf of the ETB must be segregated from other transactions.  
STPs must advise the ETB in cases where they are using ETB funding to match EU funds from another source. The ETB officer will then complete the Matching Funds Registration Form and Matching Funds Declaration and forward them to ETB management for signature and referral to the ETB ESF section.

Where the STP is participating in another exchequer-funded programme, the ETB must be notified in writing and care must be taken to avoid ‘double counting’.

Cash flows should be planned and managed so that adequate funds are always available. 
Books of account and all financial records must be available locally for inspection by officials of SOLAS the ETB, the Irish Audit Authority, the Office of the Comptroller and Auditor General, and European Union auditors. 

4.3
Learner Allowances
Rates applicable to ETB learners, as notified by ETB Management Accounts Section, will apply to all learners attending STP vocational training programmes. 

STPs are responsible for the weekly payment of the ETB Training Allowance. This will be reimbursed by the ETB to the STP on receipt of the ETB monthly claim form and Monthly Summary. 
A detailed learner cost return must accompany the request for reimbursement. This claim form will show the learner name, PPS number, date of birth, employer’s PRSI contribution (J9 rate @ 0.5% of Basic Training Allowance), the amounts of allowances and accommodation paid, and must be verified, e.g. signature or EFT. 
Learner travel costs are included in the per capita fee that is agreed nationally. 
New learners in receipt of Disability Allowance or Blind Person’s Pension will be required to complete Form DA 103 ‘Application for Payment of ETB Training Allowance’.  
This form will be dispatched to the DSP office in Longford, who will suspend the allowance. DSP will return the form to the STP, indicating the date the allowance was suspended and the amount of Disability Allowance or Blind Person’s Pension payable.  
DSP will restore payment of Disability Allowance or Blind Person’s Pension on receipt of Form DA 104 ‘Application for Restoration of Allowances on Termination’.

Forms DA 103 and 104, and further information, may be obtained through the DSP office. 
4.4
Income

Where income is derived from training activities it may be used as a contribution towards the replacement of plant, machinery and equipment and the maintenance/improvement of services, with the agreement of the ETB. It may not be paid to or shared amongst the learners, staff or management. All income must be included in the STP books of account and financial returns. 

4.5
Financial Returns 

On receipt of a request from the ETB a summary of the entries in the financial books must be sent to ETB management for each STP. This report should include the expenditure incurred for materials, trainer/instructor costs, staff costs, travel costs, staff training costs and overheads. Staff numbers should be supplied. From time to time, the ETB may request further financial information from STPs.

4.6
Year End

On receipt of a request from the ETB, STP management should make arrangements with their accountant to forward a copy of their annual audited accounts for STP-funded activity. 
4.7
Tax Clearance

A current Tax Clearance Certificate must be supplied to the ETB to cover the Agreement period, and must be returned to the ETB within a specified time as agreed locally between the ETB and the STP. Tax Clearance Certificates are obtained from the Office of the Collector General, Sarsfield House, Limerick. An application for tax clearance must be made on form TC1. 

4.8
Insurance 

The STP shall ensure that at all material times, there are in force adequate policies of employer's liability insurance, public liability insurance and all other insurances appropriate to the employment of people, the supply of services, professional indemnity or any other matters arising out of the Agreement to Collaborate in respect of all learners on the programmes, whether they receive training from the STP or from sub-contractors. 

The STP shall procure and make available for inspection to the ETB, as required, the policies referred to above, for the duration of the programme. The ETB shall not be liable for any injury, loss or damage whatsoever or to whomsoever caused by any act, default or omission of a learner participating on a SOLAS funded and ETB-provided programme or an STP.

4.9
Signage and Printed Material 

STPs must be clearly identified and the authorised ETB signage must be posted and displayed in a suitable position outside the premises and buildings. Both signage and printed material issued by the STP pertaining to ETB activity must include the ETB logo, the European Union logo, the National Development Plan (NDP) logo and a statement acknowledging European and exchequer funding. This applies also to all advertisements, information leaflets, publicity materials, publications, invitation cards and events.

In addition, as dictated by the Official Languages Act (2003), all new signage must be in Irish, or in both Irish and English.
The current NDP logo, strap line and appropriate text reference must be used on all printed material in accordance with the guidelines issued by the Department of Finance.

In particular, please note that:

· The NDP logo must always be first in a horizontal array or on top in a vertical array.

· The NDP logo must never be rendered smaller than any other logo placed in the same field of vision.

· The appropriate text reference must be included prominently in all relevant publicity and information materials.
The EU logo should also be used according to EU information and publicity guidelines.
5.
STAFF RECRUITMENT, TRAINING and DEVELOPMENT
STPs will strive to ensure that 
· staff have the required knowledge, skill and competence to fulfil their role in or on behalf of the organisation

· staff recruitment processes and criteria are transparent and equitable

· induction training programmes are available to all new staff

· staff training and development opportunities are available within the organisation and provided to increase the efficiency of job performance and the quality of learner outcomes 
· staff training and development will be as agreed through the ETB business planning process and in line with budgetary constraints. 

The STP must prepare and implement a clearly defined general human resource development policy, including procedures to deal with

· preparation of job specifications
· interview and selection of staff
· induction of staff
· review of staff performance
· dealing with reports of abuse, harassment and incompetence

· staff records
· staff training and development policy.

The STP must implement a staff training and development strategy that will:

· identify ways in which tasks and operations influence the quality of training in total
· identify each individual's training needs and related formal qualifications against those required for satisfactory job performance
· plan and provide training programmes within specified timescales
· provide appropriate assistance and encouragement to allow staff to acquire formal qualifications
· record training and achievement in an easily retrievable form, so that records can be updated and reviewed, in order to identify gaps in training.
Records of staff training and development must be available to the ETB for inspection as required.

The minimum recommended investment in staff training and development is three per cent (3%) of the total staff costs.

6.
SAFETY, HEALTH and WELFARE

6.1
Safety Health and Welfare at Work Acts 2005 and 2010 

It is the objective of the ETB that all STPs must provide a safe and healthy training and working environment for all staff and learners, and to ensure that STPs meet their duty to other persons, including members of the public, who may be affected by their operation. 

STPs must recognise their duties as an employer and training provider under the Safety, Health and Welfare at Work Acts 2005 and 2010, to ensure, insofar as is reasonably practicable, the health, safety and welfare of all their employees and learners as required under the current Safety, Health and Welfare at Work Acts 2005 and 2010, and all regulations existing under the Act. 

STPs must accept not only their statutory responsibilities, but also their obligations as employers and training providers to manage and endeavour to achieve exemplary standards in health, safety and welfare within all their training locations.

All reports of accidents, incidents and dangerous occurrences, as defined in Reporting Procedures for Injuries,  involving staff and learners must be notified to the ETB,  and the Health and Safety Authority (HSA) where required, immediately following the event.

The Accident and Incident Report Form must be completed in detail and forwarded to the ETB officer within five days following the accident or incident.

For more detailed information on health and safety, STPs should refer to http://www.hsa.ie/eng/.
6.2
Safety Statement

STPs must display a Health, Safety and Welfare Statement of Policy, signed by STP management, in a prominent location.

STPs must ensure that the Safety Statement complies with the requirements of Section 20 of the Safety, Health and Welfare at Work Act 2005, and subsequent regulations.

Advice on preparing risk assessments and a safety statement is available on http://www.besmart.ie/.
STP management must display, in a prominent location, the Safety Declaration, signed by the Manager/Chief Executive, from the STP’s Safety Statement.  

The STP must also recognise its responsibility to: 

· provide training and instruction to all its employees and learners to enable them to perform their work and undergo their training safely and efficiently, insofar as is reasonably practicable 

· make available all necessary safety devices and proper equipment, and provide guidance on their use. 

Staff and learners have a duty to co-operate in the operation of this policy as set out in the Safety, Health and Welfare at Work Act 2005 and 2010 and any subsequent regulations, as follows:

· to take reasonable care of their own safety, health and welfare and that of any other person who may be affected by their acts or omissions while at work or undergoing training 

· to cooperate with the STP with any relevant statutory provisions 

· to use for protection purpose any suitable appliance, protective clothing, equipment or other means or thing provided for securing their safety, health or welfare while at work 

· to report to their immediate supervisor, without delay, any defects in plant, equipment, place of work or system of work, which might endanger safety, health or welfare of which they become aware 

· to not intentionally or recklessly interfere with or misuse any appliance, protective clothing, equipment or other means or thing provided for securing the safety, health or welfare of persons arising out of work or learning activities. 
The law provides protection against sexual harassment, harassment and other forms of discrimination under the nine grounds laid out by the Employment Equality Acts 1998-2011 and the Equal Status Acts 2000-2011.

Bullying and harassment can also give rise to action under the Safety, Health and Welfare at Work Acts 2005 and 2010. STPs must ensure that they fulfil their obligations to provide adequate protection for learners and their staff.

6.3
Health and Safety Essentials for Learners
· A sufficient number of STP trainers are required to undertake a Manual Handling Instructors’ Programme in order to ensure all learners receive adequate training in manual handling. 

· Each STP must have the appropriate number of staff trained to a recognised standard in first aid and available at all times. 

· All computer trainers must be familiar with regulations as they apply to visual display screens.  
· A competent person, as required by the VDU Workstation Regulations (1993), must assess each VDU and workstation.

· All trainers should receive inputs on their legal responsibilities. 

6.4
Protection for Learners 
As defined in Part VII of the Qualifications and Quality Assurance (Education and Training) Act 2012, ETB training programmes are not provided on a commercial and profit-making basis and therefore are not subject to Section 65 of the Act.

ETBs, however, recognises the need for the protection of learners in the event of the unexpected cessation of a training programme and have in place systems to ensure learner protection.

In the event that an ETB training programme ceases unexpectedly, the ETB will protect both fee-paying and non-fee-paying learners.

Where fees have been charged by the ETB, fee-paying learners will be offered a full refund or the option of continuing with a similar training programme, subject to place availability.

Non-fee-paying learners will be provided with the opportunity to continue with their training programme as per the original training programme specification and training plan. 

The learner will be informed of ETB policy for the protection of learners on commencement of their training programme and in the event of cessation of that programme.

6.4.1
Protection of Young Persons and Vulnerable Adults

Garda Vetting applies to adults, i.e. persons 18 years of age or older, who, as part of their respective programmes will have substantive, unsupervised access to children and/or vulnerable adults. Individuals who have lived outside of the island of Ireland for two or more continuous years within the last five years are not eligible for relevant programmes. This process must be managed in line with the ETB Garda Vetting Policy and Guidelines which can be sourced from the ETB officer.
Please note:

· No individual may work or train with children until a satisfactory outcome of the Garda vetting process in accordance with these guidelines is obtained.

· No individual may work or train in an unsupervised capacity with other vulnerable adults until a satisfactory outcome of the Garda vetting process in accordance with these guidelines is obtained.

· Continuation on relevant training programmes is subject to a satisfactory outcome in accordance with ETB Garda vetting procedures.

· Responsibility for the process is at STP and ETB management level.

· In developing policies and procedures in the area of child protection, regard must be had to the various legislative provisions and government publications concerning child protection.

In addition to the normal duty of care in the protection of children, both the Child Care Acts 1991 to 2003, and the Protection for Persons Reporting Child Abuse Act 1998 are important statutory provisions in this area. 

SECTION SEVEN
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7.
EQUAL OPPORTUNITIES POLICY 
In line with current government legislation, STPs must promote equal opportunities for all employees and learners in STP programmes. The commitments advocated in the ETB Equality Policy must be followed in this regard.

The purpose of this policy is to build on the statutory position in order to create a climate of awareness in which equal opportunity is developed and promoted in accordance with the spirit as well as the letter of the legislation. STP management and staff must ensure that the practice of equality of opportunity is applied on all STP programmes.

The ETB is committed to equality and fairness in all aspects of the service it provides. The ETB and the STP must ensure that both learners and staff have equal opportunity regardless of gender, marital status, family status, sexual orientation, religious belief, age, disability, race, or membership of the Traveller community. Under the Employment Equality Acts 1998 to 2011, it is unlawful to discriminate either directly or indirectly in relation to the nine distinct grounds mentioned above.
STPs will demonstrate compliance with equality legislation through

· circulation of their equality policy to all those who deliver training for or on behalf of the STP
· display of their equality policy in all relevant locations
· provision of staff training and development in relation to equality issues which increases awareness, promotes equality and combats discrimination
· development of an Equality Action Plan
· implementation of the Equality Action Plan

· review of the Equality Action Plan in line with programme review schedules.

8.
FREEDOM OF INFORMATION

Under the Freedom of Information Acts 1997 and 2003, members of the public have the right to access records held by the ETB. This right of access also covers information that the ETB receives from third parties. The ETB undertakes to use its best endeavours to hold confidential any information provided to the ETB by third parties, subject to its obligations under the law, including the Freedom of Information Acts 1997 and 2003.

It is imperative that if an STP wishes that information should not be disclosed because of its sensitivity, the information in question must be identified on the relevant record and a cover note added detailing the reason(s) for the sensitivity. The ETB will consult with the relevant STP about this sensitive information before making a decision on any Freedom of Information request that concerns the record(s).

STPs also need to be aware of the provisions of Section 6(9) of the Freedom of Information Acts, which states that a record in the possession of a person (or organisation) who is or was providing a service for the public body under an agreement for services must be regarded as being held by the public body.

Where organisations or persons provide services under agreement to the ETB, their records, insofar as they relate to the provision of that service, may be accessible under the Freedom of Information Acts 1997 and 2003 as if they were the ETB’s own records.

SECTION NINE

9.
MONITORING
9.1
Monitoring Policy  
The ETB is committed to continuous improvement of all aspects of its training provision. The ETB recognises that key elements of continuous improvement relate to monitoring and review of programmes in order to ensure that quality assurance standards are being maintained and that programmes remain relevant and valid.  

The ETB utilises a systematic approach to monitoring which involves

· clear delineation of responsibility as appropriate

· specific monitoring timeframes

· monitoring plans 

· active monitoring at local level to ensure that awarding body requirements are being met through implementation of the ETB TQAS 
· identification of monitoring tools and mechanisms

· utilisation of monitoring results to identify any required corrective actions.

The ETB is required to monitor and report on the delivery, outcomes, certification and finances of STPs. The ETB holds specific responsibility for ensuring that STPs deliver targeted and appropriate programmes that are relevant to the needs of people with disabilities, thereby affording maximum opportunities for people with disabilities to attain employment and/or progression.  

Desktop monitoring consists of a series of checks and controls that are applied in the review and approval of the monthly claims as well as the critical examination of the STP Statistical Returns Form.  Thorough desktop monitoring must be employed to ensure that potential issues are identified at an early stage and, if required, that remedial action can be instigated.  A number of control checks are carried out to ensure the accuracy and eligibility of the submitted financial claim and STP Statistical Returns Form.

Additionally the ETB will monitor the following five aspects of training. These include:
· learner numbers
· training delivery

· training outcomes
· certification of training
9.2
Monitoring of Learner Numbers

Monitoring of learner numbers involves:
· ensuring that all new learners, and all progressions from one level to another, have been approved by the ETB.

· ensuring that learner numbers are within approved allocation. The allocation should be reviewed on an annualised basis. This means that at certain times of the year the numbers could be higher or lower than those approved, with resultant variance in payment levels. However, the annualised figures and payments must be within the approved and costed annual participant numbers.
9.3
Monitoring of Training Delivery

Monitoring of training delivery will be an examination of the training delivery against that described in the Training Programme Specification(s). The ETB will carry out monitoring visits of training delivery yearly, at a minimum.  

Monitoring will take place on a programme-by-programme basis.

The ETB officer conducting the monitoring visit will contact the STP Centre Manager to choose a mutually convenient date.  

The monitoring visit will entail the following:

9.3.1
Pre-Visit Examination of Records

Prior to the visit all training programme documentation will be examined, e.g. STP Statistical Returns Forms, training programme specifications, copies of previous monitoring reports (if any), outcomes, certification, etc. A draft schedule will be devised for the monitoring visit.

9.3.2
Meeting the STP Centre Manager

At the meeting with the centre manager the format, purpose and working schedule for the monitoring visit will be discussed. The training records, training timetable, attendance register and other supporting documentation will be requested.

9.3.3
Reviewing the Training Records

The ETB officer will examine the elements of the Training Programme Specification against the learners’ records, ILPs and the timetable provided.

9.3.4
Observation of Training Delivery

The ETB officer will observe delivery of the training programme being monitored. 

9.3.5
Meeting with Learners 

The ETB officer will meet all the programme participants, or a representative sample, as appropriate. The purpose of the visit will be outlined and learners reassured that comments made by them would not be reported back on an individual basis.

9.3.6
Meeting with Trainers

The ETB officer will meet with all the trainers involved in the particular programme being monitored. The purpose of the visit will be outlined and trainers reassured that comments made by them would not be reported back on an individual basis.

9.3.7
Facilities

The ETB officer will check facilities, equipment, special materials and/or learning aids against those specified in the TPS.

9.3.8
Exit Meeting

The ETB officer will conduct the exit meeting, where any outstanding issues can be clarified. The ETB officer will need time to assimilate and carefully consider all the information obtained during the visit and so will not be in a position to give feedback immediately. 

9.4
Monitoring of Training Outcomes

The ETB will undertake monitoring of learner outcomes on an on-going basis. They will review the STP Statistical Returns Form quarterly and track and report on the targets set against those achieved.

9.5
Certification Monitoring

Implementation of certification must be consistent with the Training Programme Specification (TPS), the ETB TQAS and awarding body requirements. Consequently, the TQAS unit and/or ETB officer will, through a combination of site visits, STP Statistical Returns Forms and tracking of learner attainment, monitor certification on a yearly basis at a minimum, and in accordance with the ETB TQAS.
9.6
Monitoring of Finances

STPs will be monitored in accordance with the requirements of Section 4 of this document: Financial Arrangements. 

9.7
Evaluation of Programmes and Services
The ETB is committed to the on-going evaluation of its programmes and services to ensure continued relevance of each programme to all stakeholders and to facilitate continuous improvement.

The ETB employs a systematic approach to programme evaluation, which is set out in the ETB TQAS.
9.8
Post-Training Follow-Up

The STP may provide post-training support to learners during the first four weeks of employment to ensure a smooth transition from a training environment to their work environment, as well as to increase the learner’s ability to manage the transition successfully.
The follow-up support will also focus on assisting managers and co-workers in working with the learner during this initial phase of the learner’s employment.

9.9
Post-Training Ratios

The original programme ratios will be maintained during the follow-up phase, i.e., three post-training learners is equivalent to one centre-based learner.
10.
APPENDICES

10.1
The Agreement for Provision of Specialist Training Programmes

[Insert Name]
Education and Training Board

and

[


]

AGREEMENT TO COLLABORATE FOR PROVISION OF A SPECIALIST TRAINING CENTRE

(Conditions of Agreement)

THIS AGREEMENT is made on 




2010

BETWEEN:

[Insert Name] Education and Training Board
having its principal place of business at

[Insert address]
(hereinafter referred to as “ETB”)

- and -

[

]

having its registered office at

[

]

(hereinafter referred to as

the “Second Provider”)

RECITALS:

A.
The Second Provider [operates / shall operate] a Specialist Training Centre (as hereinafter defined) at [ADDRESS].

B.
The Second Provider has agreed to conduct certain training programme(s), funded by the ETB at the Specialist Training Centre, upon and subject to the terms and conditions of this Agreement.

C.
This Agreement (including those documents incorporated by reference as described further below) shall govern the terms and conditions upon which the Second Provider will operate the Specialist Training Centre and the Training Programme(s) from the date of execution hereof until the expiry of the Term (as hereinafter defined), to the exclusion of any and all prior agreements between the ETB and the Second Provider in respect of the provision of specialist training at the Specialist Training Centre.

NOW IT IS HEREBY AGREED that in consideration of the mutual covenants, conditions, agreements and payments hereinafter set forth or provided for, the parties hereto respectively covenant with each other as follows:
1. Definitions
1.1 In this Agreement the following expressions shall, unless the context otherwise requires, have the following meanings:

1.1.1 “Award Body”, QQI and/or any other body providing course certification and which has been approved by the ETB;

1.1.2 “Business Day”, a day (other than a Saturday or Sunday) upon which clearing banks are open for business in Dublin;

1.1.3 “Centre” or “Specialist Training Centre”, the specialist training centre established/to be established by the Second Provider at which the Training Programme(s) is carried out/is proposed to be carried out;

1.1.4 “Commencement Date”, [


];

1.1.5 “Data Protection Acts”, the Data Protection Acts 1988 to 2003 as may be amended;

1.1.6 “Equipment”, plant, machinery, training equipment and other materials used by the Second Provider for the purposes of the Centre and/or the Training Programme(s);
1.1.7 “Extended Term”, any period after the Initial Term for which this Agreement remains in force pursuant to Clause 22.2;
1.1.8 “ETB Schedule of Agreement”, the schedule of information signed by both the ETB and the Second Provider which sets out the Training Activity and the Funding and as contained at Appendix 1 hereto;
1.1.9 “Funding”, the funding provided by the ETB to the Second Provider pursuant to this Agreement as same may be amended from time to time;

1.1.10 “HSA”, the Health and Safety Authority;

1.1.11 “Initial Term”, the period of 12 months following the Commencement Date;

1.1.12 “IPR”, intellectual property rights including, without limitation, copyright (present and future), moral rights, patents, trade marks, design rights and database rights (whether or not any of these is registered and including any application for registration of any such rights), know-how, confidential information and trade secrets and all rights or forms of protection of a similar nature or having similar effect to any of these which may exist anywhere in the world;

1.1.13 “Landlord”, the owner of the Premises;

1.1.14 “Learners”, those individuals receiving training under the Training Programme(s);

1.1.15 “Operating Guidelines”, the Operating Guidelines for the Specialist Training Centre, as may be amended, varied or supplemented by the ETB from time to time;

1.1.16 “Personnel”, the staff of the Second Provider involved in the provision  and delivery of the Training Programme as set out in the Operating Guidelines, including the General Manager, Instructors, Trainers and Clerical Officer;

1.1.17 “Premises”, the premises at which the Centre operates/is proposed to operate;

1.1.18 “Term”, the period from the date of execution of this Agreement until the expiry of the Initial Term or, if applicable, the Extended Term;

1.1.19 “Training Activity”, the planned training activity to be undertaken in connection with the Training Programme(s) details in respect of which are set out in the ETB Schedule of Agreement;

1.1.20 “Training Allowances”, the training allowances and other costs incurred in respect of the Learners as determined by the ETB and set out in further detail in the Operating Guidelines;

1.1.21 “Training Programme(s)”, the training programme(s) funded by the ETB for Learners at the Centre, conducted in accordance with the terms contained in the ETB Schedule of Agreement and as approved by the ETB prior to entering into this Agreement, as may be amended, varied or supplemented from time to time with the written consent of the ETB;

1.1.22 “Trainer”, an individual, sole trader, company or other organisation involved in the provision and delivery of the Training Programme(s) as guest instructor, part-time instructor, sub-contractor or in another, similar, capacity; and

1.1.23 “2005 Act”, the Safety, Health and Welfare at Work Act 2005 and its underlying regulations and/or codes of practice.

2. Construction

1.2 Any reference to a document being “in the approved terms” shall mean that such document shall be in a form approved by some or all of the parties hereto (as appropriate) and for the purpose of identification signed or initialled by or on behalf of some or all the parties hereto (as appropriate) on or prior to the date hereof.

1.3 Any reference to any provision of any legislation shall include any modification re-enactment or extension thereof.

1.4 Words such as “hereunder”, “hereto”, “hereof”, and “herein” and other words commencing with “here” shall unless the context clearly indicates to the contrary refer to the whole of this Agreement and not to any particular Section or Clause thereof.

1.5 Save as otherwise provided herein any reference to a Section, Clause, paragraph or sub-paragraph shall be a reference to a Section, Clause paragraph or sub-paragraph (as the case may be) of this Agreement and any reference in a Clause to a paragraph or sub-paragraph shall be a reference to a paragraph or sub-paragraph of the Clause or paragraph in which the reference is contained unless it appears from the context that a reference to some other provision is intended. Any reference in this Agreement to any Governmental Department or State Body (including the ETB) shall be deemed to refer, where appropriate, to the respective assigns and successors in title of such Governmental Department or State Body.

2. Headings and Captions

The Section headings and captions to the Clauses in this Agreement are inserted for convenience of reference only and shall not be considered a part of or affect the construction or interpretation of this Agreement.

3. The Centre

3.1 The Second Provider hereby agrees that in consideration of the Funding provided by the ETB it shall operate the Centre and shall provide the Training Programme(s) at the Centre with effect from the Commencement Date.

3.2 Subject to Clause 4.3, the Second Provider shall operate the Centre and shall provide the Training Programme(s) in the manner set out in the ETB Schedule of Agreement and in accordance with the terms and conditions of this Agreement, the Operating Guidelines and the conditions and objectives of the Specialist Training Centre as communicated by the ETB to the Second Provider from time to time.

3.3 The Second Provider acknowledges that the ETB may from time to time (whether before or after the Commencement Date) amend or vary the Training Programme(s) and/or the Operating Guidelines.  All such amendments or variations shall be notified to the Second Provider in writing by the ETB and this Agreement shall be subject to such amendments or variations, which shall be binding on the parties hereto.  

3.4 The Second Provider shall co-operate with ETB to implement the Training Programme(s) as agreed. 

3.5 The Second Provider hereby covenants and agrees that the appointment of all Personnel will be in accordance with the Operating Guidelines. The parties agree that any breach by the Second Provider of the terms of this Clause will constitute a material breach of this Agreement for the purposes of Clause 23.  
3.6 The Second Provider may in exceptional circumstances with the prior written consent of the ETB (such consent not to be unreasonably withheld) sub-contract any part of the provision of the training in respect of the Training Programme(s) provided always that:

3.6.1 the identity, qualifications and experience of each sub-contractor is notified in advance and agreed by the ETB; it is acknowledged that it shall be a pre-requisite to any such appointment of a sub-contractor as Trainer that the appointee meet the ETB’ standards and requirements as described in the Operating Guidelines;

3.6.2 the Second Provider undertakes and covenants to adhere to all procurement guidelines as notified to it by the ETB from time to time; and 

3.6.3 the Second Provider shall fully indemnify and hold SOLAS and the ETB harmless from and against all and any claims, demands, proceedings, judgements, costs or liabilities of whatsoever nature (including legal costs) arising in relation to the Training Programme(s) made by any sub-contractor(s) in respect of such sub-contracting.

4. Payment

4.1 Subject to compliance by the Second Provider with the terms and conditions of this Agreement, the ETB shall pay Funding to the Second Provider for the Initial Term of up to €[      ] as set out in the ETB Schedule of Agreement, payable monthly in arrears in accordance with the Operating Guidelines. Funding for any Extended Term shall be as may be agreed between the ETB and the Second Provider.

4.2 Pending full compliance by the Second Provider with the terms of this Agreement, the ETB reserves the right, upon giving 21 days written notice to the Second Provider, to withhold all or part of any payments payable to the Second Provider if, in the sole opinion of the ETB acting reasonably, the Second Provider fails to adequately observe any of the terms or conditions of this Agreement (including the Operating Guidelines). 
5. Proof of Incorporation or Registration

5.1 The Second Provider shall forward to the ETB a copy of its Certificate of Incorporation or Certificate of Acknowledgment of Registration (in the case of industrial and provident societies) prior to the Commencement Date. 

6. Quality Assurance

6.1 The Second Provider undertakes to adhere to quality assurance policies and procedures as required by the ETB and any additional Award Body requirements,  including in relation (but not limited) to the following policy areas:

6.1.1 communications;

6.1.2 equality;

6.1.3 staff recruitment and development;

6.1.4 access, transfer and progression;

6.1.5 programme development, delivery and review;

6.1.6 fair and consistent assessment of Learners;

6.1.7 protection for Learners;

6.1.8 procuring programme delivery through utilisation of Second Providers;

6.1.9 monitoring; and 

6.1.10 evaluation of programmes and services.

6.2 The Second Provider hereby agrees to have regard to all reasonable suggestions, observations, comments and requirements of the ETB.  The Second Provider shall provide the ETB, or any entity or person authorised by the ETB, with access to and/or copies of any records which are required as part of the ETB quality assurance policy and procedures. 

7. Premises

7.1 The Second Provider shall produce to the ETB on demand satisfactory evidence of the title of the Second Provider in relation to the Premises and such other information concerning the Premises and any lease, licence or tenancy agreement in respect thereof as the ETB may request.

7.2 The Second Provider shall ensure that the use of the Premises is in compliance with all relevant planning permissions and all provisions of the lease, licence or tenancy agreement which detail the permitted user.

7.3 The Second Provider undertakes that it shall be solely responsible to the Landlord or any other person with an interest in the Premises if any claim for improvements, renovations, rectifications or in respect of any damage or loss to the Premises arises from the operation or activities of the Second Provider and/or the Training Programme(s) or howsoever arising and, the Second Provider covenants and undertakes to indemnify the ETB fully in respect of any such claim howsoever arising. 

8. Facilities

8.1 The Second Provider shall provide the training facilities at the Centre, including where deemed necessary by the ETB, Equipment and a proper learning environment for the Learners. 

8.2 The Second Provider shall also provide appropriate secure storage facilities for all Equipment at the Centre.

8.3 The Second Provider shall provide suitable toilet and other necessary welfare facilities and amenities so as to fully comply with all current health and safety laws and other relevant laws and regulations relevant to the Centre.

8.4 The Second Provider shall use all reasonable endeavours to ensure that the facilities at the Centre meet the accessibility requirements of current legislation.

9. Learner Recruitment

9.1 The ETB has the primary interest in the selection of the Learners.  The Second Provider shall however, if requested by the ETB, assist in the interview and selection of the Learners and shall maintain records of the interview and selection process as specified in the Operating Guidelines. The Second Provider shall not invite any applicant for interview or disclose to any person the outcome of any application or interview, unless requested to do so by the ETB.

10. Insurance

The Second Provider hereby agrees that at all times there shall be in force adequate policies of all insurances appropriate to the employment of people, the supply of services, professional indemnity or any other matters arising out of this Agreement in respect of all Learners on the Training Programme(s), irrespective of whether the Learners receive training from the Second Provider or from sub-contractors.

11. Indemnity

11.1 SOLAS and the ETB shall not be liable for any injury, loss or damage whatsoever or to whomsoever caused by any act, default or omission of the Second Provider, its servants, agents or sub-contractors or by a Learner on the Training Programme(s). 

11.2 The Second Provider shall fully indemnify and hold harmless SOLAS and the ETB from and against all and any claims, demands, proceedings, judgments, costs of liabilities of whatsoever nature (including legal costs) arising in relation to the Training Programme(s), the Centre or in respect of any breach of this Agreement by the Second Provider.

12. Intellectual Property

12.1 Any IPR developed by a Second Provider in connection with the development of the Training Programme(s) or otherwise arising out of this Agreement shall be the sole property of the ETB and shall immediately vest in the ETB.  The parties acknowledge and agree that no party (other than the ETB) shall be entitled to exploit such IPR without the prior written consent of the ETB. 

12.2 The Second Provider further agrees that at the ETB’s request (and cost) it shall do all that may from time to time be required by the ETB to enable the ETB to establish and protect its right to the IPR. 
13. Records

13.1 The Second Provider shall securely maintain:

13.1.1 a detailed financial record of all receipts, expenditure and all expenses arising in respect of the Centre and the Training Programme(s);

13.1.2 proper books of account, records of all payment and receipts in respect of the Centre and the Training Programme(s), and shall retain all supporting documentation including, but not limited to invoices, statements and bank statements.  All books of account shall be kept in such a manner as to provide precise financial details of the Centre and the Training Programme(s) at any particular time;

13.1.3 quality assurance records relating to the Training Programme(s) provided under this Agreement, in such form as the ETB may require; 

13.1.4 records relating to the recruitment and/or selection and training of Personnel;

13.1.5 detailed records in relation to all health and safety issues arising including, but not limited to, an up-to-date risk assessment and safety statement, any visit made by the HSA and/or any other authorised body, any accident, incident and/or near miss no matter how minor, any notice or direction threatened or served upon it by the HSA or any other authorised body, any claim threatened or made in relation to any alleged loss or damage by any other person to include (but not limited to) Personnel, Learners and/or sub-contractors; 

13.1.6 book of attendance in relation to the Learners; and

13.1.7 such other records as the ETB may reasonably determine from time to time.

14. Rights of Access

14.1 The Second Provider shall grant officials of SOLAS, the ETB, Award Bodies, the Department of Education and Skills, any other government department, the Comptroller and Auditor General’s office the European Commission and the European Court of Auditors, the HSA and/or any other authorised body immediate access to the Premises (together with any other premises at which the Training Programme(s) are provided) or where records are maintained under this Agreement and the right to examine all records, financial and otherwise maintained by the Second Provider in connection with the Training Programme(s), including all notes and materials supplied to the Learners.

14.2 The Second Provider shall reply satisfactorily to any queries submitted by ETB, Award Bodies, the Department of Education and Skills, any other government department, the Comptroller and Auditor General, the European Commission, and the European Court of Auditors, the HSA and/or any other similar body relating to the activities funded pursuant to this Agreement (“Reply”) provided that the Reply will not constitute a breach of any statutory or contractual obligation of the Second Provider. If third party consent is required prior to the Second Provider issuing the Reply, the Second Provider shall use its best endeavours to obtain the necessary consent from the relevant third party.
14.3 The Second Provider shall use all reasonable efforts to procure that the Learners will make available to the ETB, if so requested, all training material supplied to them in connection with the Training Programme(s).

15. Data Protection

15.1 The Second Provider hereby agrees that it will comply with all relevant requirements of the Data Protection Acts, or any amendment thereof or any regulations passed pursuant to the provisions thereof insofar as they apply to the Second Provider.

15.2 The Second Provider hereby agrees that it will use its best endeavours to obtain all necessary and relevant consents pursuant to the Data Protection Acts from each Learner to permit any personal data given by such Learner to be processed and stored by the ETB, the Department of Education and Skills, any other government department, and any body, office or department of the European Union or the European Commission.

16. Freedom of Information

The Second Provider shall, where requested so to do, promptly give to the ETB any record (as such term is defined in the Freedom of Information Acts 1997 and 2003) (“Record”) relating to any matter provided for, arising in respect of, or in connection with, this Agreement.

17. Health and Safety

17.1 It shall be the responsibility of the Second Provider and the Second Provider hereby undertakes to take all necessary steps to secure the safety, health and welfare of all persons attending the Centre in accordance with its duties and responsibilities pursuant to the Safety, Health and Welfare at Work Act.  For the avoidance of any doubt, the steps taken must, as a minimum, be to the same extent and in the same manner as an employer is required to do in relation to employees under the Safety, Health and Welfare at Work Act. The Second Provider shall annually carry out self-assessment checks of its compliance with the foregoing obligations and, on request by the ETB, shall certify such compliance to the ETB.

17.2 The Second Provider covenants and undertakes to fulfil its statutory reporting requirements following any incident or accident resulting in injury or death to any persons.

17.3 Notwithstanding the statutory reporting requirements of the Second Provider, the Second Provider hereby covenants and undertakes to inform the ETB in writing of any incident and/or accident at the first opportunity following the incident and/or accident but in any event no later than 7 days of becoming aware of the occurrence of the accident and/or incident regardless of its severity. 
18. Discontinuation of Training

18.1 If the ETB and/or the Second Provider considers that a Learner is no longer willing or has become unable to attend, or if the ETB and/or the Second Provider decides that the Learner should not attend or continue to attend the Training Programme(s), the ETB may, at its absolute discretion, give or confirm notice of that fact to the Second Provider and the ETB shall give immediate notice of such discontinuation to the Learner concerned and that Learner shall cease to be a Learner for the purpose of any provision of this Agreement.

18.2 The Second Provider shall notify the ETB immediately upon suspending a Learner during the period of a Training Programme, it being acknowledged that the ETB has the sole right to dismiss a Learner during such period.

19. Equal Opportunities

The Second Provider hereby covenants and agrees that it shall ensure that neither it nor any of its sub-contractors shall commit or omit any act, which may constitute direct or indirect discrimination against any person pursuant to the Employment Equality Acts 1998 and 2004 and/or the Equal Status Acts 2000 to 2004 and/or, if relevant, the Disability Act 2005 and the Second Provider hereby agrees that it shall carry out any specific actions in fulfilment of these obligations as the ETB may deem appropriate from time to time.

20. No Agency

The Second Provider shall not represent itself as the agent or legal representative of the ETB for any purpose whatsoever and shall have no right to create or assume any obligations of any kind (express or implied) for or on behalf of the ETB in any way whatsoever except as herein provided.

21. Term

21.1 This Agreement shall commence on the date of execution hereof and shall continue for the Initial Term subject to the terms and conditions of this Agreement including but not limited to Clause 23 hereof.

21.2 Unless terminated on or before the expiration of the Initial Term, this Agreement shall continue in full force and effect thereafter (the “Extended Term”) subject to the terms and conditions of this Agreement including but not limited to Clause 23 hereof.  

22. Termination of Agreement

22.1 Either party may terminate this Agreement at the expiration of the Initial Term by giving written notice of termination to the other party no later than 90 days before the expiration of the Initial Term. If neither party terminates this Agreement in accordance with Clause 23.1, either party may terminate this Agreement at any time during the Extended Term by giving not less than 90 days written notice of termination to the other party of this Agreement.

22.2 Notwithstanding Clauses 23.1 above, the ETB shall have the right by giving written notice to the Second Provider to terminate the Agreement immediately at any time if: 

22.2.1 the Second Provider commits a material breach of any of the terms or conditions of this Agreement and such breach is not remedied (if capable of remedy) within 14 days of a written request to do so;

22.2.2 the Second Provider assigns, transfers or novates or attempts to assign, transfer or novate this Agreement without the prior written consent of the ETB; 

22.2.3 the Second Provider alters or attempts to alter the terms of this Agreement without the prior written consent of the ETB;
22.2.4 the Centre and/or the Training Programme(s) does not sustain the number of positions and/or Learners within the time outlined in the Operating Guidelines and/or the ETB Schedule of Agreement, provided that the ETB has given the Second Provider four weeks’ notice in writing of its intention to terminate on this ground; or

22.2.5 any of the events described in Clause 23.3 occur.

22.3 The Second Provider shall notify the ETB in writing immediately upon the occurrence of any of the following: 

22.3.1 where the Second Provider is a partnership, any partner in the Second Provider is adjudged a bankrupt; 

22.3.2 where the Second Provider is a company, a winding-up order is made or a resolution for a voluntary winding up is passed with respect to it (otherwise than for the purpose of a bona fide reconstruction or amalgamation); or

22.3.3 a receiver or manager of its undertaking is duly appointed or possession is taken by or on behalf of the holder of any debenture secured by a floating charge of any property of the Second Provider comprised in or subject to the charge. 

22.4 Upon the termination of this Agreement for any reason:

22.4.1 any rights of action or remedy which shall have accrued or shall thereupon accrue to the ETB shall not be prejudiced or affected;

22.4.2 the ETB shall not be required to make any further Funding payments;

22.4.3 any monies advanced to the Second Provider (other than such monies used to discharge expenses and other liabilities properly incurred by the Second Provider in respect of the Training Programme(s)) shall immediately be repaid to the ETB (and the parties agree that this repayment obligation shall also apply to any cancelled Training Programme(s), where that Training Programme(s) is cancelled without simultaneous termination of this Agreement); and

22.4.4 the Second Provider shall, if requested, immediately give to the ETB any Record relating to this Agreement or any service provided pursuant to this Agreement or any record requested pursuant to Clauses 15.

23. Statutory Obligations

23.1.1 The Second Provider shall comply with all relevant statutory provisions relating to the contents of this Agreement.

23.1.2 The Second Provider shall discharge its statutory obligations in respect of PAYE, PRSI, VAT and all other relevant taxation and levies relating to the operation of the Centre.  A current Tax Clearance Certificate or evidence of Charitable Status as appropriate shall be provided to the ETB prior to the Commencement Date.

23.1.3 The Second Provider shall be responsible for ensuring compliance with Section 121 of the Pensions Act 1990.  At a minimum, the Second Provider shall ensure the provision of access to at least one type of Standard Personal Retirement Savings Account to Personnel during the operation of the Centre.

24. General Provisions

24.1 Binding on Successors

This Agreement shall ensure to the benefit of and be binding upon the respective parties hereto and their respective successors personal representatives and assigns.

24.2 Assignment

The benefit hereof shall not be assignable save with the prior written consent of each party hereto, such consent not to be unreasonably withheld. 

24.3 No Partnership

This Agreement shall not be deemed to create any partnership between the parties in relation to the Centre or otherwise.

24.4 Waiver

A waiver of any right arising pursuant to this Agreement shall not be enforceable unless given in writing and signed by the party enjoying that right.  A waiver by a party of any breach of a provision of this Agreement (or the acquiescence of a party in any act (whether of commission or omission) which but for such acquiescence would be a breach of a provision of this Agreement) shall not constitute a general waiver of any other provision of this Agreement, or a waiver of any subsequent act contrary thereto.

24.5 Acknowledgement of the ETB
The Second Provider hereby acknowledges and agrees that it will at all times and in all publications, materials, signage, application forms or other information, documentation or materials acknowledge the role of the ETB in supporting the Centre and/or the Training Programme(s).  All acknowledgements made by the Second Provider shall be approved in advance by the ETB and where so approved all publications, materials, application forms, information, documentation and signs should include the ETB logo, and comply with the ETB “Brand Manual and Identity Guidelines” as may apply from time to time.

24.6 Announcements

Without prejudice to Clause 25.5 and save with the consent of the ETB, no announcements, publications, promotional, marketing or sales materials whatsoever relating to the Centre or the Training Programme(s) under this Agreement shall be made.

24.7 Counterparts

This Agreement may be executed in any number of counterparts and by the different parties hereto on separate counterparts each of which when executed and delivered shall constitute an original all such counterparts together constituting but one and the same instrument.

24.8 Fees and Expenses

Each of the parties agree to bear its own legal costs and other expenses of and incidental to the preparation, negotiation, execution and completion of this Agreement.

24.9 Business Days

If any action or duty to be taken or performed under any of the provisions hereof would, apart from the provisions of this Clause, fall to be taken or performed on a day which is not a Business Day such action or duty shall be taken or performed on the Business Day next following such date.

24.10 Further Assurance

Each of the parties shall (and shall each procure that any other necessary party shall) execute and do all such documents, acts and things as may reasonably be required to implement the provisions of this Agreement.

24.11 Severability

Each of the provisions of this Agreement are separate and severable and enforceable accordingly and if at any time any provision is adjudged by any court or regulatory authority or agency of competent jurisdiction to be void or unenforceable in whole or in part the validity, legality and enforceability of the remaining provisions hereof shall not in any way be affected or impaired thereby.  The parties shall use their best efforts to achieve the purpose of the void or unenforceable provision (or part thereof) by a new legally valid stipulation.

24.12 Whole Agreement

This Agreement contains the whole agreement between the parties relating to the matters provided for in this Agreement and supersedes all previous agreements (if any) between the parties in respect of such matters and each of the parties to this Agreement acknowledges that in agreeing to enter into this Agreement it has not relied on any representations or warranties except for those contained in this Agreement.

24.13 Conflict

In the event of any ambiguity, discrepancy or conflict between the provisions of this Agreement and/or the Appendices to this Agreement, and/or the Operating Guidelines, the provisions of this Agreement shall prevail, followed by the provisions of the Operating Guidelines, followed by the ETB quality assurance policies and procedures in particular all aspects thereof applying to Second Providers.

24.14 Disputes

All disputes or differences which may arise from the operation of this Agreement and/or the rights or liabilities of the parties hereto shall in the first instance be fully discussed between the ETB and the Second Provider in an effort to arrive at a mutually agreeable solution. Failing the resolution of the matter within a 3 week period the dispute may be referred to mediation by the mutual agreement of the parties based on terms and conditions to be agreed. Failure to resolve the matter by mediation (including failure to agree on the identity of the mediator and/or failure to agree the terms and conditions of the mediation) within a further 3 week period will result in the parties reverting to alternative remedies available under Clause 25.15 and/or Clause 25.16.

24.15 Governing Law

This Agreement shall in all respects be governed by and construed in accordance with the laws of Ireland. Each of the parties hereby submits to the non-exclusive jurisdiction of the courts of Ireland in relation to any disputes or proceedings arising out of or in connection with this Agreement.

24.16 No Adequacy

Each of the parties acknowledge that monetary damages would be an inadequate remedy for any breach of this Agreement by either of them and that any such breach would cause either party irreparable harm.  Accordingly, each of the parties agree that in the event of any breach or threatened breach by either of them of this Agreement having exhausted the process outlined at 25.14 and in addition to any other remedies at law or in equity the other party may have, that party shall be entitled, without proof of special damages, to equitable relief, including injunctive relief and specific performance. Notwithstanding the foregoing the Second Provider acknowledges and agrees that the ETB will not be responsible for or indemnify the Second Provider for any loss of profit, contracts, services arising in respect of or in connection with any breach of the Agreement by the ETB or otherwise. 

24.17 Notices

24.17.1 Any notice or other communication required or permitted to be given or made hereunder shall be addressed or sent to a party to his or its address hereinbefore specified to such other postal address as any such party hereto may from time to time notify to the other parties hereto in writing in accordance with the provisions hereof.

24.17.2 Any notice or other communication required or permitted to be given or made hereunder shall be validly given or made if delivered personally or if despatched by pre-paid letter post addressed as aforesaid or if sent by fax message to such fax number (if any) as may be specified as aforesaid and shall be deemed to be given or made:

(a) if delivered by hand - at the time of delivery;

(b) if sent by post - forty eight hours after the same shall have been posted; 

(c) if sent by fax - at the time of termination of the fax transmission. 
IN WITNESS whereof the parties have entered into this Agreement on the date specified above.

	SIGNED

on behalf of [Insert Name] Education and Training Board
by its authorised signatory

in the presence of:
	
	

	
	
	Authorised Signatory (Signature)

	
	
	

	
	
	

	
	
	Print name

	Witness (Signature)
	
	

	
	
	

	
	
	

	Print name
	
	

	
	
	

	
	
	

	Print address
	
	


DATE________________________________

	SIGNED

on behalf of the SECOND PROVIDER

by its authorised signatory

in the presence of:
	
	

	
	
	Authorised Signatory (Signature)

	
	
	

	
	
	

	
	
	Print name

	Witness (Signature)
	
	

	
	
	

	
	
	

	Print name
	
	

	
	
	

	
	
	

	Print address
	
	


DATE________________________________

APPENDIX 1

ETB Schedule of Agreement

Specialist Training Centre




Ref. No. _____

	1
	SECTION 1.0 -  Provider’s Details

	
	Name
	

	
	Address
	

	
	
	

	
	
	

	2
	Centre Location(s)

	
	
	

	
	
	

	
	
	

	3
	Training Places

	
	NFQ Level(s)
	Number of learners

	
	
	

	
	
	

	
	
	

	
	Total No. of Training Places
	

	
	
	

	4
	Training Activity

	
	An agreed Training Programme Specification (TS) must be attached for all programmes specified below.

	
	Programme Title

	Certification level)
	Duration (weeks)
	Training Days (No.)
	Programme Delivery Type

(e.g. EBT, CBT or BL)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	5
	Training Outcomes

	
	% Placement
	

	
	% Progression
	

	
	% Attainment of Certification
	

	
	

	6
	Funding

	a.
	Funding, under this Agreement, will commence [date] and terminate [date].

	
	

	b.
	The ETB will fund this Programme up to a maximum of € xx  (euro xx)as  follows:

	
	
	euro

	
	ALLOCATION PER TRAINING PLACE
	

	
	TOTAL ALLOCATION
	

	7
	Ratio of learners to Trainers:

	
	Employer based training (EBT)
	

	
	In Centre based training (CBT)
	

	
	Blended learning (BL)
	

	8
	Contact Person
	

	
	Name
	

	
	Title
	

	
	Address
	

	
	
	

	
	
	

	
	Telephone Number
	

	
	Fax Number
	

	
	E-mail Address
	


10.2
Training Proposal Form

To be completed by the Specialist Training Provider.

	Region
	

	Submitted by


	

	Proposed Start 
	

	
	

	Programme Title
	

	
	

	Level (please
 ()
	      ( IST

( SST

	
	

	Type (please ()
	( CBT 

( EBT 

( BL
      

	
	

	No. of Learners
	

	
	

	Learner Profile


	

	
	

	Duration
	

	
	

	Anticipated Outcomes 


	

	Certification (if known)
	


Rationale

Please state rationale for location, programme type, learner profile, etc. A summary of any market research should also be included.
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 10.3
Individual Training Specification (Employer-Based Training)
This document should be used in conjunction with the Training Programme Specification (TPS), as set out in the ETB TQAS. It is designed to promote and improve the quality of employer-based training and sets out the basic minimum that should be addressed when drawing up an Individual Training Specification.  

Training Specification Framework

· The ETB TQAS will serve as the structure within which the Individual Training Specification will be designed and/or modified.
Selection of Host Companies

In designing an Individual Training Specification for employer-based training, it is assumed that pre-programme planning has been undertaken. This should determine the most appropriate type, quantity and quality of training. The reasons for choosing the training should be supported. The training organization shall document procedures for its selection of Host Companies.  

These procedures shall take into consideration

· the Host Company’s capacity to meet the identified needs of the learner as established in the Training Specification Framework.

· assessment of the commitment and occupational expertise that exists in the Host Company to deliver this type of individual training programme.

When selecting Host Companies, the training organization must ensure

· adequate insurance provision for the learner at the Host Company

· that there is a Health and Safety Statement

· the Host Company’s capacity to designate a person to assume responsibility for the training being delivered in the workplace

· that the Host Company is selected in consultation with the learner.

Induction: Host Company

The training organization shall also ensure that the learner is given a full and comprehensive induction with the Host Company. It shall be presented in a manner suitable to meet particular training needs and address the following within the Host Company:

Orientation 

Orientation outlines what the Host Company has to offer including hazards, safety precautions, accident procedure and emergency evacuation, and rules and regulations/codes of conduct.

Employer-Based Training

During the initial assessment period, an Individual Training Specification will be developed. This will be discussed with and signed by the learner and/or their advocate. Included will be the provision for the development of and adherence to a schedule of training activities, and use of resources shall be documented by the training organization.

The training organization shall ensure that the individual’s status as a learner is clear and unambiguous to all concerned throughout their training period, and that learners are not solely engaged in work for the purpose of commercial gain of the Host Company.

The training organization shall stipulate and record the following:

· how the work is structured and how it relates to the training programme specification

· how the on-the-job training relates to current standards, where available, and practice in open employment and in particular to the local labour market

· the time engaged in both workplace training and directed training for each learner.
Review

Outcomes from training shall include the attainment of personal, social and occupational goals and be consistent with the terminal objectives as specified in the Individual Training Specification.  

Annual evaluation shall be performed by management, trainers, Host Company and learners to ensure that the training process continues to be relevant to job opportunities, to meet the needs of the learner, and to conform to the Individual Training Specification.
10.4
Guidelines for the Payment of ETB Allowances
10.4.1
Those Eligible

Persons with disabilities on an ETB Training programme can fall into five different categories;

1. Persons with disabilities in receipt of Disability Allowance or Blind Persons   Pension.

2. Persons in receipt of Invalidity Pension or Disability Benefit.

3. Persons with disabilities in receipt of Jobseekers Allowance or Unemployment Benefit.

4. Persons with disabilities in receipt of Lone Parents Allowance.

5. Persons with a disability and not in receipt of Social Welfare benefits or allowances.

Rates applicable to ETB learners, as notified by ETB Management Accounts Section, will apply to all learners attending STP vocational training programmes. 

10.4.2
Terminations

DSP will restore the Learners Disability Allowance/Blind Persons Pension upon receipt of form DA 104 (Application for restoration of DA/BPP), which, will be completed by the Learner and the training provider and forwarded to the DSP.

10.5
Roles of Various Bodies:

10.5.1
Department Of Social Protection

The following information is to be supplied to the ETB by the providers for despatch to the DSP in Longford either by electronic transfer of information or where this is not possible by a written declaration from the provider and the learner. The DSP will return the details of the suspended learners’ allowances electronically or in writing to enable the ETB and the Specialist Training Providers to confirm the suspension of the allowances and to confirm the calculation of the ETB allowance.
Name of Learner

Address

Sex

PPS Number

Type of Allowance if known (i.e. Disability Allowance etc)

Amount of Allowance if known

Course Location

Proposed finish date
New Entrants (DB/IPP)

Persons on Disability Benefit and Invalidity Pension must obtain exemption for the Rules of Behaviour from DSP before they can engage in ETB Training.
10.5.2
Specialist Training Providers

The providers will make the weekly payment of the allowances on a back week basis to the Learners and be reimbursed by the ETB on a monthly basis. The ETB will provide an appropriate advance float to fund the payment of the training allowances only. The Providers will be responsible for the following:-

(1)  Register new entrants and terminating those ceasing training by ensuring that the appropriate documentation is completed. 
F103 (Learner Allowance Entitlement)
DA103 (Application for the Payment of ETB Training Allowance)


DA104 (Application for Restoration of DA/BP)

DA103 must be completed immediately by the providers and forwarded directly to the:-

Department of Social Protection

Ballinalee Road

Longford Town

Longford

The Specialist Training Providers will also be responsible for the following:-

(1) Calculating the ETB Allowance for all persons in training.

(2) Calculating the ETB allowance for all new entrants.

(3) Calculating the Employers PRSI (J9 rate @ 0.5%) of Basic Allowance and forwarding this to DSP.
(4) Make the weekly payment of the ETB Allowance on a back week basis to the Learners and apply for re-imbursement on a monthly basis.

(5) Provide clarification and support to Learners on the calculation of their ETB allowance

10.5.3
ETB Community Training

ETB Community Training will be responsible for supporting the Specialist Training Providers in implementing the payment of the ETB Allowances.

They will be available for providing clarifications and information on the payment of the ETB allowances.

10.6
Forms
10.6.1
Learner Allowance Entitlement (Form F 103)

	LEARNER ALLOWANCE ENTITLEMENT    │              FORM   F  103


TO: Manager Employment Exchange/Office: _______________________________
Part A (To be completed by all Learners at your Local Employment Exchange)

Please fill in the following personal details to enable the local Employment Exchange (or Office) to provide details for your Social Welfare entitlement

 I_________________________, am due to commence an ETB Course on ___ / ___/___
     (Your name and address in block capitals)

Address: ________________________________________________________
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P.P.S. No.                     
(copy from  “UB/UA card” or Tax Certificate)
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Qualification Certificate No. 
(Copy from your  “UA card”)


Hatch No

Part B  (To be completed by the Employment Exchange/Office irrespective of whether the above named is signing on for  UA/UB prior to commencing training)

Where U.A. is in payment:


1.   Weekly Maximum rate of U.A.                                                  


2.   Weekly household means (as shown on Q.C.                     


3a Weekly transitional payment (if applicable)                        


3b Net U.A. rate in payment                                                   

4.   Is the rate long-term    (       )                     Short-term    (        )


5.   Fuel Allowance (insert amount where allowance is in payment

Where U.B. is in payment:

1.   Weekly U.B. rate in payment (excluding P.R. B.)                          €____________________

2.   Weekly P.R.B. rate in payment                                                    € _________________

3.   No of P.R.B. weeks that remain to be paid                                   € _________________

General: 
1.   Does the learner have adult dependent                Yes _________       No ___________

2.   How many dependent children does the learner have ________

3.   If the learner is married and his/her spouse is not an adult dependent, does his/her spouse’s income derive from:        U.A. ______          U.B. _______         Employment _______


Other (Please specify) ___________________________________________

Signed: ____________________________Local Officer                                                                                                                                     
10.6.2
Disability Benefit/Invalidity Pension – Rules of Behaviour Exemption
	                           DISABILITY BENEFIT/INVALIDITY PENSION – RULES OF BEHAVIOUR

                EXEMPTION APPLICATION FORM FOR PARTICIPATION ON TRAINING COURSE


	PART 1: TO BE COMPLETED BY TRAINING PROVIDER


Training Type: _________________________e.g. ETB Training Course, Specialised Vocational Training etc.

Course Title: _____________________________________________Course Code: _________________

Address: _____________________________________________________________________________

Course Details:________________________________________________________________________

Learners Proposed Start Date: ________________                Proposed Finish Date: _________________

Training Course Duration: ___________ Months       Learner Allowance: € ___________single adult rate

Hours:    Full-time    (   )            Part-time    (   )

	PART 2: TO BE COMPLETED BY ETB


Learner Name: ______________________________________________ RSI No. ___________________

Address: _____________________________________________________________________________

Date of Birth: ___________________       Phone No. __________________

Type of Benefit: _______________________    Duration in Receipt of Benefit _________weeks/years

The above named person has availed of an ETB Occupational Guidance Service. He/She has identified

the above Option as a suitable progression towards work and wishes to apply for an exemption from

the Rules of Behaviour.

Signed: ___________________________    Date:______________

                    Applicant

Signed: ___________________________    Date: ______________              

               Senior/Placement Officer

Location: _________________________    Phone: _____________

 Applications should be forwarded to DSP for completion of PART 3. Please note:- 

DB Applications: TO: DSP, DB Section, Aras Mhic Dhiarmada, Store St, Dublin 1. FAX No. (01) 7043706

IP Applications: TO: DSP, IP Section, Longford, FAX NO. (043) 40040

	PART 3: TO BE COMPLETED BY DSP


I refer to application made for an exemption from the rules of behaviour in respect of the above mentioned

applicant.

An exemption has been APPROVED (  )     NOT APPROVED (  )   Duration of exemption:  12 months   (   )

                                                                                                      Or Other: ______________ months

	Remarks:



Signed: ___________________________       Date: ______________

              Authorised Officer

When completed, please return to the above named ETB Officer     

At FAX No. _____________________________

 10.6.3
Application for the Payment of ETB Training Allowance DA 103



1. Name of Training Provider: _____________________________ 2. Type: ___________________ e.g. ETB Course Special Needs

3. Course Title: _______________________________________ 4. Location: _____________________ 5. Code: ________________ 

6. Course Address: 

___________________________________________________________________________________________________________ 

7. Telephone No. __________________________ 

8. FAX No. __________________________________ 

9. Trainee Start Date: ___________________________ 
10. Proposed Finish Date: ___________________________________ 

11. Training Course duration: 
__________ months
                 12. Hours: 
Full-time {    }     Part-time {    }


13. Learner name: _____________________________________ 14. PPS No: _____________________________________________ 

15. Address: _________________________________________________________________________________________________ 

16. Date of Birth: ________________________________ 

17. Phone Number: _______________________________ 

18. Type of Social Welfare Payment being paid: ____________________________      19. Amount of Payment IR€ _____________ 

	
	
	
	
	
	
	
	
	
	


20. Claim Number 

I understand and agree that while going onto the ETB Training Program, my Disability Allowance / Blind Persons Pension will be suspended while I am attending the Training Course and I will receive a training allowance equivalent to my Disability Allowance/Blind persons Pension

Signed: __________________________________________ 

Date: _______________________________ 


Learner Signature


I refer to application made for payment of an ETB Training Allowance to the above named applicant. 

The Weekly Disability Allowance/Blind Persons Pension of IR€ ______________ will be suspended and the last payment made on       /      /     

IF THE APPLICANT CEASES TRAINING DISABILITY ALLOWANCE/BLIN PERSONS PENSION WILL BE RESTORED IMMEDIATELY ON RECEIPT OF NOTIFICATION BY THE ETB OF CESSATION ON FORM DA104 (APPLICATION FOR THE RESTORATION OF DISABILITY ALLOWANCE/BLIND PERSONS PENSION).

THERE WILL BE NO LOSS OF SECONDARY BENEFITS OVER THE DURATION OF THE TRAINING PROGRAMME.


Signed: ___________________________ Date: ____________________ 



DSP Officer
When completed, please return or fax to the course location.

10.6.4 
Restoration of Disability Allowance/Blind Person’s Pension DA 104
APPLICATION FOR RESTORATION OF DISABILITY ALLOWANCE/BLIND PERSONS PENSION FOR
FINISHING ON ETB TRAINING PROGRAMMES
PART 1: TO BE COMPLETED BY TRAINING PROVIDER
I.
Name of Training Provider:
2. Type:
e.g. ETB Course Special Needs
3. Course Title
4. Location:
5. Code:

6. Course Address:

7. Telephone No.
8. FAX No.
9. Learner Start Date:
10. Finish Date:

II.
Course Duration:
Months    12. Hours:
Full-time   ( )    Part-time   ( )
We wish to confirm that the above named person has ceased their training on the above course on      /       /
Training Provider Stamp

Signed:
Date:

Part 2: TO BE COMPLETED BY LEARNER
13. Learner name:
14. PPS No.

15. Address:

16. Date of Birth:
      17. Phone Number:

18. Claim No. 
	
	
	
	
	
	
	
	
	
	


PAYMENT METHOD PREFERRED
I wish my Social Welfare Payment lodged to   ( ) Bank Account       ( ) Building Society
Bank/Building Society Name:
  Name of Account:

Address:

Account Type:    ( ) Deposit      ( ) Current AC
Account No.

	
	
	
	
	
	
	
	
	
	


	
	
	/
/
	
	
	/
/
	
	


Sort Code.
OR
I wish to cash my payable Orders ( ) at a Post Office
Name of Post Office: 
 Address of Post Office: 

I confirm that I have ceased my training on the above course on the date set out above. I wish to apply to have my Disability Allowance/ Blind Persons Pension restored.
Signed: 

Date: 

Learner Signature
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Signed


_________________________


ETB Officer





Date_____________________
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Signed


________________________


ETB Manager 





Date____________________
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APPLICATION FOR THE PAYMENT OF AN ETB TRAINING ALLOWANCE FOR PERSONS IN RECEIPT OF DISABILITY ALLOWANCE/BLIND PERSONS PENSION PARTICIPATING ON ETB TRAINING PROGRAMMES.





PART 1: TO BE COMPLETED BY TRAINING PROVIDER





PART 2: TO BE COMPLETED BY LEARNER





PART 3: TO BE COMPLETED BY DSP
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� NACTE, ‘Employment Challenges for the Millennium: A Strategy for Employment for People with Disabilities in Sheltered and Supported Work and Employment’, 1997 p. xii


� Ibid. p. xi


� As per Programme Title on agreed TS


� Introductory Skills Training (IST) or Specific Skills Training (SST)


� Centre-based Training (CBT), Employer-based Training (EBT) or Blended Learning (BL)





[image: image1.jpg]                      
[image: image2.jpg]      
                                 


Page 1 of 25
                                                                          TQAS STP Operating Guidelines/MSLETB/V1.2
Page 2 of 25                                                                       TQAS STP Operating Guidelines/MSLETB/V1.2

