
[image: image1.wmf] 

                                                     [image: image2.jpg]IRISH VOCATIONAL EDUCATION ASSOCIATION

AN CUMANN GAIRMOIDEACHALS IN EIRINK




FÁS / VEC Operating Standards

for
Community Employment Participation in the Return to Education Programme

Introduction

Background to Development of RTE Operating Standard
The Interim Agreement was drafted by the IVEA and FÁS Community Services Division in June 2005. The aim of this agreement was to adopt a national strategic approach to ensure effective delivery of a quality assured Return to Education Programme to CE scheme participants. 

A FÁS/IVEA steering group was set up to monitor and support current and future developments. As agreed the steering group monitored the implementation phase of the agreement. Monitoring results indicated that the people on the ground i.e. FÁS/VEC staff expressed the view that further support was required. It became evident that the preferred approach to provision of this support was the development of a set of RTE operating standards, which provide clear direction, identify roles and assign responsibility.

In order to address the identified need and in support of continuous improvement an RTE Operating Standards working group was established. This group comprised of four members 2 representing FÁS and 2 representing the VEC. 

Operating Standard Aim

The aim of these RTE operating standards is to:-

· Provide ongoing support to the Return to Education Programme
· Provide clear direction 

· Identify roles 

· Assign responsibility.

· Achieve consistency in administration and delivery of RTE to Community Employment participants.

Objectives

The objectives are to:

· Provide clarity with regard to FÁS, VEC, CE Sponsor and CE Supervisor roles and responsibilities in the context of RTE.

· Establish clear communication and reporting structures through identification of key people in both FÁS and the VEC and the development of a FÁS / VEC contact list.

· Document RTE programme content and desired learning outcomes as set out in the Interim Agreement 

· Document details in relation to programme duration, accommodation and delivery. 

· Provide links to further literacy supports for Community Employment programmes. 

· Provide direction in the context of  completion of the following: RTE programme documents:- programme end report , tutor feedback sheet, participant feedback sheet, CE Supervisor Feedback Sheet to facilitate collation of information and to identify any common issues arising

· Document requirements in relation to funding.
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Section 1

Organisational Roles and Responsibilities

1.1    VEC, AEO/ALO

The AEO/ALO will be the VEC manager of the RTE programme at county/area level.

The ALO will promote, co-ordinate and support literacy development in the local community.

The ALO will liaise with the FAS, RTE coordinator prior to setting up RTE programmes in relation to: identification of training need, programme planning, update and review. 

The VEC will be responsible for recruiting the VEC, RTE co-ordinator.

The ALO will deliver Literacy Awareness Training and integrate literacy development and progression in R.T.E. into the broader community context.

The ALO in co-operation with the VEC, RTE co-ordinator will be responsible for recruiting RTE tutors.

The ALO and the VEC, RTE co-ordinator will together plan the RTE programme, set out syllabus and agree length of programme, venue, start and closing dates, number of tutors etc.

The VEC, ALO will provide the following information to the FÁS RTE coordinator in order to release RTE funds:-:

Number of courses to be run in the given county 

Number of Participants recruited

Course commencement date

The ALO and or VEC RTE co-ordinator together with the CE Supervisor will conduct initial assessment.

The ALO will meet regularly with the VEC, RTE co-ordinator for update and feedback on programme.

The ALO will meet with the FÁS, RTE co-ordinator to discuss monitoring outcomes and ensure compliance with both FAS and V.E.C. Quality Standards.

The ALO will forward end of programme report to FÁS. 
1.2
FÁS RTE Co-ordinator

A FÁS staff member will be assigned responsibility for co-ordination of RTE programmes on a FÁS regional basis.

The assigned staff member will liaise with: - the VEC, ALO and FÁS CDO’s

FÁS RTE Co-ordinator and the ALO will agree in advance the number of programmes to be run in a given year.

The ALO will confirm to the FÁS RTE coordinator the number of programmes to be run on a county/area level.

The FÁS RTE co-ordinator will update the FÁS, CDO’s in the context of dissemination of all relevant information through identification of training need, programme planning, update and review.

The FÁS RTE co-ordinator will arrange for all CE Sponsors and Supervisors in their area to attend Literacy Awareness Training.

The FÁS RTE co-ordinator will ensure that all contracts, literature etc. is sent in the first instance to the VEC, CEO and also forwarded to the ALO.
The FÁS RTE co-ordinator will complete the RTE survey document annually for the purpose of collation of final report results and identification of emerging trends. 
1.3
VEC Appointed RTE Co-ordinator

The VEC appointed co-ordinator is responsible for the implementation of the RTE programme. Coordinator duties span the full duration of the programme and include three phases:-  pre programme, during programme and programme end. 

Pre-programme

Meet with individual CE supervisors who have identified potential RTE participants to discuss numbers and individual learning needs.

Document participant numbers and number of programmes to be run.

Inform the ALO when sufficient numbers of participants have been identified

Co-operate with the ALO in the selection of a tutor (s) to the programme

Prepare course to meet individual learner needs, in conjunction with tutor and in accordance with RTE programme content requirements

Arrange courses, and facilities for course

Provide dates, hours, venue details to FÁS, RTE co-ordinator

If no programme forms, the co-ordinator should refer those who expressed an interest in the programme to the A.L.O. to avail of V.E.C. basic education service.

During Programme

Meet with prospective CE, RTE participants and carry out initial assessment which will inform the development of an individual learning plan.

Ensure learning materials include CE project related materials

Arrange 1 to 1 tuition as appropriate

Ensure that participants are provided with the opportunity to avail of FETAC or equivalent accreditation at the appropriate levels e.g. levels 1 to 3.

Register participants with VEC, in co-operation with CE Supervisors and agree start dates

Forward course participant list to FÁS CDO/Co-ordinator (advise on non attendance)

Provide CE Supervisor with initial assessment and evaluation feedback in order to inform the CE participant Individual Learning Plan

Carry out collaborative and other ongoing assessments of participants’ literacy levels as appropriate

In conjunction with RTE tutor carry a summative assessment and develop a progression learning plan relating to their education needs.

Provide feedback to the ALO and participate in scheduled meetings with ALO and other tutor (s) in relation to FÁS provision.

Participate in regular FÁS/VEC meetings related to Return to Education programmes

Maintain contact and provide feedback to Supervisors for the duration of the programme in relation to learning outcomes and progression needs.

Maintain programme records

Course End

Prepare a written report to the VEC and FÁS on completion of each course as per appendix 6 
At course end, provide Supervisors with information about further education and training options that are appropriate to the enhancement of literacy needs of participants.

Participate in a tracking system of the participants’ learning that bridges VEC and Scheme participation. 
Programme Evaluation

Programme evaluation should occur every 3-5 years:

Inform programme evaluations through provision of summary of course end reports which includes feedback from participants, tutor/s and CE Supervisors

1.4
FÁS CDO

Literacy awareness training will be provided for the FÁS CDO as appropriate. This training will be delivered jointly by FÁS, the VEC ALO and the VEC, RTE co-ordinator.

Once programme approval has been issued the CDO will draw up relevant contract.

The CDO will monitor the RTE programme at regular intervals.

The FÁS CDO will monitor prospective RTE participants through the ILP database system in terms of:-

· Numbers of participants awaiting courses. 

The FÁS CDO will monitor existing RTE participants through the ILP database system in terms of:-

· Numbers engaged in RTE

· Drop out rates

· Completion rates

1.5
CE Scheme Sponsor

The CE Sponsor will actively support the promotion of the RTE programme.

The CE Sponsor will agree the release of CE participants to attend the RTE programme

1.6 CE Scheme Supervisor

The CE scheme supervisors will brief each participant on the availability of Return to Education Options.

The CE Scheme Supervisor will arrange for all participants in the scheme to attend a talk delivered by the VEC, RTE co-ordinator and (ALO where relevant) which outlines the content and benefits of the RTE programme.

The CE Scheme Supervisor in discussion with individual learners will make an initial identification of need in the context of RTE.

The CE Supervisor will record CE participant options choices on the ILP.

The CE Scheme supervisor will forward a list of prospective RTE participants to the FÁS CDO.

The CE Scheme supervisor will develop time table to facilitate the release of CE Scheme participants for the appropriate number of RTE training hours. 

1.7
RTE Tutor

The RTE Tutor Responsibilities are as follows:-

In conjunction with RTE co-ordinator carry out initial assessment which will inform the development of an individual learning plan.

In conjunction with the RTE co-ordinator ensure that participants are provided with the opportunity to avail of FETAC or equivalent accreditation at the appropriate levels e.g. levels 1 to 3.

Design and prepare the RTE course in conjunction with the VEC, RTE co-ordinator and in accordance with RTE programme content requirements.

Prepare the RTE schedule/timetable in conjunction with the VEC, RTE co-ordinator.

Deliver the RTE programme.

In conjunction with RTE co-ordinator carry out a formative review identifying progress made and areas for further development.

In conjunction with RTE co-ordinator carry out a summative assessment and develop a progression learning plan as appropriate.

Provide VEC, RTE co-ordinator with information to inform the RTE programme summative report. This information should outline participant learning needs and progress.

Link with and provide feedback to the VEC, RTE co-ordinator

Section 2

The Programme

2.1 Participant Profile

CE scheme participants engaging in the RTE programme should not have attained higher second level awards i.e. Leaving Certificate at ordinary /higher level. 

CE scheme participants who have attained Leaving Certificate at these levels and wish to further enhance their literacy and numeracy skills should be provided with information on relevant programmes available through the VEC.

2.2
Recruitment

· The VEC, ALO and the FÁS Literacy Co-ordinator should discuss the potential demand for RTE training by CE participants and agree in advance the number of potential RTE programmes to be run in the given year.

· The VEC, RTE co-ordinator can be put in place by the VEC and recruitment to the programme can commence.

· Once the recruitment process has been completed and programme participants identified programme funds can be released by FÁS. The funds release process will commence through provision of the following information by the ALO to the FÁS RTE coordinator:

Number of courses to be run in a given county.

Number of Participants recruited

Course commencement date

2.3      Participant Numbers

· The optimum number of participants per RTE course is 9.

· Where appropriate an RTE group can be formed with a minimum of 5 and a maximum of 9 participants. 

· The needs of groups of less than 5 participants or a requirement for individual tuition will be addressed by the VEC. The VEC will accommodate these participants through local arrangements put in place by the Adult Literacy Organiser, in co-operation with FÁS and the scheme, at no cost to FÁS. 

2.4
Programme Duration

· Up to 200 hours tuition can be provided in order to facilitate CE participants who may wish to avail of FETAC accreditation. 

· It is a matter for local agreement between FÁS and the VEC as to the number of hours delivered directly to the learner per week.  

· Local conditions pertaining to the scheme or the individual learner will influence this.  Where it is feasible for example, 5 hours in two sessions per week can be delivered.  

2.5
Allocation of Further Tuition Hours

· If after completion of the 200 hours tuition there are still some learners that require further support, this can be provided in one of two ways:-

1) The VEC will address the needs of individuals and groups of less than five participants directly. 

2) For groups numbering 5 to 9 participants a further programme maybe offered to the participants concerned on a pro rata cost basis.  This will require the approval of FÁS. 

2.6
Programme Content

The focus of the RTE programme should be literacy skills development.
The learning outcomes for the RTE programme should facilitate participants to:-

· Demonstrate progress in literacy, numeracy and personal development in relation to their stated needs and goals;

· Demonstrate confidence and skill in dealing with the reading, writing and numeracy requirements of their workplace;

· Identify a range of further education or learning opportunities.

The course content should include, English, Numeracy, Communications, Computer Literacy, Personal Development and Project Based Learning.

English 


Reading     Including reading for information, enjoyment, Scanning, Comprehension 



   & instructions

Writing      Including developing and enhancing writing skills such as punctuation,


         structure and sentence formation, paragraphs, etc.

Spelling     Including use of strategies for learning spelling, word building skills,

                  memory aids, spelling rules

Numeracy




Including understanding the 24 hour clock, timetables, calendars and  

       temperatures; use of a calculator; budgeting;

    Including understanding mathematical signs and terminology

    basic addition, subtraction, multiplication and division skills,  

    decimalization, percentages, ratios and fractions; measurement; basic 

    statistics.

Communications 

      Including letter writing, both formal and informal; form filling; note   

    taking and recording of telephone messages; following instructions;     

    giving directions and map reading; listening skills; group work and verbal 

    communication skills including discussions and conversations.

· Computers: including basic computer skills; understanding computer technology; identifying the different components of a computer; development of literacy through appropriate IT applications.

· Personal Development: including self-awareness; decision-making; assertiveness and conflict resolution skills.

· Project-based Learning: group or individual projects in special interests demonstrated by the group.
3
Further Education Relating to Literacy Needs

3.1
VECs will undertake to provide further supports to scheme participants in conjunction with FÁS. Access to further education can be arranged for students to progress to VEC programmes such as BTEI, VTOS Post Leaving Cert or other Literacy and basic Education Courses. 
4
Quality Assurance 

4.1
Staff

The VECs over the past 5 years, and particularly since the publication of the White Paper – (Adult Education Learning for Life, 2000 – have significantly invested in the development of structured provision for adult literacy and basic education. All VECs have teams of professional co-ordinators and tutors who have gained considerable experience in the delivery of basic education, and this, therefore, places the VECs at the forefront of this work. All VEC tutors complete initial tutor training and engage in a process of continuing professional development. Chiefly, this comprises modules towards the Waterford Institute of Technology’s professional certificate in literacy development. In addition, staff are supported and supervised by the management of the adult literacy and adult educations service. Tutors also regularly up-date their skills through training provided by the local literacy service or at national level by NALA.

4.2.1 CE scheme supervisors engage in further training and development related to addressing the literacy skills needs of CE participants through:-

· Literacy awareness module associated with the Supervisor Training and Development Programme. 

· In service training related to the ILP etc. 

4.3       The Programmes

Return to Education Programmes are subject to the VEC sector’s internal quality assurance procedures. This includes monitoring by Adult Literacy Organiser and Course Co-ordinator as well as formal evaluation at the end of the programme. Central to the evaluation is feedback from participants and this is gathered through questionnaires discussion and/or focus groups. Like-wise Co-ordinators are responsible for liaising regularly with the referring agency/employer of the participant to ensure that the highest possible standards are maintained at all times. Furthermore, VEC Literacy staff have the expertise to carry out initial assessments of all participants. The Return to Education Course will be subject to FÁS quality assurance which complies with Awards Council requirements. All provision from the VECs will fully comply with FÁS quality assurance requirements and will be delivered in line with the Quality Assurance requirements of the accrediting body.

5 Awards

The VEC will ensure compliance with FÁS quality assurance policy requirements under the following headings:-. 

Communications

Equality

Staff Recruitment and Development

Access Transfer and progression

Programme Development Delivery and Review

Fair and Consistent Assessment of Learners

Protection of Learners

Sub-contracting / Procuring Programme Delivery

Self Evaluation of Programmes & Services

6
Monitoring

6.1      Responsibility for Monitoring, Review and Evaluation

The IVEA/FÁS Return to Education Steering Group will monitor the

Implementation of the RTE Operating Standard.  Monitoring will be based on a review of feedback received from local level through the RTE Annual Survey. 
The Steering Group will make recommendations to the IVEA’s Committee for Executive Support and to FÁS.

The IVEA undertake to provide a Return to Education Programme that

is consistent and standardised nationally.


The group will maintain contact with interested parties e.g. NALA 

7.        Programme Evaluation

FÁS and the VEC will ensure that an evaluation of the RTE programme is undertaken at least once every 3 to 5 years in compliance with Awards Council quality assurance requirements.

8.
Funding

8.1
Course Cost and Structure

The costs set out below are based on current part-time rates paid to tutors in the VEC and include pension and PRSI contributions. However, these rates may be subject to change in line with national increases awarded by the Department of Education. Any change to the rate will be agreed with FÁS and IVEA centrally.

Course delivery cost is based on groups with a maximum of nine and a minimum of five participants. This provides greater flexibility in the delivery and availability of courses than heretofore. It will benefit the learner in areas of low density, where a class can be put in place with a minimum of five participants and allows for an element of choice in relation to tutor ratios.

Example:
Return to Education Programme (200 hours duration)

                                                                                                   €
Co-ordinator Fee, per course

2100 


Tuition Fee 200 Hours

9064


Materials , photocopying 

1000



Administration and 

Co-ordinator travel


1000

Total Cost per course

          13,164
Participant travel to be agreed by FÁS at regional level.

8.2
Accommodation 
Where possible accommodation will be provided by the CE schemes involved or FÁS and the VEC without cost. However, where this is not possible and it is necessary to rent premises from a 3rd party, then the cost will be invoiced separately to FÁS.

8.3 
Special Arrangements for Individual Tutoring

In regard to groups of less than 5 participants or a requirement for individual tuition, the VEC will accommodate these participants through local arrangements put in place by the Adult Literacy Organiser, in co-operation with FÁS and the scheme at no cost to FÁS. 

In keeping with best practice in adult basic education, these individuals will be interviewed and assessed by the Adult Literacy organiser in order to identify a programme that best meets the needs of the individual.

The assessment will form the basis of the Individual Learning Plan and will be reviewed by the tutor at regular intervals. The outcome of these reviews will be communicated to the CE Supervisor so that the CE individual Learner Plan can be updated.
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	FAS Regional Structure

	 
	
	

	
	
	

	Dublin
	Co-Ordinator/Staff
	

	Dublin City
	Jackie Brennan
	 

	Dublin City
	Brenda Long         01 / 8044675
	 

	Dun Laoghaire/Rathdown
	Trish Murphy         01 / 2043703
	 

	South County Dublin
	Trish Murphy           01 / 2043703
	 

	Fingal
	Dermot Reynolds 01/ 8044675
	 

	 
	 
	 

	Midlands
	Kevin Macken  0906/4844227
	 

	Kildare
	Mick Quinn
	 

	Laois
	Mazz Gavin
	 

	Longford
	Sionbhe Hoare
	 

	Offaly
	Joe Eivers
	 

	Westmeath
	Tom McCormack
	 

	 
	 
	 

	Midwest
	Mary Frances McInerney  065/6868282
	 

	Clare
	Mary Molony
	 

	Limerick City
	Martina Liddane
	 

	Limerick County
	Louise MacAvin
	 

	Tipperary North
	Pat Nugent
	 

	 
	 
	 

	North East
	Anne Keely  042 / 9355757
	 

	Cavan
	Mel Greaney
	 

	Louth
	Anne Keely
	 

	Meath
	Caroline O'Kane
	 

	Monaghan
	Michael Dillon
	 

	 
	 
	 

	Northwest
	Francis Byrne  071 / 9159586
	 

	Donegal
	Jimmy McBride
	 

	Leitrim
	PJ Meehan
	 

	Sligo
	Kevin Rush
	 

	 
	 
	 

	South East
	Margaret Cleere  051 / 301509
	 

	Carlow
	Imelda Timpson
	 

	Kilkenny
	Roley Collier
	 

	Tipperary South
	Liam O'Brien
	 

	Waterford
	Margaret Cleere 
	 

	Wexford
	Michael Allen
	 

	 
	 
	 


	
	 
	 

	South West
	
	 

	Cork
	Helena O'Sullivan   021/4856407
	 

	Kerry
	Bridget Walsh     066-7126444
	 

	 
	 
	 

	West
	Rita Commins  091 / 706292
	 

	Galway
	Rita Commins
	 

	Mayo 
	Geraldine Glendon
	 

	Roscommon
	Jean Timothy
	 

	 
	 
	 


Appendix 2

VEC, Return to Education Programme Contact List
	
	
	

	VEC
	Contact Person - AEO
	Telephone 

	Carlow
	Marian Duffy Aeo 
	059 9138560

	Cavan 
	Pat Nally AEO / (Marion Duffy ALO)
	049 4331044

	Clare
	Dr. Sean Condon AEO
	065 6824819

	Cork City
	Tom Daly AEO /Tony Geary ALO
	021 4273377

	Cork County
	Vincet Ahern AEO Cork South West 
	028 23502

	
	Marie O'Mahony ALO Mid Cork
	025 33225

	
	Nuala Glanton AEO North Cork 
	022 51958

	Donegal
	Martina Needham 
	074 9161581

	Dublin City
	David Treacy EO
	01 6680614

	South City
	Frances Ward
	01 454 7054

	North City
	Pat Ayton
	01 8487172

	Dublin County
	Rosenary McGill ALO Coorindator 
	01 4529600

	Dun Laoghaire
	Deirdre Keyes AEO
	01 2147200

	Galway City
	Fiona O'Loughlin AEO
	091 567194

	Galway County
	Sean McLoughlin, AEO
	091 562138

	Galway County
	Eithne NicDhonnacha AEO 
	091 874260

	Kerry
	
	

	Kildare
	Naas/Newbridge - Mary Markey ALO
	045 866314

	
	Leixlip/Celbridge
	01 6246528

	
	Athy/Kildare - Mary Murphy ALO
	045 522003

	Kilkenny
	Eileen Curtis AEO
	056 7765130

	Laois
	Germaine Cahill ALO
	057 8621352

	Leitrim
	Donal Scully AEO
	071 9620024

	Limerick County
	Gretta Vaughan, ALO 
	061 442100

	Limerick City
	Marie Keane ALO/ R2Ed Coordinator
	061 417688

	Longford
	Mary Farrell AEO / Frances Stephenson ALO
	043 46493

	Louth
	Mary Hession ALO
	042 9334047

	Mayo
	Pat Staunton AEO 
	094 9023159

	Meath
	Alan O'Hanlon ALO 
	046 9021447

	Monaghan
	Dr. Fiona McGrath AEO
	047 30888

	Offaly
	Mairead Wyrnne/Mary McLoughlin (adultlc@eircom.net) ALO
	057 93 52280

	Roscommon
	Tom Costello AEO
	0690 6626151

	Sligo
	Michael Burke AEO
	071 9142438

	Tipperary North
	Olivia Kennedy-Murphy AEO/Brian

Donnelly R2E Coordinator ALO
	067 31250 

	Tipperary South
	Eileen Condon AEO/Mary Roche ALO
	052 21067

	Waterford City
	Joanne Geraghty ALO 
	051 874007

	Waterford County
	Mary Walsh AEO
	058 41780

	Westmeath
	Rina McKenna AEO
	044 48389

	Wexford
	Francis Ryan ALO 
	051 425118

	Wicklow
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Return to Education Tutor Feedback Form

              
Date: ……………  Name of programme: …………….  County / Area……………

Number of programme participants at start of programme ……………………

 

1.
Did all participants complete the programme?    Yes

No

If no please provide details……………………………………………………..

……………………………………………………………………………………

……………………………………………………………………………………

2.
Were the training objectives met?


Yes

No

If no please provide details. …………………………………………………….

…………………………………………………………………………………….

…………………………………………………………………………………….

3.
Based on feedback received in relation to this programme will you make 

            changes to delivery of future programmes?
Yes

No

………………………………………………………………………………….

…………………………………………………………………………………..

…………………………………………………………………………………..

4.
How many participants are working towards an award ?.

………………………………………………………………………………….

………………………………………………………………………………….

………………………………………………………………………………….

Any other Comments………………………………………………………………….

………………………………………………………………………………………….

………………………………………………………………………………………….
 
 Please use the space provided to enter any comments or suggestions you would like to make.
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Return to Education Participant Feedback Form.

Name of CE Scheme …………………..                               Date: ……………



 

How did you hear about the Return to Education Programme?
(a) CE Supervisor            (b) CE Participant                (c) Other

If other please give details………………………………………………..

 

How would you rate the training programme on the following areas?

(1)= Very Poor (2) = Poor   (3) = Average    (4) =  Good     (5) = Very Good       
 

Information provided


   1          2          3          4          5
Course Venue                                      
    1          2          3          4          5
 
Course Content                                                1          2          3          4          5
 
Course Equipment                                           1          2          3          4          5
 
Course Tutors                                         
   1          2          3          4          5
 
 

Any other Comments………………………………………………………………….

………………………………………………………………………………………….

………………………………………………………………………………………….
Please read the following statements and circle the option which you agree with most
 

1. The training programme is well organised. 
(1)= Strongly disagree  (2) = Disagree   (3) = Neither agree nor disagree    (4) =  Agree     (5) = Strongly agree

      
2. The training programme is meeting my needs.
(1)= Strongly agree      (2) = Agree     (3) = Neither agree nor disagree    (4) = Disagree     (5) = Strongly disagree
 

3. The course tutors explain things to me clearly.
(1)= Strongly disagree  (2) = Disagree   (3) = Neither agree nor disagree    (4) =  Agree     (5) = Strongly agree

   

4. The tutors are helpful and approachable.
(1)= Strongly disagree  (2) = Disagree   (3) = Neither agree nor disagree    (4) =  Agree     (5) = Strongly agree

6. I would recommend this programme to a friend.

(1)= Strongly disagree (2) = Disagree   (3) = Neither agree nor disagree    (4) =  Agree     (5) = Strongly agree
 
 Please use the space provided to enter any comments or suggestions you would like to make
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Appendix 5
CE Supervisor Feedback Sheet
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Return to Education CE Supervisor Feedback Form

FÁS Region ………………………

Name of CE Scheme----------------------

Date: ……………
  

1.
Pre-Programme was sufficient information available to you in 

relation to the RTE programme?

Yes-------------

No-----------

 If no please provide details……………………………………………………..

……………………………………………………………………………………

…………………………………………………………………………………… 
2.         Number of participants attending RTE programme from 

            your CE scheme?     …………..

3.
Did all participants complete the programme?    Yes

No

If no please provide details……………………………………………………..

……………………………………………………………………………………

……………………………………………………………………………………

4.
Were the training objectives of the participants met?
Yes       No

If no please provide details. …………………………………………………….

…………………………………………………………………………………….

…………………………………………………………………………………….

5.
Did you receive sufficient feedback on participant’s progress from the

            VEC RTE co-ordinator?          Yes                 No

If no please provide details……………………………………………………..

……………………………………………………………………………………

…………………………………………………………………………………… 
Any other Comments………………………………………………………………….

………………………………………………………………………………………….

………………………………………………………………………………………….
 Please use the space provided to enter any comments or suggestions you would like to make.
 

FAS / VEC Return to Education End of Course Report Form

Appendix 6
FAS / VEC Return to Education

End of Course Report Form

To be completed by VEC, RTE co-ordinator

Course Location/Contact

	Name of  VEC


	

	VEC AEO/ ALO
	

	Name of Programme as per contract
	

	Course Location


	

	VEC Co-Ordinator Name


	

	VEC Co-Ordinator Contact Details:


	


Participant Profile

	Number of Participants as per contract:
	

	Please attach list of names of participants and information re their completion or non completion of course
	See page 32

	Participant age leaving school

	See page 32

	Participant reason for leaving school

	See page 32

	Number of RTE Programme Early Leavers:


	

	Number of Participants joining after start date:


	


	Number of Participants at course completion


	

	Age Profile  {Please tick (}
Please provide number as per category
	 18-25         26-35         36 – 55         56 – 65

                                       

	Number of Male Participants
	

	Number of Female participants
	

	How are Participants Identified:

{Please tick (}
	· ILP                     

· VEC                    

· CE Supervisor

· RTE Rollover




Course Content
As per the Return to Education Operating Guidelines, the focus of the course should be Literacy Skills Development.     Please tick subject delivered as part of this course.

	· English
	

	· Numeracy                                 
	

	· Communications
	

	· IT
	

	· Personal Development
	

	· Project Based Learning*
	


· Please supply details of Project Based Learning if Ticked

	

	

	


Awards
	Awards Title
	Award Level
	Number of Participants

	
	
	

	
	
	

	
	
	


Additional Supports

	One to One Tuition
	Number of Participants

	Adult Education and Guidance
	


	How many participants require further training
	

	
	


Feedback

Participant

Please provide details of any RTE participant feedback received in relation to the RTE programme.

	

	

	

	


Tutor

Please supply details of any RTE tutor feedback received in relation to the RTE programme.

	

	

	

	


CE Scheme Supervisor

Please supply details of any CE Scheme supervisor feedback received in relation to the RTE programme.

	

	

	

	


Please provide comments on how you think the Return to Education Programme can be improved.

	

	

	

	


Signed:  _____________________                     Date:  ______________

VEC Co-Ordinator
Participant Details

	Participant Name
	Age Leaving School
	Reason for leaving School
	Completed RTE Programme 
	Did not complete RTE programme

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix 7


Acronyms 
AEO


Adult Education Officer

ALO


Adult Literacy Organiser

BTEI


Back to Education Initiative
CE


Community Employment

CDO


Community Development Officer

CEO


Chief Executive Officer

FETAC

Further Education and Training Awards Council

IVEA


Irish Vocational Education Association 

MLJ


Mapping the Learning Journey

NALA


National Adult Literacy Agency

RTE


Return to Education

VEC


Vocational Education Committee

VTOS


Vocational Training Opportunities Scheme
Appendix 8
CONTRACT FOR SERVICES

5 CONTRACT Between

_____________________ FÁS Region 

and 

________________________Vocational Education Committee

CE RETURN TO EDUCATION PROGRAMME

DATED THE _________ DAY OF ________________________ 2006

Draft Contract for VEC/FÁS CE Return to Education Programme

1. This contract dated __________________________ 2007 is between ________________ An Foras Áiseanna Saothair, of the one part, hereinafter referred to as FÁS region _____________and the Vocational Education Committee, hereinafter referred to as _________________ VEC of the other part.

2. The programme will be named _______________________FÁS/VEC CE Return to Education Programme, hereinafter referred to as the Programme.

3. The contract covers:

(i) Design, administration, management and delivery by ___________ VEC of a 200-hour basic education programme for identified CE participants in the _______________________________ area.

(ii) Provision of FETAC accreditation as an option for programme participants

(iii) Monitoring, support and evaluation by _____________VEC and FÁS Community Services

4. The contracts costs to maximum total amount of €9,064 tuition fees for a 200 hours course.

5. A co-ordination fee of €2,100 per course for the identification of literacy needs, co-ordination and programme support.

6. Material and photocopying  costs of €1,000 per course (receipts should be available for audit purposes)

7. Administration and co-ordinator travel of €1,000 per course

(receipts should be available for audit purposes)

8. FÁS will pay VEC the sum of 80% of the fees on signing of contract, 

20% on completion of the course and submission of reports to FÁS.

9. Timeframe

(i) Preparation and promotion of programme                                        Date: From                     To______   


(ii) Return to Education Programme


            Date: From                     To
___ 

                 (iii)
      Arrangements to be agreed locally between FÁS and VEC.

            Both organisations will at all times and in all publicity material acknowledge the partnership of __________________ FÁS and the VEC.

  10.
VEC undertakes to:

(iii) Oversee the design, administration, management and delivery of the programme.

(iv) Monitor the programme

(v) Manage the evaluation of the programme with FÁS

(vi) Co-operate with supervisor and sponsors in delivery of programme

(vii) Participate in the promotion of the programme

(viii) Support provision of accommodation where required

(ix) Support provision for those with special needs in agreement with FAS 

(x) Monitor and evaluate programme and provide reports to FAS

(xi) Comply with FÁS/VEC, RTE operating standards

(xii) Comply with FAS Quality Assurance requirements under FETAC.

13. FÁS undertakes to:

(i) Promote the programme to CE sponsors, supervisors and participants

(ii) Arrange with the sponsor for the release of CE participants as required for the programme

(iii) Liaise with the local Adult Literacy Organiser and programme co-ordinator throughout the programme

(iv) Assist in facilitating that any participant who begins the programme can remain until its completion

(v) Support provision of accommodation where required.

(vi) Support provision for those with special needs in agreement with VEC 

(vii) Make available guidance and support to participants

(viii) Monitor and evaluate the programme and provide feedback to FAS and VEC Steering Committee

Signed for and on behalf of _____________Vocational Education Committee by:







_______________________________

Date:





_______________________________

In the Presence of:



_______________________________

Signed for and on behalf of FÁS by:


_______________________________

Date:





_______________________________

In the Presence of:



_______________________________
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