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FETAC
LEARNER HANDBOOK 

FOREWORD – Margaret Culhane Managing Director

It gives me great pleasure to introduce and welcome you to C&M Safety Ltd. T/A C&M Training. This Learner Handbook has been produced for the benefit of all learners who have enrolled in any of our programmes. It contains important information on policies, procedures and regulations that are relevant to you. I invite you to make yourself aware of its contents and to consult it whenever the need arises. 
Through our Training Service we strive to continually develop and provide a wide range of quality learning opportunities that will enable learners to realise their full potential. These programmes are provided at our centre and throughout the County and have been developed in co-operation with a wide range of partners for the benefit of the learner. We cater for a broad cross-section of the community, providing learning opportunities for vocational, professional and personal development. 

I am confident that we can provide you with the Training opportunity that best suits your needs and circumstances. I hope that you enjoy your time with us and that your experience will be rewarding and enhancing. 
Margaret Culhane 

Managing Director C&M Training 
C&M TRAINING

The company was founded in 2000 to respond to the growing demand for a professional company to provide training and consultancy. Based in Glin, Co. Limerick we have developed our own training centre as well as providing a Nation Wide Service to clients on their own premises. C & M Safety Ltd T/A C&M Training has a truly unique depth of experience, originating in various industrial backgrounds. 

C&M Training is a FETAC Approved Training Organisation who works in conjunction with our clients to provide, through honesty & integrity, a superior service to our clients and will efficiently assist them to achieve the required standards, by developing their knowledge & skills.

We recognise that customer satisfaction is our number one priority.

Should a problem arise involving any of our learners or customers each member of staff is charged with the responsibility to do whatever is necessary or make any arrangement in order to rectify matters quickly and effectively.  We are committed to measuring learner and customer satisfaction on an ongoing basis and seeking out new ways of giving the unexpected extra.

C&M Training is pledged to promoting equality of access by people from all sections of society.  Where ever possible C&M Training will address the individual needs of applicants within the constraints of its resources, thus ensuring equality for all.

Contact Details:
C&M Safety Ltd. T/A C&M Training

‘The Curlews’

Killeany 

Glin 

Co. Limerick 
Tel: 06834527

Fax: 06834562

Email: info@cmtraining.ie 

Website: www.cmtraining.ie 
Ms. Hazel Noonan 

Internal Verifier 

Mrs. Margaret Culhane

Managing Director
Opening Hours: Monday - Friday (9 a.m. – 5 p.m.)
Mission Statement
It is the mission of C & M Safety Ltd. to be Ireland’s Leading Training Organisation.

We will provide, through honesty & integrity, a superior service to our clients and will efficiently assist them to achieve the required standards, by developing their knowledge & skills.

ABOUT THIS HANDBOOK

This Learner Handbook aims to help you make the most of the course you are doing with C&M Training. We hope you will find it a useful resource as you progress through your course.

A copy is available on our website www.cmtraining.ie
C&M Safety Ltd T/A C&M Training is committed to providing learners with: 

· Accessible, quality Training Programmes

· A learning environment and resources that supports and stimulates learners to realise their full potential
· Accurate information about programmes and expectations

· Assessment of learning that is fair, valid and timely 

· A skilled, qualified and supportive staff that will treat all learners with dignity and respect and be responsive to all learners needs. 

· A fair and consistent application of all rules and regulations

· A healthy and safe environment that promotes a positive learning experience. 

FETAC

FURTHER EDUCATION AND TRAINING AWARDS COUNCIL

As the national awarding body for further education and training in Ireland, the Further Education and Training Awards Council (FETAC) gives people the opportunity to gain recognition for learning in education or training centres, in the work place and in the community.

FETAC functions include:

· Making and promoting awards

· Validating programmes

· Monitoring and ensuring the quality of programmes

· Determining standards
PLACING FETAC AWARDS IN THE NATIONAL FRAMEWORK

OF QUALIFICATIONS

FETAC is responsible for developing a new system of qualifications for the further education and training sector. This system is part of the overall development of the new 10-level National Framework of Qualifications that will, in time include all awards available in the state from the basic level (Level 1) to the most advanced (Level 10) levels of learning. FETAC has specific responsibility for providing a range of awards at levels 1-6 in the new framework.

For further information please go to the FETAC website, www.fetac.ie
Access transfer and progression 
It is the policy of C & M Training to inform, facilitate and accommodate all learners undertaking training and education programmes in line with best practice in order to access, transfer and progress to other programmes/ providers, either immediately on attainment of the award or at a later date. 

C & M Training undertakes to enable learners to:

· Make informed choices regarding the programme(s) on offer

· Enter into a programme with recognition of prior learning and without unnecessary barriers

· Successfully participate in a programme

· Transfer and/or progress to another programme offered by C & M Training or another provider leading to an award within the National Framework of Qualifications

ASSESSMENT PROCESS
Work must be submitted to your tutor for assessment by stated deadlines. Your assignments, portfolio, exam, etc., (as required for each module) are assessed by your tutor. Learners must return finished assignments by registered post to the Tutor, (including authorship statement) which will be acknowledged upon receipt. Assessment can take different forms, depending on the course. 

There are six possible assessment techniques:

• Collection of work 

• Assignment
• Learner Record 

• Examination

• Project 

• Skills demonstration

COLLECTION OF WORK

A collection of work is a portfolio of some or all of the work a learner has produced. This collection of work is evidence which proves learners have achieved Specific Learning Outcomes (SLOs). 
ASSIGNMENT

An assignment can take a number of forms; it can be research based, a practical task or an evaluation of a particular subject. Learners are issued with a brief from their tutor, stating the specific guidelines and deadlines.

LEARNER RECORD

A learner record is a Learner’s review of their learning experiences, tasks they have completed and the new skills gained over a specific amount of time. There are different types of learner records.

An Assessment Brief is the set of instructions given to you by your tutor telling you:

• What you are required to do for the assessment of the module

• How the assessment will be marked and

• When it must be submitted

EXAMINATION

An exam is used to test a Learner’s ability to remember information, to prove they have knowledge of the topic. An exam also shows that learners understand the information and have the ability to discuss a topic in detail, for example the advantages or disadvantages of a topic or comparing and contrasting information. Exams can be written or oral in format.

PROJECT

Projects may involve research, investigating a topic, performing an activity or organising an event. A number of learners may be involved in an event and each learner must clearly state what they are responsible for.

When learners are undertaking a project they may be required to keep a personal diary as it will record learning gained and achievements of specific learning outcomes. (SLOs)

SKILLS DEMONSTRATION

Skills Demonstration allows the learner to show their ability to achieve a wide range of practical skills. A skills demonstration may be assessed while learners are on work placement.

There are different types of skills demonstration: practical, observation and oral.
 A portfolio is a collection of work you have done during the module. Your tutor will give you a checklist of what is to be included.

FETAC ASSESSMENT REGULATIONS

It is your duty to familiarise yourself with the regulations relating to written examinations, assignments and practical assessments and the consequences of infringing these regulations.

WRITTEN COURSEWORK (ASSIGNMENTS / PROJECTS)

i. You must observe deadlines for submission of written coursework for assessment.

ii. You must sign a declaration that all coursework (assignments, projects, records, collection of work, portfolios etc) submitted for assessment is your own original work. Material direct from the Internet or other sources, is not your own work, and will be deemed as plagiarism.

DEADLINE POLICY
The purpose of a deadline policy is to ensure that all tutors operate fair and consistent assessment methods in keeping with FETAC Quality Assurance procedures. To ensure the correct implementation of this policy, tutor will: 

Issue all assignments/projects with a completion /submission date and it is vital this date is adhered to. 

Grant an extension in the event of exceptional circumstances on the basis of compassionate consideration.  Such a request for an extension must be lodged with the tutor. 

Tutors can refuse to accept assessment material after the deadline has passed subject to compassionate consideration being granted.

SUBMISSION OF ASSESSMENT 
All assignments/projects should be submitted on or before the deadline date to the relevant tutor.  You are asked to declare that it is your own work and that it has not been plagiarised. You will have to sign a statement verifying authorship.
You should keep a back up copy of completed work, as submitted assessments will not be returned.

WHAT IS PLAGIARISM?

• Plagiarism is when a student presents other people’s writing, words or ideas as their own.
EXAMPLES OF PLAGIARISM

• Quoting or summarising material without crediting the source. The source of material could be books, magazines, websites, newspapers, television programmes, films, photos and drawings, charts and graphs.

• Copying or using work done by another student.

• Buying completed work on the internet or downloading a paper from a free site.

• Getting someone to do the work for you.

• Sometimes students don’t acknowledge sources because they think that they are not supposed to depend on other people’s work. In fact the opposite is actually the case. It is hard to write a successful essay/assignment without doing some research. The key thing is to reference your work.
WHAT YOU NEED TO REFERENCE:

• Anything from a magazine, book, newspaper, song, film/television   programme, website, letter, advertisement.

• Information you get from interviewing someone.

• Exact words or phrases that you have copied.

• Diagrams, pictures, charts etc. which you have not produced yourself.

• Audio or visual evidence which you did not produce yourself.
WHAT DO YOU NOT NEED TO REFERENCE?

• Things that are “common knowledge” such as historical events – George Washington was the first President of the United States, or items which are generally accepted e.g. Global Warming is a serious issue.

• Photos, pictures, videos etc. which you produced yourself.

• Your own life experience, thoughts and findings.

• Results of experiments which you carried out yourself.

RESULT APPROVAL
The External Authenticator and Internal Verifier report to the Results Approval Panel, which comprises of senior staff members. They check accuracy and reliability of data before submitting results to FETAC for certification. Results are therefore fully quality assured. Learners are informed of results and are given a deadline for making appeals.

APPEALS
Learners can appeal the assessment process or result up to 14 days after receiving results. Appeals are made in writing to C&M Training. Each appeal is subject to a fee, €15.00 per amendment. If your appeal is successful this fee will be returned to you.
The appeals procedure involves review of the assessment process including where appropriate review of the learner evidence and the results. A new assessor, independent of the centre reviews only the evidence that has already been presented for assessment. Results of the investigation are forwarded to the learner and FETAC. If a Learner feels disadvantaged by the local appeals process they may appeal the provider’s process to FETAC but not the assessment decision itself. The application is made through the C&M Training. 
ASSESSMENT PROCEDURE

The centre must hold all assessed work until the official statement of results arrives.

Certificates are issued by FETAC at a later date.

CERTIFICATION
It is the policy of C&M Training to automatically enter all learners for certification on payment of the relevant fees. FETAC issues certificates to C&M Training, which then distributes them to Companies or Individual Learners. 
REQUIREMENT & CANCELLATION POLICY
· Please allow sufficient time for travelling to the venue as late arrivals will not be accepted and you will be charged in full.

· Knowledge of and ability to use Technical English is required for the successful completion of this course. Otherwise and Interpreter will need to be provider at additional cost.    

· Please bring your PPS Number. 
· Date of Birth must be supplied.
· Cancellations: All cancellations must be notified in writing. 

The following cancellation fee will apply:

Less than 24 working days notice – 50% of original fee

Less than 10 working days notice - 100% of original fee

No Shows will be charged in full

Please inform C & M Training if you suffer from any medical condition, or if you have any special need requirements, so that we can inform the Instructor and make any necessary arrangements.
DATA PROTECTION 
C&M training is a centre of knowledge and training. Next to its people, information is its most important asset. Because of this, C&M Training recognises the importance of protecting its information assets and, in particular, the information relating to its staff, learners and other individuals in whatever form that information is held.
C&M Training will hold information and will ensure that this information will be kept confidentially. Your information however will be shared with the appropriate awarding body, FETAC.  
All data, whether held electronically or manually, will be kept securely and not disclosed unlawfully .At no time will your information be passed to organisations for marketing or sales purposes.
CODE OF CONDUCT
Learners are expected to behave responsibly at all times, and not to engage in any activity that might bring the centre into disrepute. Learners are required to attend regularly and punctually all programmes i.e. classes, practicals, assessment etc. Learners are expected to conform to the directions of the staff member(s) and tutors responsible. Should any learner, during any programme, be responsible for a breach of good conduct, or fail to obey instruction from a staff member and tutors, the learner may be required to withdraw from the particular programme and the matter brought to the notice of the Tutor and Managing Director. Appropriate action will then be taken. 
DAMAGE TO PROPERTY

Learners are required to make good, to the satisfaction of the centre, any damage or loss that they intentionally cause to any property of the centre or for any such loss or damage that occurs as a result of their recklessness or negligence.

Learners are similarly required to make good any damage or loss that they cause to the personal property of any other learner or member of staff.
HEALTH AND SAFETY POLICY STATEMENT

The Safety, Health and Welfare at Work Act 2005 impose a statutory duty on employers to ensure the health and safety of their employees while at work. This duty extends to others who may be affected by that work. Learners should be aware that they also have a duty under the Safety, Health and Welfare Act to assist C&M Training in maintaining a safe place to pursue their course and a specific legal duty not to interfere with anything that may compromise safety management at the centre.

Health and Safety at work affects everyone. Any lapse of care and attention can cause injuries and damage property. C&M Training will treat any act that may compromise health and safety management as a serious offence and may be subject to disciplinary action.
DIGNITY AND RESPECT

C&M Training is committed to the promotion of an environment that upholds the dignity and respect of the individual and which supports every individual’s right to study and/or work in an environment, which is free from any bullying, harassment or intimidation. C&M Training recognises the right of every individual to work/study in such an environment and requires all staff and learners to recognise their responsibilities in this regard. Bullying, harassment or intimidation of others by learners or staff will NOT be tolerated.

This policy applies to the behaviour of staff and learners of the centre and others engaged in activities or providing services relating to the centre.

TRANSFER & PROGRESSION
C&M Training is committed to informing learners of options for transfer and progression and staff will assist you to make informed choices.

EQUALITY FOR LEARNERS POLICY STATEMENT

It is the policy of C & M Safety Ltd to conduct every programme activity in accordance with best practice and the principles of all relevant Equality legislation. All training and education programmes and their related services are delivered in a manner that seeks to accommodate and embrace diversity, combat discrimination and promote equality of opportunity for everyone.

LEARNERS CHARTER
We will make every effort to: 

1. Offer a high standard of training from appropriately qualified tutors whose work is reviewed and supported. 

2. Ensure courses run on time in facilities that are well equipped within our remit.

3. Assess your learning needs to plan a programme to meet your learning goals. 

4. Publish and make available up to date accurate information on all our courses. 

5. Offer appropriate information and advice on your work and progress. 

6. Promote a culture where everyone feels a personal responsibility to ensure that the dignity of learners and other colleagues is not abused by acting to challenge any discriminatory practice supported by published policies and procedures 

7. Deal with enquiries whether by letter, email, phone or in person, promptly courteously and accurately 

8. Offer a prompt response to any problem that you bring to our attention. 

We expect you to:

1. Respect the rights of all centre users to be able to work in a co-operative manner and treat every one with respect regardless of differences in culture, disability, learning difficulties, medical conditions, race, ethnicity, gender, age, sexual orientation, religion or social class. 

2. Play an active part in challenging discriminatory behaviour by – refusing to take part in any unacceptable activity that degrades others, such as bullying, harassment or victimisation in any form and on any grounds, whether it relates to learners or staff.  Any such behaviour will not be tolerated. – behaving in a way that respects the needs of others to learn teach and work. 

3. Comply with Health & Safety regulations – by behaving in a way which does not put yourself or others in danger – by not attending programmes when under the influence of alcohol or illegal drugs – by informing your tutor of any adverse impact on your behaviour resulting from prescribed medication – by helping keep the buildings clean and tidy 

4. Make every effort to be on time for your course and bring all the necessary equipment as directed. 

5. Keep us informed of any changes in your personal details e.g. address especially telephone number

6. Help us improve our service by giving us feedback by completing evaluation forms.  

C&M Safety Ltd. T/A C&M Training ‘The Curlews’ Killeany Glin Co. Limerick

Tel: 06834527 Fax: 06834562 

Email: info@cmtraining.ie Website: www.cmtraining.ie

