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Welcome to METAC Training 

 

Dear Learner, 

 

Welcome and thank you for choosing to train with METAC.  

 

We are dedicated to providing quality training and development opportunities for our 

Learners. Your success, and progression are to the core of our business. We are committed 

to creating an environment where you can enjoy a positive learning experience and achieve 

your goals. 

We are an Irish owned training company providing Training and Assessment to 

a wide variety of clients. Our team of experts are enthusiastic and ready to respond to the 

needs of our learners. We are dedicated to help our learners achieve their full potential by 

ensuring that all our courses are engaging, relevant and progressive. 

 

The purpose of this handbook is to provide you with a reference guide which details all the 

information you will need relating to training, assessment, payments, and many other items 

relating to the course. This handbook will guide you in our quality assurance agreements 

with QQI. While every effort has been made to ensure the accuracy and completeness of 

information in this handbook, management reserves the right to alter or amend any detail, 

without notice, as changing circumstances may dictate. You will be kept informed of any 

such changes as they arise by your Trainer.  

 

Information is also available regarding the policies and procedures that underpin our quality 

assured services. During your training if you require any assistance, please do not hesitate to 

contact your Trainer or any member of the METAC Team. 

 

The METAC Training course that you are currently attending will equip you with many skills 

that will benefit you for years to come. In addition, we hope that you enjoy the course, meet 

new people, and gain many other life skills that will be beneficial in your everyday life.  

 

If you need clarification on any item/area within the handbook, please contact your Trainer. 

If you require further clarification, thereafter, please contact any member of staff 

On behalf of METAC Training, we would like to take this opportunity to wish you the very best 

of success with your training programme. 

 

Kind Regards 

 

METAC Training Management 
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1. Introduction 

1.1 About us 

METAC Training is the largest energy training and assessment centre in Ireland and trains 

approximately 3,000 people annually. Our realistic training facilities equip people with 

practical skills for the modern workforce that are nationally recognised by QQI, Blueflame 

Certification, City & Guilds, Bord Gais and OFTEC amongst others. All courses we run are 

independently certified and verified by external agencies. All the administration and 

management of our certified courses is managed directly by our administration personnel. 

The company was established in 2006 by Dominic Dunne, an installer himself by trade, who 

saw a gap in the market for a training facility which would permit a high degree of live and 

simulated training which effectively reflects an authentic work environment. Our training 

centre is based in Mountrath, Co. Laois and is renowned in the energy industry for our 

specialist training in  

• Gas (domestic & non-domestic)  

• Oil (domestic & non-domestic)   

• Solid fuel  

• Electrical  

• Welding and fabrication 

• Electrofusion,  

• Renewable energy such as domestic heat pump systems   

• Business & hobby courses 

 

1.2 Our Vision 

We at METAC are dedicated to assisting Learners, in achieving the highest possible 
standards through a theoretical and practical approach to training. Learners will have access 
to the most experienced and Qualified Trainers in their field who are using the most up to-
date regulations, equipment, and technology available. 

Why train with METAC Training? 

• Award Winning, practical and hands on training and assessment by experts in 
their field 

• Use of top of the range training equipment and facilities. 

• Choice of a wide range of courses providing national and international 
qualifications. 

• Convenient location in the heart of Ireland just off the M7 

• Value for money training  
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2. Awards & Awarding Bodies  
 

2.1 QQI 
 

METAC Training is a QQI registered provider (Centre Number 38152L).   
Upon completion of the relevant assessments with METAC Training, you will receive a 
relevant QQI award certificate.   
 

Grading of award results as follows: 
Pass   50 – 64% 
Merit   65 - 79% 

Distinction 80 – 100% 
Referral <50% 

 

You should familiarise yourself with the certificate requirements for the major award that 
you wish to achieve. You will find a list of QQI major awards at the following link: 
https://qsearch.qqi.ie/WebPart/Search?searchtype=awards 
 
 

2.2 Accreditation 

 
METAC Training offer short certified training programmes as well as offering a range of 
programmes which are validated by the following awarding bodies: 

• QQI (Quality and Qualifications Ireland) 

• Blueflame Certification 

• City & Guilds 
 
Upon successful completion of a METAC Training-certified course, the learner will receive a 
Certificate of Attendance or Competency as applicable, from METAC Training. Learners must 
complete their knowledge and competency assessment in order to receive their Certificate 
in Competency.  
 
 

 

 

 

 

 

https://qsearch.qqi.ie/WebPart/Search?searchtype=awards
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3.Codes of Practice 
 

3.1 Booking a training course 
 

All Learners must contact METAC’s office by telephone 057 8756540 or by emailing 

info@metac.ie to book onto a course, you cannot book a training course through our 

website.  

Learners must supply the course name they are looking to secure a place on, their name, 

telephone number, email address and secure their place with a booking deposit. No Learner 

is confirmed on a training course until this deposit is paid and the learner has confirmed they 

have the minimum course entry requirements. METAC operate a first come first served policy 

on all training courses, as all our courses are limited by numbers.  

Once your course is confirmed, you will be given the start date and time for your course. You 

will be emailed a booking confirmation letter, this will state the course prerequisites and 

minimum course entry requirements, and information required for you to bring with you on 

the first day where you will complete your course Application Form. You will be required to 

supply METAC with your PPS Number. 

Certification Bodies require METAC to provide them with the PPSN of each Learner enrolled 

on a validated programme in order for the Certification Body to issue an award to that learner, 

and to retain a record of each award made to each learner.  

Certification Bodies retain this data so that a learner can confirm with it at any point that such 

an award was made. The PPSN will not be processed by METAC for any other purpose and 

will not be retained in our records once used for the sole purpose for which it was collected.  

Course information is available through our website www.metac.ie. 
 
Approximately 7 days prior to the course starting we will send you a reminder email with all 
details relating to the course. 3 days prior to the course commencing we will telephone you 
to complete our 3-day COVID Questionnaire. 
relevant course information will include: 
 

✓ Required pre-requisites 
✓ Materials they must bring along 
✓ Start and finish times 
✓ Methods of assessment 
✓ Certification details 
✓ COVID-19 procedures 

 
 
 

mailto:info@metac.ie
http://www.metac.ie/
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3.2 Application form and photo ID 
 

On the first day of the course all Learners are required to fill out a “Application form” 

providing us with the following details: 
✓ Your full name (how you wish it to appear on any Certificate or documents) 

✓ Your current address 

✓ Date of Birth 

✓ Home and mobile phone numbers 

✓ Email address 

✓ PPS Number/ RGII Number (if required) 

✓ Photo ID 

✓ 2 Passport like photographs 

 

The information you provide is important as it provides us with the personal data, we will 

need to register you with QQI. The photo ID is needed to confirm the person achieving the 

award is the person who registered and completed the course. We ask you to complete the 

application form as soon as possible so we can cater of any requirements you may have. 

 

This information will be kept in accordance with General Data Protection Regulation (GDPR) 

May 2018. Other pre-requisites are required depending on your training course. examples 

of these include: 

✓ Current RGII card and number. 

✓ National Craft or Advanced Craft Certificate. 

✓ Letter of experience from Employer 

✓ Letters from Recognition of Prior Learning Panel 

 
Learners can see all course information on our website www.metac.ie  
If you have any queries, please contact us and we will advise and give guidance. 

 

3.3 Entry Requirements  
 

Entry requirements, admission criteria and programme information will be made available 
on the METAC Training website and in printed promotional documents including our course 
prospectus. It is your responsibility to ensure you are fully briefed about your chosen course 
of study. Applicants will take responsibility for ensuring that they have completed all 
documentation required for enrolment and paid the necessary fees. This may include, but is 
not limited to: 

✓ a completed application form 

✓ a photocopy of personal identification 

✓ a photocopy of any previous qualifications 

http://www.metac.ie/
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✓ proof of English language proficiency (if required) 

 

Applicants will take responsibility for ensuring that they are fully registered on the 
programme of study. An applicant cannot be considered a learner until they have completed 
all stages in the registration process. 
 
Applicants will also take responsibility for the accuracy of information supplied. Submitting 
false or misleading information or documentation can lead to cancellation of admission or 
expulsion from a programme. 
 

 

Previous Qualifications:  
To access programmes leading to a particular award, the learner should have reached the 
standards of knowledge, skill and competence associated with the preceding level of the 
National Framework of Qualifications, i.e., in order to access a Level 6 programme, the 
learner must have achieved a Level 5 qualification.  
This may have been achieved through a formal qualification or through relevant life and 
work experience. Applicants must also have a strong interest in their chosen area of study. 
 

 
Minimum English Language Requirements:  
Teaching in METAC Training is through the medium of English. Therefore, learners must 

demonstrate a high level of competence in the English language to be admitted.  

METAC Training's minimum English language requirements apply to all applicants at all 

levels of study.  

Learners whose first language is not English must show that they meet a certain standard of 

English language proficiency. This can be proven through any one of the following methods:  

• Common European Framework of Reference for Languages (CEFR) Level B2 or 

higher 

• Merit or Distinction in the QQI Level 5 modules English as a Second Language 

5N1632 or Communications 5N0690 

• International English Language Testing System–Academic (IELTS) – Minimum 

overall band score of 7.0, with a result not less than 6.5 in each of the 

individual sections 

• Test of English as a Foreign Language (TOEFL) – Internet Based Test: 

Minimum total score of 100 out of 120, with a score not less than 22 in 

Reading and Listening. Not less than 26 in Speaking and NOT LESS than 24 in 

the test of written English 

• Leaving Certificate results of H7/O6 in English 

METAC Administration Staff will send a link to Learners for a test upon request. 

Applicants must complete the English language proficiency test prior to enrolling on a 

METAC Training programme, you may be required to show your test results to gain access 

to your chosen programme. In all cases the test results must not be more than 2 years old. 
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Please Note. It is important to note that false, inaccurate, or misleading declarations by 

Learners may result in METAC and/or Certification Bodies withdrawing or cancelling 

certificates held under the Programme. If an application is rejected, METAC and/or the 

Certification Body will give the applicant prompt written notification with the reasons. 

 

3.4 Learners with a Disability, Medical Condition or Learning Difficulty:  

 
Under the Equal Status Acts, 2000 to 2015, METAC is fully committed to providing 

reasonable accommodation to meet the needs of learners with a disability, a significant on-

going medical condition or learning difficulty to enable them to successfully complete their 

programme on an equal footing with other learners.  

A reasonable accommodation might be any action that helps alleviate a substantial 

disadvantage arising from the learner’s disability, significant medical condition or learning 

difficulty, without changing the demands or the integrity of the examination or the 

programme.  
 

Providing a reasonable accommodation might involve changing procedures, modifying the 

delivery of the course taken, providing additional services (e.g., examination arrangements, 

materials in large print), or altering the physical environment.  

 

Reasonable and appropriate accommodations (adjustments and supports) and/or auxiliary 

aids are determined on a case-by-case basis and in accordance with the individual's certified 

disability/significant medical condition/specific learning difficulty. Reasonable 

accommodations are intended to support learners to become more independent in their 

learning. 

 
See our Reasonable Accommodation Policy on our website www.metac.ie, to apply for 
Reasonable Accommodation please email registration@metac.ie or telephone our office on 
057 8756540 

 

 
3.5 Guidelines of Learner Rights 

 

METAC Training is committed to all clients, learners, staff and peers in the delivery of high-
quality education programmes. We are also committed to the rigorous monitoring and 
review of all our programmes which are to be completed within a timely fashion. We always 
welcome constructive feedback as these contribute in a meaningful and positive way to the 
development of our programmes. To ensure this we will: 

 

• Conduct self-evaluation as required by our accrediting bodies and our quality 
assurance agreement 

http://www.metac.ie/
mailto:registration@metac.ie
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• Ensure our quality assurance procedures agreed with our accrediting bodies are 
adhered to at all times 

• Commit to improving our programmes 

• Maintain an appeals procedure which is flexible and fair 

• Ensure that assessment is undertaken in a way which is fair, verified, and valid for 
certification 

• Maintain open channels of communication between our organisation and our 
stakeholders 

• Ensure a high standard of quality for the learning environment 

• Plan for the different ways in which people learn 

• Ensure the competency of our staff in the delivery of all programmes (includes 
administrative personnel) 

• Ensure programs are relevant and up to date 

• Conduct all our dealing with the stakeholder in an ethical and professional manner 
 
The purpose of these guidelines is to describe the rights and responsibilities of all parties. 
The intention is to assist in meeting the expectations of learners in an environment of 
mutual trust and respect. 
 
 

3.6 General Rules and Regulations for Learners 
 

As a participant on a METAC Training programme you will have already been provided with 
the contact details of the training centre. This facilitates feedback and support for the 
duration of the course. 
 
You will be contacted by telephone 3 days prior to attending METAC to complete the 
METAC Covid 3-day Learner Questionnaire which is a Self-Declaration (Appx 74) also every 
person visiting METAC Training are required to have their temperature taken daily and fill 
out the Learner Daily Questionnaire (Appx 76 or Appx 77), declaring they do not have 
COVID-19 symptoms and that they do not feel sick or unwell. 
 
If you answer yes to any of the questions on this form, you will be refused entry to METAC 

and you will be moved to the next available program/assessment. Failure to co-operate will 

also result in your being refused entry. 

Learners are not to attend METAC training if they feel unwell or if you are displaying 

symptoms of COVID-19. 

Normal training times are 8.30am to 5.00pm Monday to Saturday 
Break and lunch times are staggered by class to allow for social distancing in canteens, break 
and lunch times will be set out by your Trainer on the first day of the course for the entire 
course.  
Learners are required to contact METAC Training before 9am or as soon as they know they 
will not be able to attend training on any given day.  
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Your Trainer will take an attendance sheet each day. METAC Training advise against any 
absenteeism on training courses, all Learner must attend all required training days. 
 
 

3.7 Course Paperwork 
 

On the first day of the course, our Admin Staff will collect all application forms, photo ID, 

prerequisites etc, they check that all the required information has been included. The 

information is processed and uploaded to the METAC database. All Learner prerequisites are 

then returned to the Learner.  

Trainer’s mark and sign the attendance register, new learners are given the learner handbook 

on the first day of the course. Learner induction is carried out at the start of the course. 

Learners will receive the course syllabus, course material and assessment timetable together 

with other valuable pieces of information geared towards ensuring that you get the most out 

of the course. Trainers also inform Learners of the METAC First Day Information (Appendix 

20) and METAC Covid Policy and Procedures (Appendix 16.3) 

Your Trainer will provide you with feedback questionnaires at the end of the course. The 

purpose of this questionnaire is to solicit feedback on how you feel you progressed during 

the course, you can rate METAC on our facilities, Trainers, equipment, and course content.  
 
 
 

3.7 Equality, Diversity & Inclusion 
 

It is the policy of METAC Training to treat all those who are involved with our centre and the 

delivery of programmes and services equitably and fair. METAC Training is committed to 

eliminating discrimination and encouraging diversity at the place of learning (classroom) by 

ensuring that it is free from bullying or harassment or behaviours which are contrary to the 

dignity and respect of each individual. 

It is also our policy to ensure all participants behave and conduct themselves in a manner 

that is respectful to the right of METAC Training’s Trainers and fellow participants. All should 

be treated with dignity, respect and courtesy for the duration of the programme. A copy of 

our Equality Policy is available in the main office. Our Commitment: 

✓ To create a learning environment in which individual differences and the 

contributions of all our learners are recognised and valued. 

✓ Every learner is entitled to an environment that promotes dignity and respect to all. 

No form of intimidation, bullying or harassment will be tolerated. 

✓ The policy will be monitored and reviewed on an ongoing basis. 
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Breaches of our equality policy will be regarded as misconduct and could lead to disciplinary 

proceedings. 

3.7.1 Reporting a Concern 

Where a member of staff or a learner perceives that they have been unfairly treated 

in respect of the 9 grounds (please see our Equality, Diversity & Inclusion Policy 

Appendix 23) on our website www.metac.ie 

http://metac.ie/wp-content/uploads/2021/12/Appx-23-METAC-Equality-Diversity-Inclusion-

Policy.pdf 

1. Report the concern to Aoife Keenan centremanager@metac.ie  (057-87-56540) 
2. If Aoife Keenan is involved in the concern, report to Ursula Dunphy 

(accounts@metac.ie)  
3. Document your concerns on METAC Discrimination Report Form (Appendix 24)   

METAC will investigate the report and, if evidence proves the report to be true, will operate 

a disciplinary procedure. 

 
 

3.8 Bullying and Harassment 
 

Bullying and harassment will not be tolerated. Should you feel you are being bullied or if you 
know of anyone who is being bullied, it is in everyone’s best interest to report it to the 
Trainer or METAC Training office immediately. The severity of the event(s) will determine 
the level of action required up to and including termination from the course. The 
disciplinary procedure outlined in Section 3.13 will be followed. 
 
 

3.9 Data Protection 
 

It is a requirement of all learners to complete METAC Training application from, for 
certification purposes we require your Name, PPS number, date of birth, address. These 
forms are stored in the METAC Training office until relevant certificates have been issued to 
learners.  
The maximum timeframe for these to be stored is five years. After this they are removed 
from the office and securely shredded by an external company. The data collected on 
booking, registration and consent forms is recorded on excel sheets which are password 
protected. These are securely deleted five years following training delivery.     
 

Skills demonstration videos and photographs, and assignments are retained in the METAC 
Training office until relevant certificates have been issued to learners and the deadline for 
appeals has passed. The maximum timeframe for these to be stored is 5 years. After this 
time, skill demonstrations are deleted, and assignments are securely shredded. METAC 

http://metac.ie/wp-content/uploads/2021/12/Appx-23-METAC-Equality-Diversity-Inclusion-Policy.pdf
http://metac.ie/wp-content/uploads/2021/12/Appx-23-METAC-Equality-Diversity-Inclusion-Policy.pdf
mailto:centremanager@metac.ie
mailto:accounts@metac.ie
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Training retain on file a certificate confirming all paperwork has been shredded by the 
external shredding company. 
METAC Training may also provide promotional and marketing materials to you if you have 
provided personal information such as email addresses and for which you have given 
consent. You can remove yourself from any mailing lists generated by METAC Training by 
contacting info@metac.ie at any time. 
Further information on data protection is available on the METAC Training website:  
http://metac.ie/wp-content/uploads/2021/12/Appx-59-METAC-Data-Protection-Policy.pdf 
 
 
 

3.10 Health & Safety 
 

A full version of our Health and Safety Statement is available for viewing in our main office. 
Our aim is to provide a safe and healthy training and work environment for all staff, trainers, and 
learners and to meet our responsibilities to others including members of the public who may be 
affected by our operations. 
 

3.10.1  Your Duties under Health and Safety Legislation 

✓ Take reasonable care to protect your own safety and that of others who may be 

affected by your own work activity. 

✓ Co-operate with METAC Ltd. and other employees and/or companies regarding 

health and safety work practices. 

✓ Adhere to all safety instructions and/or signs in the training centre. 

✓ Report any accidents or unsafe work practices to the Centre Manager 

✓ Use the correct tools, safety equipment and protective equipment/clothing provided 

for the work being done. 

✓ Observe the fire, emergency and evacuation procedures and learn the position of all 

fire equipment and emergency routes. 

✓ Do not engage in proper conduct or other behaviour that is likely to endanger your 

own safety or the safety of any other person, this includes horseplay or any form of 

bullying or social exclusion. 

✓ Report any hazard in your work area or any defect in any item of plant, machinery, 

or equipment.  

✓ Do not carry out any tasks which you feel that you are not competent to do, or which 

involves unreasonably high risk. Report this task to your Trainer. Not to misuse or 

abuse any safety equipment, PPE or tools provided. 

✓ Observe all laid down procedures concerning work activities, plant, materials, and 

chemical agents. 

✓ Comply with the Tobacco Smoking Regulations and do not smoke or use a vape only 

in designated smoking areas. 

✓ You must not report for training or use equipment or machinery under the influence 

of drugs and/or alcohol or any other intoxicant. 

mailto:info@metac.ie
http://metac.ie/wp-content/uploads/2021/12/Appx-59-METAC-Data-Protection-Policy.pdf
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3.11 Fire Safety Procedures 
 

• All learners should familiarise themselves with fire doors, escape routes and 
assembly points. Your trainer will point these out, this is included in the induction 
process. 

• In the event of a fire please exit the building through the nearest safe exit and 
proceed to the assembly point. It is your responsibility to familiarise yourself with 
fire doors, escape routes and assembly points. 

• All fire doors and other entrances and exits should be kept clear of obstruction 

• Please tell your Trainer if you need to leave the classroom at any time. It is necessary 
for us to keep an accurate head count at all times in case of emergency evacuation. 

 
 

3.12 Communications  
 

METAC Training has a policy for the use of the internet whereby learners and Trainers 
must ensure that they use this tool in a responsible, effective and lawful manner. The 
internet or email cannot be used for personal gain or profit. Learners must ensure that 
they: 

✓ Comply with current legislation 
✓ Use the internet/email in an acceptable way 

 

3.12.1 Unacceptable Usage 

In particular, the following is deemed unacceptable use: 
 

✓ Visiting internet sites that contain obscene, hateful, pornographic, or other illegal 
material 

✓ Using the computer to perpetrate any form of fraud, software, film, or music piracy 
✓ Using the internet to send offensive or harassing material to other users 
✓ Downloading commercial software or any copyrighted materials belonging to third 

parties 
✓ Creating or transmitting defamatory material 
✓ Use of email to send chain letters, text or material that might be considered 

indecent, obscene, or illegal 
✓ Use of internet for cyberbullying 

 
 

3.13 Disciplinary Procedure 
 

The purpose of the disciplinary procedure is to help and encourage all learners to achieve 
and maintain standards of conduct and performance in the classroom by making them 
aware of any poor behaviour and identify how the necessary improvements can be 
achieved.   
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The Trainer is responsible for making learners aware of the standards of attendance, work 
and conduct expected from them and for dealing with shortcomings promptly and fairly.  
In general, the Trainer will deal with deficiencies on an informal basis through discussion, 
appropriate assistance, and informal counselling rather than through the formal disciplinary 
procedure.  
If, following the informal counselling stage, the learner continues to fail to meet the 
required standards, then the disciplinary procedure should be invoked. Depending on the 
severity of the complaint in any individual case, the Company reserves the right to skip a 
step or steps of the procedure. 
A learner will have the right to appeal against any disciplinary penalty. 
 
METAC Training recognises three types of misconduct – minor misconduct, major 
misconduct, and gross misconduct. The penalty for gross misconduct will normally be 
dismissal without notice or payment in lieu of notice. Examples of conduct which may lead 
to disciplinary action under this procedure include: 
 
Minor Misconduct 

✓ Careless work / poor effort  
✓ Absenteeism 
✓ Lateness 
✓ Failure to comply / adhere to Absence Notification procedure 
✓ Returning from tea breaks and lunch breaks late 
✓ Misuse of the telephone / mobile phone / computer incl. WhatsApp messages 
✓ Excessive time away from class 
✓ Failure to maintain a tidy and safe working environment 

 
Major Misconduct 

✓ Unsatisfactory attitude to Trainers / staff 
✓ Serious neglect of safety / hygiene / security rules 
✓ Smoking in prohibited areas 
✓ Leaving premises during class hours without permission 
✓ Neglect causing damage to or loss of staff, Trainer’s or another learner’s property 
✓ Gossiping and / or rumour spreading about another learner, Trainer or staff  
✓ Use of foul language 

 
Gross Misconduct 

✓ Theft 
✓ Removal of company property whether of monetary value or not, without prior 

written consent 
✓ Refusal to carry out duties or reasonable class instructions 
✓ Disclosing confidential business or learner information to a third party 
✓ Intoxication induced by alcohol or drugs 
✓ Fraud 
✓ Falsification of company documents 
✓ Deliberately ignoring safety / hygiene / security rules and thereby endangering one’s 

own safety or another’s physical wellbeing or safety 
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✓ Wilful damage to or gross negligence of company’s, Trainer’s, staff or another 
learner’s property  

✓ Physically violent behaviour 
✓ Distribution of drugs 

 
These lists are not exhaustive, and management reserves the right to decide how 
misconduct may be categorised. Each incident will be managed case by case. 
 

3.13.1 Appeals Process 

Where a learner feels that action taken under this procedure is unjustified or unfair, they 
shall have the right of appeal. All appeals must be made, in writing, within 5 working days to 
the Centre Manager stating the basis of the appeal. Appeal hearings will be held within 14 
days of receipt of appeal. All Appeals must be sent to registration@metac.ie 
 

This policy outlines the procedure for a Learner to raise a complaint concerning 

work/training related matters so that the issue may be addressed fairly and promptly and as 

close as possible to the point of origin, without disruption to work/training duties. 

The Director of Training will handle all complaints in a manner that respects the right of the 

Employee or Learner to air his/her grievances. If a Learner feels sufficiently aggrieved to 

raise a formal complaint, then the Board of Directors is responsible for taking the complaint 

seriously. All Directors are required to address grievances at the lowest level possible and to 

consider the merits of the Learner’s case before reaching a decision.  

Where a complaint is not upheld, the Learner is entitled to a clear explanation as to how the 

decision was reached. Third party referrals should be viewed as a ‘last resort’ having 

exhausted the internal stages of the grievance procedure. If a Learner refers the matter to a 

third party, the Directors must respect their rights to exercise his/her statutory entitlement 

to seek redress by co-operating fully with proceedings and maintain normal working 

relationships. Directors have a duty to ensure that no Learner suffers detrimental treatment 

because of raising a formal complaint either internally or to a third party. 

Please see www.metac.ie for our appeals form or contact registration@metac.ie. 
 

http://metac.ie/wp-content/uploads/2021/12/Appx-13-QQI-Learner-Appeal-Form.pdf 
 
 
 
 
 
 
 

mailto:registration@metac.ie
http://www.metac.ie/
mailto:registration@metac.ie
http://metac.ie/wp-content/uploads/2021/12/Appx-13-QQI-Learner-Appeal-Form.pdf
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4. Learner Supports 

 

4.1 Reasonable Accommodation 

 

4.1.1 Learners with Special Needs  

The Equal Status Acts, 2000 to 2004, require education and training establishments to 

provide reasonable accommodation to meet the needs of a service user (i.e. learner) who 

has a disability. 

Learners with special needs will be considered on an individual case by case basis jointly with 

METAC Director of Training and a METAC Assessor and if required the Certification Body. It is 

the responsibility of METAC Director of Training that special needs Learners should be catered 

for if they meet the pre-requisite entry requirement of the Course/Programme applied for. 

✓ METAC will provide that Learners with special educational needs are educated in an 
inclusive environment, as far as possible. 

✓ METAC will ensure, where possible, that Learners with special educational needs have 
the same right to avail of and benefit from education as Learners who do not have 
those needs. 

✓ In the context of assessment, reasonable accommodation is the term for the 
adaptation of assessment as necessary to cater for the needs of learners whose 
personal situation means that the assessment would otherwise be unfair e.g., learners 
with a disability, and/or other learners covered by equality legislation.  Any adaptation 
of the assessment by the assessor should facilitate the learner to demonstrate their 
achievement of the standards without significantly altering the standard. 

✓ Adaptations of assessment for a learner may be implemented by the provider without 
having to request permission from QQI. These adaptations may include the following 
and/or other reasonable adaptation:  

✓ modified presentation of assignments/examination papers e.g. enlargements. 
✓ scribes/readers  
✓ use of sign language  
✓ practical assistants  
✓ rest periods  
✓ adaptive equipment/software  
✓ use of assistive technology  
✓ extra time if allowed under CB Scheme Rules  

 

The implementation of these adaptations will ensure that all learners are assessed on an 

equitable basis. METAC Director of Training is responsible for authorising any/all of the above 

and overseeing their implementation, any associated costs incurred will be discussed in 

advance and borne by the Learner. 
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4.1.2 Compassionate consideration of Learners 

Procedures may be put in place to enable learners to apply for compassionate consideration 

in relation to their assessment. METAC may enable learners who have been prevented from 

undertaking a specific assessment activity or who feel their performance is seriously 

impaired because of exceptional circumstances to apply to defer the assessment i.e. to be 

allowed to complete the assessment activity on another occasion.  

The following are examples of circumstances under which METAC may consider giving 

compassionate consideration to the learner:  

✓ a physical injury or emotional trauma during a period four to six weeks previously  
✓ a physical disability or chronic or disabling condition such as epilepsy, glandular fever, 

or other incapacitating illness of the learner.  
✓ recent bereavement of close family member or friend  

✓ severe accident  
✓ domestic crisis  
✓ terminal illness of a close family member  
✓ Covid-19 Related reasons 
✓ other extenuating circumstances.  

 
Any procedure in relation to compassionate consideration should require the learner to 

provide the METAC Director of Training appropriate evidence/documentation e.g. a 

statement from a medical practitioner.  

METAC will consider the severity of the circumstances, the nature of the assessment activity 
and the quality of past achievement of the learner where appropriate in making the decision 
to grant compassionate consideration. 
 
 

4.2 Access, Transfer and Progression 

 
METAC is committed to doing as much as we can to facilitate Learner entry and successful 
participation in our programmes.  
To access programmes leading to awards the learner should have reached the standards of 

knowledge, skill and competence associated with the preceding level of the National 

Framework of Qualifications. This may have been achieved through a formal qualification or 

through relevant life and work experience (RPL) 

Successful completion of some component awards enables the learner to transfer to 

programmes leading to other certificates where this component is a mandatory or an 

elective requirement.  

Please see METAC Course Prospectus, website, or discuss with our Administration Staff the 

entry requirements for our Courses and any Learner Progression options. 
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Successful completion of a component award enables the learner to progress to achieve a 

full major award, or to transfer from one programme of education and training to another 

programme where the component is a mandatory or an elective requirement.  

Different combinations of components lead to different Major Awards. Each component has 

a credit value, typically between 15 and 30. A Major Award needs 120 credits, made up by 

combining components. Progression requires a full Level 5 or Level 6 Major Award, with at 

least 120 credits.  

Upon successful completion of a major award, learners can progress to an award on the 

next level on the NFQ. Alternatively, the Higher Education Links Scheme (HELS) gives 

learners the opportunity to use their QQI Level 5/6 Major Award to apply through the CAO 

for a place in the first year of a higher education programme. In some instances, progression 

is on the basis of specific Level 5 or 6 Major Awards which the learner should check with the 

higher education institution prior to commencement. Components (Minor Awards), or 

achievement of less than 120 credits, will not suffice for progression under the HELS.  

The learner is responsible for ensuring that METAC is made aware of their wish to apply 

through CAO prior to commencing the Major Award. METAC can then apply to QQI for 

Major Award status on the learner’s behalf, prior to application to the CAO. Learners must 

check both the individual Higher Education institution and the CAO websites to ensure they 

meet any special or essential requirements specified, which may include the following: 

✓ A specific Major Award 

✓ A specific grade in specific components 

✓ Additional Award requirements such as mathematics 

✓ That all credits used for scoring purposes are achieved in one ‘single sitting’ 

(whilst the Major Award may be achieved over more than one year, it is 

important to note that some higher education institutions require that the 

120 credits are achieved within a ‘single sitting’ between 1 August and 31 July 

of any certification year) 

METAC commits to supporting learners who wish to transfer or progress to METAC 

programmes or others leading to an award within the National Framework of Qualifications. 

Please see section 7 for further information 

 

4.3  Recognition of Prior Learning 
 

Learners can gain recognition for certified training or education programmes outside of 
Ireland through National Academic Recognition Information Centre (NARIC) and the 
National Europass Centre. 
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Using Recognition of Prior Learning (RPL), METAC Training can reduce the number of days 
that participants need to attend a programme based on their previous and current 
experience and qualifications.  

There is no change to assessment criteria.  

 

To avail of METAC’s RPL for access, the Learner must complete the relevant RPL application 
form prior to training commencing. METAC Training RPL Application forms are available in 
soft copy by emailing: registration@metac.ie or a hard copy is available from our office by 
contacting 057 8756540, this will be sent by post.  
RPL Application Forms for RPL held by the Commission for Regulation of Utilities CRU are 
available at www.cru.ie.  
RPL Application forms for RPL held by the Register of Gas Installers of Ireland RGII are 
available at www.rgii.ie 
 
RPL Application Forms must state your:  

✓ Name and address 
✓ Previous qualifications 
✓ previous work history  
✓ relevant certificates held 
✓ relevant work experience 

 

Learners will be informed of the RPL Panels decision as soon as it is available. 
 
To avail of METAC’s RPL for advanced entry, only applicable to the Non-Domestic Gas Core 
Safety & pipework, Learners must provide a current RGII card. 
METAC can also accept Learners onto certain certified training courses from RPL Panels held 
by the Commission for Regulation of Utilities CRU. 
 
The CRU is the Competent Authority for Gas Installers in Ireland. The CRU carries out this 
function through the Registered Gas Installer (RGI) statutory regulatory scheme. The Gas 
Criteria Document sets out how the RGI scheme operates. The current qualification 
requirements to become an RGI are as follows: 

1. An Advanced Craft Certificate in Gas Fitting, Electrical, Plumbing, or Refrigeration - 
Level 6 (NFQ). 

And 
2. A Domestic Gas Safety (DGS) award or equivalent. 

 

The European Recognition of Professional Qualifications Directive 2005/36/EC (“the 
Directive”), obliges the CRU to put in place a system of recognition for eligible persons from 
EEA Member States with relevant non-Irish qualifications applying for registration to the RGI 
scheme.  
 

In August 2019, the CRU published a decision paper on the recognition processes for 
professional qualifications. The decision paper set out that the CRU would establish a panel 
of subject matter experts to review applications from people with relevant non-Irish 
professional qualifications. 
The CRU Panel of Experts  

mailto:registration@metac.ie
http://www.cru.ie/


  

METAC Training 

23 

 

The function of the Panel is to review and assess the applicants’: 
• Professional Qualification(s) 
• Additional post-qualifying education and training 
• Professional work experience. 

 
The CRU Panel must examine each application within the prescribed timeline and in 
accordance with other requirements as set out by the Directive. 
 
Applicants will be required to fill out an application form with the relevant details relating to 
their qualification(s) and professional experience. The role of the Panel of Experts (“the 
Panel”) is to review the applications and assess if applicants have demonstrated an 
appropriate level of competence to become registered with the RGI scheme.  
The Panel will map the respective applicant’s qualification(s) against the list of essential 
subjects/learning outcomes of the relevant accepted Irish qualification(s). If there are any 
substantial differences (deficits) between the applicant’s qualification(s) and the essential 
subjects/learning outcomes, the Panel will assess if the applicant’s professional work 
experience addresses these deficits.  
The Panel will then decide if compensation measures need to be applied, namely by either 
sitting an aptitude test or completing an adaptation period.  
 

4.3.1 Personal Specification  
 

Essential 
✓ Relevant work experience related to Ireland’s downstream natural gas/LPG industry  
✓ Knowledge/experience of Irish vocational training qualifications – particularly 

apprenticeships – plumbing, refrigeration, gas fitting, electrical 
✓ Working knowledge of relevant gas standards, codes of practice and international 

best practice in the gas industry 
✓ Commitment to confidentiality and public safety. 

 

4.3 Employment References 
 

It is Company policy that METAC will not provide an employment reference for a learner 
who completes or is registered on a training programme. As courses are of a short duration, 
your Trainer may not be able to adequately determine your suitability for the position which 
you are applying for. Therefore, METAC will not provide an employment reference for any 
learner who has undertaken a training programme. Note, that there is no legal obligation 
for METAC to provide a reference. 
Where applicable and at the discretion of METAC an academic reference can be provided to 
you. 
 
An academic reference will address the following areas only: 
• Verification that you were a learner with METAC 
• The course that you completed 
• The duration of the course 
• Grade achieved 
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A request for an academic reference must be submitted in writing to the address below and 
must contain the following information: Your full name, the course you successfully 
completed along with the dates that you attended. 
Reference Request: 

METAC 
Unit 1-4 Mountrath Enterprise Park 
Portlaoise Road 
Mountrath, 
Co. Laois. R32 XC96 

 
Alternatively, you can email registration@metac.ie  with the information above. 
Note as learner files may be archived a response may take up to 14 working days. 
 
 
 

4.4  Work Placement 

 

It is important that all three parties involved – Employer, Learner and METAC - work 
together before, during and after the Work Placement and that all are clear about their 
roles and responsibilities at all stages 
 
METAC will provide all enrolled Learners with a letter on Headed paper outlining Course 
Details. Learners must secure their own work placement and secure their own Garda 
Vetting Clearance with the relevant Educational Authority. 
 
Support to learners during the work placement include: 

• on-site visits if required to both the learner and the provider.  

• The Trainer for the module will schedule time either before or after class to discuss 
any work placement issues that the Learner may have and to alleviate any Learner 
concerns. 

 

Where issues arise during the work experience, the workplace supervisor or another 

representative must notify the Director of Training who in turn must report such issues to 

the Internal Quality Panel. 

4.4.1 Preparation Procedure 

It is the learner’s responsibility to find a work experience placement. However, when a 

learner is recruited, they are asked if they require any support/assistance in securing work 

placement. If so, the information is passed on to the Trainer who will advise of organisations 

that METAC Training have worked with before and those in the locality. Each learner must 

be fully registered on a programme and be undertaking the required modules to meet QQI 

standards. Learners will be made aware of specific requirements for their vocational area by 

their Trainer, e.g. Garda Clearance. 

mailto:registration@metac.ie
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Prior to a learner’s commencement of work placement, they must provide the 

organisation’s details to their Trainer. A member of the Programme Management Team 

contacts the supervisor with the Briefing to Workplace Supervisors form (Part A) (Appendix 

22) which outlines the roles and responsibilities of the workplace supervisor which they 

must sign and agree to participate. 

 

4.4.2 During Work Placement 

Successful completion of the QQI work experience module is dependent on completion of a 

minimum amount of work experience hours (30 hours) and satisfactory supervisor’s report. 

Learners should refer to work experience Trainer’s guidance on this matter. 

The supervisor must monitor the learner on work placement for a minimum of 30 hours. 

The learner should not work unsupervised at any time during their placement. 

A member of the Programme Management Team will phone the work placement supervisor 

to monitor learner progress and address any issues that may arise, e.g. attendance, conduct. 

Briefing to Workplace Supervisors form (Part B)(Appendix 22) is completed by the 

supervisor. The learner if requested, is then invited to join the meeting to provide feedback 

and discuss their learning.  

METAC Training values the relationship with work environments and therefore expects 

learners to be professional at all times during placement. 

Code of Conduct for Learners on Work Experience: 

• Be professional in your contacts with service users, staff, and supervisors 

• Keep all information obtained on placement confidential 

• Any reference to work placement on social media is not permitted 

• Obtain permission from service user and supervisor for any information used in 

assignments/course work 

• Take responsibility for your own learning 

• Participate in all activities associated with the role 

• Read and adhere to all policies and procedures 

• Arrive punctually 

• Take direction from staff and supervisors 

• Contact placement supervisor if unable to attend 

• METAC Training will liaise with the placement supervisor in case any issues have 

arisen over the duration of the work experience 

• The Trainer will work with each learner to assess the skills they are acquiring and 

how they can make the most of the placement opportunity 
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4.4.3 Completion of Work Placement 

For programmes where work placement forms part of the assessment, the result of the 

Briefing to Workplace Supervisors form (Part B) (Appendix 22)  report contributes to their 

overall mark. This report provides evidence that the learner has completed the required 

hours of placement necessary to meet the criteria of QQI qualification.  

METAC Training respects the final grading of the supervisor regarding learner performance 

and only in exceptional circumstances will METAC Training seek justification of marks 

awarded. 

 

4.4.4 Skills Assessment during Covid-19 Pandemic: 

In some vocational disciplines, e.g., healthcare and childcare, work placement in a relevant 
setting is important for the achievement of learning outcomes and, in some cases, is a 
regulatory requirement. Unfortunately, the deterioration in the trajectory of the COVID-19 
pandemic and ongoing public health restrictions means that the availability of placements is 
likely to continue to be a challenge for Learners on programmes. Given the duration of 
many such programmes, it is increasingly unlikely that some of these Learners will be unable 
to meet the existing programme and regulatory requirements regarding placement within 
the usual timeframes of the academic year. Given the unprecedented nature of the COVID-
19 pandemic and recognising the impact on Learners’ capacity to secure placements, we are 
cognisant of the necessity for further flexibility in the current requirements to ensure that 
Learners are not unduly disadvantaged. 
  
QQI has therefore determined that, as a force majeure measure, providers of programmes 
in these vocational areas will be permitted to modify programmes and assessments with 
specific work placement requirements to support the achievement of learning outcomes on 
via placements of reduced duration or alternative means (e.g., such as simulation, 
alternative assessments etc.). This flexibility must be subject to appropriate internal quality 
assurance, approved by the relevant internal QA governance structures.    
In the case of QQI awards in early childhood care and education, this approach has also 
been agreed by the relevant regulatory bodies, the Department of Education and 
Department of Children, Equality, Disability, Integration and Youth. 

 
 

4.5  Complaints and Grievance Procedure 
 

METAC Training have a policy in place for a learner to raise a complaint concerning training 
related matters so that the issue may be addressed fairly and promptly and as close as 
possible to the point of origin, without disruption to learning.  
This ensures that an accumulation of minor issues is avoided and that the issues are 
resolved as speedily and fairly as possible.  
 



  

METAC Training 

27 

 

Management will deal promptly and fairly with any complaints raised by learners either 
informally or under the formal grievance procedure and will handle all complaints in a 
manner that respects the right of the learner to air his/her grievances.  
Please contact info@metac.ie for a full copy of the Complaints or Grievance Procedure. It is 
also available on our website www.metac.ie  

5.Fair and Consistent Assessment 

 

5.1 Assessments 
 

Assessment is part of the QQI accreditation process. It can include assignment, examination, 
learner record, project, skills demonstration and/or collection of work. The method(s) 
chosen will depend on the particular programme. Reasonable accommodation shall be 
made for those learners where standard assessment procedures present difficulties as 
outlined in section 4.1. 
Prior to assessment, an assessment brief will be given to all learners. This will include what 
you are required to do, how the assessment will be marked and when it is to be submitted. 
All briefs will include deadlines for course work submission which will be strictly adhered to. 
 
 

5.2 Assessment Procedures 

 
All assessments in METAC Training adhere to the procedures and standards required by the 
respective awarding body. If an exam forms part of the course paperwork, the exams will be 
printed in separate exam folders. The folders will have the name of the assessment, paper 
number and Suite letter on the cover. There will be an assessment paper per Learner, the 
exam rationale will be issued to the Trainer in a separate folder.  
 
The version used is logged on the METAC Training system and Learner paperwork. Different 
versions of exams are alternated between suites A, B or C. All assessment paperwork must 
be stored securely by the Trainer. 
Learners are made aware of the exam code of conduct during their induction. This is 
reiterated to the learner immediately prior to the exam.  

• The exam will have a cover page which outlines details such as date, duration, choice 
and number of questions  

• Answer books and/or paper will be provided for the learner 

• Confidentiality is maintained at all times. 

• Groups of learners being assessed at different times should have different 
assessment suites. 

• Allocation and weighing of marks are made clear to the learner 

• Learners must be given a quiet, supervised environment in which to complete the 
examination 

mailto:info@metac.ie
http://www.metac.ie/
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• Learners must be informed at the start of each exam on Examination Conduct e.g. 
use of phones and other devices, toilet breaks 

• Trainers must then return corrected exams to the METAC Training office once the 
assessment has finished 

 
If a learner is unsuccessful in their examination, they may repeat the exam within two 
weeks of their first attempt. This may result in postponement of certification until the next 
submission date. An administration fee of the cost of completing the assessment again 
applies per sitting. 
 
 

5.3  Assessment of Skills  
 

Skills demonstrations that form part of the assessment for classroom-based modules are 

completed during class time. All skills demonstrations that form part of the assessment are 

photographed or, preferably, video recorded to be presented as evidence.  
 
If the module includes a skills assessment, learners sign a consent form (Appendix 21) which 
confirms that they understand that video recordings/photographs of their skills 
demonstration will be submitted as part of their assessment for certification in line with 
GDPR requirements.  
 
Evidence of skills demonstrations are stored in an encrypted file and made available only to 
those involved in the certification process, i.e. Trainer, internal verifier, external 
authenticator and results approval panel. The maximum timeframe for these to be stored is 
five years. After this time, skills demonstrations are deleted from the METAC Training 
system.  
Learners who complete skills demonstrations in the workplace must also present 
video/photographic evidence, as appropriate. Skills such as these are quality assured by the 
workplace supervisor, and a report is compiled as part of the assessment. 
 
 

5.4  Written Assessment Submission Procedures 
 

The following procedures apply to the submission of written assignments: 
 

✓ All assignments can be typed or handwritten. 
✓ Assignments should be submitted in a document wallet.  
✓ Ensure the Front Cover for Portfolio of Assessment is at the front of the assessment, 

all relevant information is included, and it is signed by the learner. 
✓ Headings for each section must be included. 
✓ Referencing is very important and must be included.  
✓ If a supervisor is signing off on work experience or skills demonstrations, they should 

include their name and contact details (i.e. telephone number or email address)  
✓ Once an agreed submission deadline is given and agreed, any assignments received 

after this date will not be assessed. 
✓ Please keep a copy of all assignments submitted. 
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5.5  Declaration of Ownership by Learner 
 

When submitting any assignments each learner is obliged to sign and date the following 
declaration on the Portfolio Cover Page (Appendix 31) in relation to their coursework as 
follows:  
 

• I confirm that this is entirely my own work except where referenced  

• I am aware that my work will not be assessed and of the associated consequences if 
plagiarism is identified. 

• I confirm that I have read and understand all METAC Training’s Policies and 
Procedures around course work submission, deadlines, plagiarism and malpractice. 

• I confirm that I have retained a copy of this course work for my own personal use  

• and that I will supply an additional copy for METAC Training if requested for 

• whatever reason. It is not METAC Training’s policy to return course work. 

• I understand that in order for the award to be made, I am required to submit my 
personal information to METAC Training for onward submission of that information 
to QQI.   

• I understand that QQI will retain this data indefinitely for the purpose of verification 
and confirmation of my QQI award, for example to employers, to other training 
providers and to myself. There may be circumstances where I give permission to 
have this information shared, for example with CAO.  
 

No assignment can be accepted without a fully completed and signed copy of the Portfolio 
of Assessment Cover Sheet (Appendix 31). 
 
 
 

5.6  Security and Integrity of Assessment 
 

METAC Training recognises the importance of the security arrangements for its assessment 
procedures to ensure its integrity. These procedures are monitored by the Quality 
Assurance Manager.   
Trainers and learners alike are provided with examination and assessment guidelines during 
induction, which is reiterated in the scheme rule. Examination versions are recorded in 
candidates register.  

 
Additionally, Learners are asked to sign a declaration on the Front Cover for Portfolio of 
Assessment (Appx 31) stating that all work included is their own.  
Technological developments have driven changes in both the nature of academic cheating 
and in the level of detection rates. Contract cheating is a term used to refer to the practice 
of companies that sell bespoke assignments, essays, and theses which Learners may then 
submit for assessment, as their own work. 
A new provision was included in the Qualifications and Quality Assurance (Education and 
Training) (Amendment) Act 2019 which empowers QQI to prosecute those who facilitate 
academic cheating, under the following headings: 

✓ Impersonation. 



  

METAC Training 

30 

 

✓ Provision of cheating services. 
✓ Advertising cheating services. 
✓ Publishing advertisements for cheating services  

 
 

5.7  Assessment Malpractice 
 

METAC have procedures in place to investigate and deal with any form of assessment 

malpractice which could impact on the validity of Assessment. Appropriate security measures 

to prevent and guard against Assessment malpractice to ensure the integrity of the 

Assessment Process are implemented. Examples of assessment malpractice activities include:  

a) learner plagiarism i.e. passing off someone else’s work as the learner’s own with or 
without their permission. This may involve direct plagiarism of another learner’s work 
or getting another individual to complete the assessment activity  

b) impersonation of another learner  
c) fabrication of evidence  
d) alteration of results  
e) wrongly obtaining secure assessment material e.g. examinations  
f) behaving in any way such as to undermine the integrity of the Assessment Process.  

 
All allegations of malpractice must be investigated by an approved Panel of Investigation 

appointed by METAC Board of Directors. When investigating an allegation of malpractice, 

METAC will, where and if possible, ensure that it is completed in a sufficient timescale which 

does not disadvantage a learner against whom an unproven allegation is made. The outcome 

of an assessment malpractice investigation should be included in the final report of the 

Results Approval Panel. 

 

5.8  Plagiarism 
 

 

Plagiarism is presenting somebody else's work as your own. It includes copying information 

directly from the Web or books without referencing the material; working with one or more 

and/or other people on an individual piece of coursework and submitting the joint 

coursework as your own individual effort; copying another Learner's coursework; or paying 

someone else to do the work for you. 

METAC will not tolerate cheating or plagiarism. Any Learner found doing so may be 

expelled from the course. Cheating includes bringing unauthorised material into an 

examination, communicating with other Learners during an exam, or seeking to gain an 

unfair advantage in any other way. 

Cheating and Plagiarism can be discovered or suspected in the following ways: 

1) Observation of copying during an exam from instructor. 
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2) Observation of Learners using notes during the exam. 

3) On correction where Learners have very similar answers on a number of exam 

questions or where an answer is entered related to a different version/suite of the 

exam. 

4) Comparing two papers where a copying incident is suspected. 

Procedure in relation to breach of exam discipline/cheating & plagiarism: 

If during an exam the Invigilating/Trainer/Assessor observes that a Learner is looking at 

another 

person’s work or has unauthorised notes/materials or is breaching the exam guidelines in 

any other way they will: 

• Remove any authorised materials such as notes etc from the desk of the Learner. 

• Make a note on the Learner exam cover sheet regarding the infringement. If copying 

from another candidate is suspected, their paper will also be noted. 

• The Invigilating/Trainer/Assessor will remind all candidates again of the rules 

regarding exam policy. 

• Learner’s undertaking Assessment will be asked to move tables after the next break. 

• The Invigilating/Trainer/Assessor will notify the Quality Manager of the assessment 

violation or cheating incident. 

If copying was not directly observed by the Invigilating/Trainer/Assessor during the 

assessment but is clear when assessments are being corrected that two sets of assessments 

are very similar, then the following steps are taken. 

All assessment material from both Learners is scrutinised closely to see if any patterns 

emerge such as similarity in marks when both were sitting near each other but not when 

apart and discrepancy between written assessments and practical assessment. 

For a project-based assessment which has been completed at home, instances of similarity 

to another person’s work are closely examined. 

ScanMyEssay/Viper or other IT scanning support systems are used on all modules to identify 

plagiarism in written assignments. Additionally, Learners are asked to sign a declaration on 

the Front Cover for Portfolio of Assessment (Appx 31) stating that all work included is their 

own.  

In the instance of a suspected case of plagiarism a report will be made to the Quality 

Manager.  

In the first instance it is recommended that the Learner would be invited to be informally 

orally interviewed by the Quality Manager and the Trainer/Assessor on the content of the 

coursework within 10 working days after submission of work. The aim of the interview is to 

determine whether the allegation is founded or unfounded. 
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If the Learner admits to plagiarism at this stage of the process, they will be given the 

opportunity to re-submit a new portfolio of work, but the maximum grade that can be 

achieved is a pass (50% - 64%). 

If plagiarism cannot be confirmed during the oral interview process, no further action will be 

taken. However, if plagiarism is still suspected the Learner will be notified that there is an 

investigation.  

If plagiarism is confirmed via ScanMyEssay/Viper or other IT scanning support systems, the 

Learner will be penalised.  

The Learner will be informed of the findings and penalty accordingly within 5 working days 

of the interview or the scanning process.  

Penalties include exclusion from the QQI submission process, and a lifetime ban on 

completing any other courses with METAC. 

Please see METAC’s Plagiarism & Cheating Policy on our website www.metac.ie 

 

5.9  Grading Assessments 
 

Assessors are the primary examiners of assessment. METAC Training ensure that there is 
transparency in grading. Feedback is recorded for each assignment by the Trainer on the 
Front Cover for Portfolio of Assessment. The main purpose of the feedback is to enable the 
learner to use the assignment process effectively in preparation for future assessments and 
to ensure transparency. 
Grading criteria as outlined in QQI Quality Assuring Assessment Guidelines for Providers 
(2013) is used to inform Trainers as to what a learner must attain in order to achieve a 
particular grade at each level. This is aided by METAC Training’s marking schemes set out for 
each module. 
The Trainer has two weeks following the submission deadline date to correct assignments 
and return to the METAC Training office. 
 
 

5.10 Internal Verification  
 

Internal verification is the process by which METAC Training assessment policies and 
procedures relating to planning, managing and completing all aspects of assessment 
practices are monitored and checked internally by METAC Training itself. METAC Training 
completes 100% internal verification of its courses. METAC Training have Internal Verifiers 
for each category of training and assessment carried out. 
 
Responsibilities of the internal verifier include the following: 
 

• Ensuring that Quality Procedures are followed. 
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• Ensuring that assessments are reliable, conducted fairly and meet the standards of the 
Certification Body. 

• Maintaining regular contact with assessors. 

• Observing assessments if requested/required. 

• Undertaking dual assessments if requested/required. 

• Interviewing Learners and assessors if required. 

• Examining assessment records. 

• Verifying and countersigning all assessment results. 

• Helping to identify and resolve any issues of concern relating to the assessments. 

• Keep records of actions taken to address deficiencies in the process. 
 
The internal verifier must have completed their internal verification process on all 
assessments prior to the submission deadline date. Provisional results are then issued to the 
learner by the Quality Assurance Manager via email. Trainers will not issue results to the 
learners and should not be contacted with such requests. 

 
 

5.11 External Authentication 
 

The role of the External Authenticator is to provide independent authentication of fair and 

consistent assessment of learners in line with QQI requirements and national standards. 

The external authenticator will undertake to:  
a) exercise their role with utmost integrity and professionalism when undertaking 

external authentication for METAC.  
b) comply with QQI policies and procedures specifically in relation to Awards and 

Assessment. 
c) fully comply with the METAC’s policies and procedures  
d) inform METAC of any potential conflict of interest which may compromise their role  
e) Inform METAC of availability/unavailability.  
f) communicate appropriately with METAC and inform them of planned visits and 

information required  
g) provide constructive feedback to the centre management and staff  
h) compile an external authentication report on time and based on an independent 

evaluation of all process and procedures.  

i) to participate in the Results Approval Panel if requested. 
 

Any feedback received is communicated to the relevant Trainers by the Quality Assurance 
Manager during a Trainer training day. Changes and recommendations for any future 
delivery will also be reviewed and considered by the Results Approval Panel. 
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5.12 Results Approval  
 

The purpose of the Results Approval Process is to ensure that results are quality assured 
entirely and signed off by METAC Training prior to submission to the relevant awarding 
body.  
The results approval panel must: 

• meet as required to review and approve assessment results. 

• review reports of the internal verification and external authentication process 

• agree to the submission of Learner final results to QQI to request Certification 

• identify any issues arising in relation to the results and make recommendations for 
corrective action. (Ensure upon reviewing the Programme: that the teaching and 
learning methodologies to be employed are intended to support the learners in 
achieving the MIMLOs as per Program Module Descriptor)  

• The membership of the Results Approval Panel may include senior staff member(s), 
heads of departments/sections and assessors/independent educational Experts. 

• The internal verifier and external authenticator reports should be considered by the 
panel.  

• Results approval Procedures should be put in place to ensure that results are 
approved and signed off by the results approval panel.  
 

Once the results are approved, they will immediately be 

a) made available to learners  
b) submitted to QQI.  
c) Report submitted to Board of Directors 

Learners should be given a minimum of 14 days to lodge an appeal.  

QQI will issue certificates for all the results received except those flagged as under appeal. 
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5.13 METAC & QQI Assessment Process & Timeline 

 

 

5.14 QQI Certification 

 

QQI have 6 submission deadlines in each calendar year. METAC Training submit learners’ 
results to QQI before each certification period. Once all materials have been received and 
the Learner has been successful in their assessments their results will be internally verified 
and authenticated by an External Authenticator. The Centre will then submit the candidate 
for certification at the next available QQI submission deadline. 
You can keep up to date with key dates on www.qqi.ie   
 
Final statements of results for each learner are made available shortly after this submission 
and certificates are sent from QQI to METAC Training approximately one month later, 
Certificates are then sorted and posted to learners as quickly as possible. 
Certificates will be sent to the address given on the Application form. 
No provisional results, confirmation letter or QQI certificate will be issued until METAC 
Training has received payment in full. 
 

Course Finish Date

Submission of Assignments 
to Tutor 

within 2 weeks of course 
completion

Tutor Submits Assessed 
Assignments to METAC

2 weeks following Learner 
assignment submission

Internal Verification of 
Assessed Work 

Provisional Results 
Generated and forwarded 

to Learner/Employer

2 weeks following receipt of 
assessed work from tutors

External Authentication of 
Results 

Results Approval Panel

Final Statement of Results 
and Submission to QQI 

as per dates issued by QQI

Certificates received and 
forwarded to 

Learner/Employer

approx. 6-8 weeks following 
submission

http://www.qqi.ie/
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If you wish to appeal your results in any QQI module you should complete the QQI Learner 

Results Appeal Form and return it, along with the fee of €40.00 per module being appealed 

to your Programme Provider. This fee is refundable in the case of successful appeals. Fees 

should be paid directly to METAC. 

 

5.14.1 Replacement Certificates 
 

METAC Training hold copies of certificates but cannot access information on training you 
have completed with another provider. Learners who received certification since January 1st 
2016, can now get a replacement certificate from QQI at a cost of €100 from QQI directly. 
To apply for a lost certificate, select the link as below:  
https://qhelp.qqi.ie/learners/lost-certificate/  
Learners who received certification prior to 01 January 2016, can apply to QQI directly for a 
record of awards – a full statement of all certificates and components and grades. Please 
note, these are not reissued certificates and cost €20. 

To apply: 
1. Click on https://payments.qqi.ie/roa/ and complete the application form online 
2. Proof of identification must be attached 

 
 

5.14.2 Academic Appeals  
 

It is the policy of METAC Training to provide arrangements for appeals in relation to 
assessment results and to ensure that they are dealt with in a thorough, fair, transparent, 
and timely way. Learners are informed of their right to appeal during induction. 
Upon receipt of the final result for a module, a learner who wishes to appeal the grade 
awarded should contact the Quality Assurance Manager on registration@metac.ie. The 
learner can appeal the assessment process itself if they believe there were irregularities or 
inequality in its implementation, e.g. an examination was not conducted in accordance with 
the regulations, an administrative error in assessment procedures occurred which made a 
real and substantial difference to their result. The learner can appeal the results of their 
assessment if they feel that: 

• There was a substantial error of judgement or miscalculation on the part of the 
Trainer/Assessor 

• Their performance in the assessment was adversely affected by illness or other factors, 
which they were unable or unwilling to divulge prior to completion of the assessment 

• The Trainer/Assessor did not give sufficient weight to any extenuating circumstances 
previously notified to METAC Training, or did not meet the request for reasonable 
accommodation 

A request for an appeal must be submitted in writing using the Appeals Request Form to the 
Quality Assurance Manager not later than the date specified in the letter accompanying 
results. An administration fee of €40 applies for the appeal which is refundable if the appeal 
is successful. Further submission of evidence is not allowed at this stage. 
The assessment material for the module is issued to the lead assessor for review. If the lead 
assessor is the original assessor, another assessor will be appointed. 

https://qhelp.qqi.ie/learners/lost-certificate/
https://payments.qqi.ie/roa/
mailto:registration@metac.ie
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The Quality Assurance Manager will inform the learner in writing of the outcome of the 
recheck within 15 working days. The relevant Trainer will also be notified of the outcome 
within this timeframe. 
The potential outcomes of the appeals process are as follows: 

• Result upgrade or downgrade – the relevant accrediting body will be requested to 
amend database and issue new certificate accordingly 

• No grade change 
 
Informal Appeals: 
It is in the interest of Learners that an appeal to be dealt with informally should be raised 
early and speedily with the Director of Training.  
An appeal (which may, for instance, be founded on misunderstanding or disagreement) can 
sometimes simply require a calm, balanced and non-prejudicial discussion between parties, 
without the need for any further action or an escalation of the matter to the formal process.  
This might include, for example, face-to-face discussion among relevant parties, or asking an 
appropriate member of staff or trainer to deal with the matter.  
 
There are many effective ways of dealing with ‘routine’ Learner concerns such as: 

• giving more information 

• providing explanations or clarifications (for example, on an examination outcome) 

• a discussion around the mutual expectations of the Learner and of the other parties 
concerned 

• suggesting solutions or action to be taken 

• being empathetic and understanding when there is no apparent solution 
 
Whatever early resolution avenue is used, Learners should be able to air their concerns, 
raise issues, and feel that they have been listened to; METAC staff/Trainers should equally 
not feel inhibited from expressing a view or explaining their position. 
 
Learners are expected to exhaust all avenues of local, informal resolution before initiating a 
formal appeal or appeals process.  
If, however, the Learner is dissatisfied with the outcome of such an informal process, or the 
matter is not dealt with or resolved satisfactorily or reasonably at the initial, local level, or if 
the problem is of a more serious nature, then a formal procedure is available.  
 
 
Formal Appeals: 
Learners must complete an appeal application form (Appx 13 QQI Learner Appeal Form) to 
METAC within three weeks of the issue of their provisional statement of results. and sent to 
METAC by registered post and are controlled via the following procedure: 
 
The appeal, however received, shall be forwarded to the Quality Assurance Manager who 
will record/attach the details on an appeal form.  
The Quality Assurance Manager shall promptly inform Internal Quality Panel of any appeal 
pertaining to a decision or concerning the Assessment and Certification process, forwarding 
the appeals form and any supporting documentation. 
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The Quality Assurance Manager shall, where required, agree the course of action to be 
followed with Internal Quality Panel and shall ensure that any actions falling on the 
Assessment Centre are completed satisfactorily. 
Assessments/module/s under appeal will not be submitted for certification until the appeals 
process has been completed. 
 
METAC will ensure that all the appropriate Learner instruction evidence as set out in the 
module descriptor and course scheme of work are made available to the Internal Quality 
Panel for the appeal.  
 
Evidence that is not submitted with the appeal application will be assumed to have not been 
completed by the Learner.  
 
The Internal Quality Panel will review the Learner appeal and examine all the evidence 
pertaining to the appeal application. 
 
The final decision regarding the appeal will be made by the quality committee (see section 1 
operations manual) which will comprise of a number of independent decision makers.  
 
The final decision will be issued in writing to the Learner by the Quality Assurance Manager 
4-6 weeks from the date of receipt of the appeal application. 
 
If a Learner submits their appeal and are not satisfied with the result, they may escalate 
their appeal to QQI at https://qhelp.qqi.ie/Learners/ 
 

 
Please see www.metac.ie for our appeals form or contact registration@metac.ie. 
http://metac.ie/wp-content/uploads/2021/12/Appx-13-QQI-Learner-Appeal-Form.pdf 
 
 
 

  

https://qhelp.qqi.ie/learners/
http://www.metac.ie/
mailto:registration@metac.ie
http://metac.ie/wp-content/uploads/2021/12/Appx-13-QQI-Learner-Appeal-Form.pdf
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6 Payments 
 

6.1 Payment Options  
 

You can book and pay for our courses using the following methods: 
• Contact us in our office on 057 8756540 with card details  

• Email: info@metac.ie  
 

We can also accept payment by cash, cheque or bank transfer. To pay by cheque please post 
to METAC Training, Units1-4 Mountrath Enterprise Park, Portlaoise Road, Mountrath, Co. 
Laois, for requesting bank details please email accounts@metac.ie . Payment must be 
received before course commencement to guarantee your place on your chosen course. 
 
 

6.2 Confirmation of your Booking 
 

Once METAC have processed your booking, we will send you a confirmation note/email with 
all the course information. Your place on the course is guaranteed once payment has been 
received. We reserve the right to refuse admission to a course if payment has not been 
received prior to the course start date. Certification will be withheld until all money has 
been received. 
 

 

  6.4 Fees 

 
Course fees include tuition on the day(s) and all relevant course material, tea, 
coffee/refreshments, and certification.  
 

If you receive your QQI Major award after completing just 1 module with METAC Training, 
the cost of this is not included. An additional cost of €50 for level 5 and €80 for level 6 will 
apply in such cases.  
If a learner is unsuccessful in their examination, they may repeat the exam. The cost of the 
assessment must be paid prior to attempting the course assessment again. 
An administration fee of €40 applies for an appeal which is refundable if the appeal is 
successful. 
 

 
6.4 Cancellation Policy 
 

A non-refundable booking fee is required to reserve a course place with the outstanding 
balance payable in full prior to registration. In the event of a participant needing to cancel 
their booking, a request must be received no later than 7 days prior to the commencement 
date of the course booked. Requests received less than 7 days will not be facilitated, as 
METAC Training will not have sufficient time to fill the vacated place. 
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Please note that METAC Training reserves the right to change the date of a course 
scheduled or to cancel a course due to insufficient numbers. Should this occur, all Learners 
who have paid any monies will be refunded in full. 

Please note that all dates may be subject to change. 

We reserve the right to alter any price or special offer at any time, prior to payment made. 
 

6.5  Refund Policy 
 

a) Course schedules are subject to demand and in exceptional circumstances; courses 
can be postponed or cancelled. Participants will be advised of the next starting dates 
for the same course and offered a place on this course. If this does not suit, a full 
refund will be offered to any participant affected. 

b) Refunds can only be made in the original tender of purchase.  
c) In the event that you book a place and subsequently do not attend the course for 

whatsoever reason, no refund will be given. However, you may cancel and receive a 
full refund up to 7 days before the course start date. 

d) No refund will be offered for partial attendance. 
e) If you fail to attend the course on which you are booked and have not given prior 

notice to METAC Training, then the course fee will remain payable in full and no 
transfer will be allowed. 

f) If for whatever reason you are unable to attend the course and give the required 
notice to the office, you can re-schedule to the next available course. This is 
permittable once only. More than this will result in loss of 50% of fees. 

g) There are no refunds on Special Offers  
 
 

6.6  Variation to the Course Programme 
 

It may become necessary for METAC Training to make alternations to the content, Trainers, 
venue or date of the course compared to the advertised programme. Participants will be 
notified of this by email/text if this occurs. 
 
 

6.7  Funding 
 

Government Supports and Schemes  
 
If you need specific training that is unavailable from the Department of Social Protection 
(DSP) or other state providers (Solas, ETBs, Teagasc, etc.), you may be eligible for funding 
support. 
 
 

 

https://www.gov.ie/en/organisation/department-of-social-protection/
https://www.gov.ie/en/organisation/department-of-social-protection/
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Training Supports Grant 
 
This grant from the Department of Social Protection (DSP) of up to €1,000 is designed to 
fund quick access to short-term training or related interventions, obtaining or renewing 
certification and permits for individual jobseekers that have identified work opportunities or 
where case officers have identified an immediate skills gap that represents an obstacle to 
taking up a job offer. 
 

Technical Employment Support Grant (TESG) 
 
Funding can be provided for accredited/Irish industry accredited programmes. Accreditation 
can be up to and including FETAC level 6 (or equivalent awards within the National 
Framework of Qualifications (NFQ) and the provider is approved by the NQAI/FETAC). 
 

Short-Term Enterprise Allowance 
 
The Short-Term Enterprise Allowance (STEA) gives support to people who have lost their job 
and want to start their own business. To qualify you must be getting Jobseeker’s Benefit. 
The Short-Term Enterprise Allowance is paid instead of your Jobseeker’s Benefit for a 
maximum of 9 months. This allowance also provides some funding for education and 
business set up under the Enterprise Support Grant (ESG). Up to €250 can be received for 
training and more funding for business start-up costs are available. 
 
 

Back to Work Enterprise Allowance 
 
The BtWEA is very similar to the Short-Term Enterprise Allowance though slightly different 
qualifying conditions. This allowance also allows for funding through the Enterprise Support 
Grant. 
 
Your course may be eligible from funding of up to 25% from a Skillnet. 
(http://www.skillnets.ie) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.ie/en/publication/0a962-operational-guidelines-training-support-grant/
https://www.gov.ie/en/publication/0a962-operational-guidelines-training-support-grant/
http://www.localemploymentservices.ie/job-seekers/financial-supports/
http://www.localemploymentservices.ie/job-seekers/financial-supports/
https://www.gov.ie/en/service/538ba3-short-term-enterprise-allowance-stea/
https://www.gov.ie/en/service/538ba3-short-term-enterprise-allowance-stea/
https://www.citizensinformation.ie/en/social_welfare/social_welfare_payments/social_welfare_payments_and_work/back_to_work_enterprise_allowance.html
https://www.citizensinformation.ie/en/social_welfare/social_welfare_payments/social_welfare_payments_and_work/back_to_work_enterprise_allowance.html
http://www.skillnets.ie/
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7.Quality and qualification Ireland (QQI) 
 

QQI (Quality and Qualifications Ireland) is an independent State agency responsible for 
promoting quality and accountability in education and training services in Ireland. It was 
established in 2012 by the Qualifications and Quality Assurance (Education and Training) Act 
2012.   
 
QQI's role is to: 

• promote, maintain and develop the Irish National Framework of Qualifications (NFQ), a 10-
level framework for the development, recognition and awarding of qualifications in Ireland; 

• approve programmes offered at a variety of schools, colleges and further and higher 
education and training institutions. These programmes lead to qualifications (QQI awards) 
listed in the NFQ, which are recognised internationally; 

• regulate and promote the quality of programmes offered by schools and colleges leading to 
qualifications in the NFQ for the benefit of learners, employers and other interested parties; 

• ensure that providers* offering national qualifications provide a positive, high-quality 
experience to international learners coming to study in Ireland. We will do this by authorising 
the International Education Mark (IEM); 

• provide academic advice on the recognition of foreign qualifications in Ireland through a 
service called NARIC Ireland – the National Academic Recognition Information Centre.  We 
also provide advice on the recognition of Irish qualifications abroad; 

• inform the public about quality assured education and training programmes and 
qualifications through a database of programmes and a register of providers; 

• manage a national scheme for the quality assurance of English language services 
(Accreditation and Coordination of English Language Services - ACELS); 

• advise the Minister for Education and Skills about national policy on quality assurance and 
improvement in education and training. 

 

National Framework of Qualifications 

The National Framework of Qualifications (NFQ) is a ten level system that provides a way to 
compare qualifications and ensure that they are recognised nationally and abroad. Each of 
the ten levels are used to describe the Irish qualifications system and each level is based on 
national standards of skill, knowledge and ability ie. what a person is able to understand and 
do after completing a process of learning, with the higher numbers indicating a higher level 
of education. 

further information can be find at the below link: 

https://www.qqi.ie/Articles/Pages/National-Framework-of-Qualifications-(NFQ).aspx 

http://revisedacts.lawreform.ie/eli/2012/act/28/revised/en/html
http://revisedacts.lawreform.ie/eli/2012/act/28/revised/en/html
https://www.qqi.ie/Downloads/Who%20We%20Are-Booklet-August%2017.pdf
https://www.qqi.ie/Articles/Pages/National-Framework-of-Qualifications-(NFQ).aspx
http://www.acels.ie/
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QQI Awards 
QQI operates within the National Framework of Qualifications (NFQ), and its awards have 
been placed at Level 5 or Level 6 of the framework as appropriate. Holders of QQI awards at 
Level 5 of the NFQ should apply through the CAO system. Points will be allocated and will be 
used to place applicants in order, in the same rounds of CAO offers as Leaving Certificate 
applicants. Applicants must present a full award totalling 120 credits. This full award may be 
accumulated over more than one academic year. 
  
A new scoring system has been agreed for all level 5 and 6 QQI awards, providing access 
through CAO to the first year of programmes leading to awards at levels 6, 7 and 8. The new 
scoring system has been applied since 2013. 
  
The new scoring system applies where all the requirements for the major award are met, 
i.e. when the specified component awards have been achieved, totalling 120 credits. To 
calculate your score you must know the credit value of your component awards. 
 

Major QQI Awards 

Major QQI Award are the principal class of award made at each level. It represents a significant 
volume of learning outcomes. Major awards usually comprise of 8 minor awards / modules. The CAS 
Specification for each major award lists the mandatory modules which must be completed along 
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with the elective modules which are required to make up the overall specified credit value of the 
award. The default credit values for Major awards are as follows: 

Level Default Credit Value 

1 20 

2 30 

3 60 

4 90 

5 120 

6 120 

 

Minor QQI Awards 

Minor QQI Awards are also commonly referred to as component certificates. These awards 
are single modules which can be completed and certificated individually. All minor awards 
are linked to a major award which allows learners the opportunity to build on their minor 
awards and work towards gaining a major award. It is important to note that minor awards 
are achievements in their own right. Learners wishing to focus on one specific area or gain a 
specific skills e.g. Digital Marketing, Team Leadership etc. may find that completing a minor 
award in that area is much more appropriate that completing a major award which may be 
too broad to meet their specific needs. The default credit values for component awards are 
as follows: 

Level Default Credit Value 

1-2 5 

3-4 10 

5-6 15 
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Special Purpose QQI Awards 

Special Purpose QQI Awards are an award type developed for specific areas of learning that have a 
narrow scope. All special purpose awards comprise one or more components. This means that the 
credit value of this type of award will be higher than that of a minor award but significantly lower 
than a major award.  An example of this type of award is the Special Purpose Awards in Training and 
Development 6S3372. This 30 credit special purpose award is a specific award in Training and 
Development and consists of two mandatory components / modules at level 6 each with a credit 
value of 15. 

Supplemental QQI Awards 

Supplemental QQI Awards is an award which recognises learning concerned with 
updating/up-skilling and/or continuing education and training. They are occupation related 
awards and they consist of one or more components. An example of this type of award is 
the Level 6 Supplemental Award in Gas Safety which consists of one component with a 
credit value of 20. 

 


