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PART A - INTRODUCTION

1.0

11

1.2

1.3

14
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The Irish Payroll Association

The Irish Payroll Association is a sectoral representative body which provides
and organises programmes of education and training leading to certificated
awards. It was established in the year 2000 with the aim of training, supporting
and developing the payroll profession. Currently, in the region of 1,000 students
annually pursue courses leading to qualifications and about another 2,000 attend
the Association’s one-day courses and information seminars. The Association’s
aim is to provide a platform for the promotion of excellence and
professionalism within the payroll function through training, education,
consultancy and representaticdBee Appendix 5.

Three IPASS courses are presently offered by the Irish Payroll Association
that are assessed by examinat{@ppendix 1)

1. Certified Payroll Technician
2. Diploma in Payroll Management
3. Certified Value Added Tax Technician

The Irish Payroll Association is presenting this document to HETAC as a multi-
location provider, using a centrally co-ordinated approach to quality assurance
and programme development.

Throughout the remainder of this document, all references to the lIrish
Payroll Association will be denoted by the abbreviation ‘IPASS’.

The key stakeholders involved with IPASS are the learners, employers, the
business sector, government departments, public bodies, tutors and members.
Lecture and training courses are delivered by full-time and part-time lecturers.
A number of technical writers also deliver lectures and undertake corporate
training. The day-to-day business of IPASS is managed by full time
administrative and support staff.

Overall management and control of education programmes is vested in the
IPASS Board. The various academic functions of IPASS are under the control
of the Academic Council. The Academic Council establishes the aims,
objectives and learning outcomes for all IPASS courses. Quality assurance of
course content, course materials and course delivery are the responsibility of the
Academic Council. This council’'s work is supported by relevant external
examiners and the administrative staff.
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1.6 This document contains the following appendices

Appendix 1 Aims, objectives and learning outcomes for the examinable
courses offered by IPASS

Appendix 2:  IPASS’ organisation structure
Appendix 3 Functional involvement of IPASS staff and other parties

Appendix 4  Grade thresholds and award designations for the examinable
courses currently offered by IPASS

Appendix 5  Student enrolments from commencement to date

Appendix 6  Sample Lecturer's Contract
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2.0 MISSION STATEMENT

2.1

2.2

‘The Irish Payroll Association (IPASS) aims to be the premier provider of

training, support and development for the payroll profession in Ireland. It is

committed to achieving quality and excellence in the provision of practical,

relevant and accessible information for a diverse range of learners, customers
and clients’.

CORE VALUES

IPASS undertakes to implement the following set of core values to ensure
verifiably transparent, equal and fair treatment for all of its learners, staff and
other stakeholders:

1
2

Value all learners equally;

Support all learners in maximising the personal and career-enhancing benefits
to be derived from pursuing IPASS courses;

Deliver learning opportunities that are accessible to a widely dispersed range
of learners;

Communicate and collaborate enthusiastically with learners, other interested
stakeholders and business employers;

Plan and implement all relevant syllabus reviews as soon as practicable
following the annual budget and the passing into law of the annual Finance
Act;

Ensure the efficient use and management of resources in the pursuit of
continuous improvement and enhancement of quality service to all learners,
businesses and other stakeholders.

All activities of IPASS are to be subject to periodic continuous review process

to ensure the highest standards are maintained.

KEY OBJECTIVES

=

Developing and delivering a relevant and responsive curriculum;

Achieving a high quality provision of service through a culture of continuous
improvement;

Promoting employability;

Promoting a collaborative approach to meeting learner needs of individuals,
business communities and employers;

Ensuring diligent financial management and control to safeguard students,
employers and other stakeholders and to protect and ensure the future of the
IPASS.
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2.3 IPASS STRATEGIC PLAN

2.3.1

Elements of the IPASS strategic plan that are relevant to this quality assurance

document are outlined below.

1 Provision of training and support initiatives

2 Constant improvement and review process for course materials

3 Developing programmes to meet industry expectations and enhance
learners’ career prospects

Provision of training and support initiatives

Aim

IPASS’ main aim is to work with all relevant stakeholders to provide a range of

training and support initiatives that meet the needs of those working in the

relevant environment. IPASS will provide up-to-date, accessible, appropriate
and academically progressive training to all learners as part of its service to

those stakeholders.

Methodology

1.

IPASS will form strong working links with a range of other professional
bodies, representative associations and other institutions that are critical to the
payroll profession. These will include the Revenue Commissioners, Payroll
Software companies, Employers’ representatives and key technical personnel
with expertise relevant to the profession. Such links will aim to create a pro-
active, influential role for IPASS within the profession.

IPASS currently meets bi-annually with Revenue staff to discuss and address
issues concerning the operations of the PAYE system and matters of
importance to our client group.

IPASS was instrumental in establishing the Payroll Software Association of
Ireland in conjunction with many of the leading payroll software providers in
the country. The aim of this group is to work together with various
government departments to allow for effective implementation of regulatory
changes concerning relevant environments.

IPASS has developed a close working relationship with many managers and
directors of Ireland’s largest companies and state bodies. In-house training is
undertaken for many of these companies and our conferences address many
issues of concern to these companies. These managers liaise with IPASS on
iIssues they see as important in the running of the payroll function in a large or
small operation.
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Constant improvement and review process for course materials
Aim

The focus for IPASS will be to maintain course material that meets the direct
needs of the relevant sector through the constant updating of this material to
incorporate any relevant changes in the regulatory environment. This work will

require input from technically competent personnel whose abilities and

professional experience enable them to scan the external environment for
changes that affect the course material and the working lives of learners.

Methodology

All lecturing staff who deliver our courses are working professionals in their
relevant area and are therefore constantly aware of the operations and practice
of their work. The IPASS Membership Association also provides an informing
conduit with the technical staff within the Academic Council in relation to
changes in the external environment that need to be incorporated into the course
material and notes. This direct link to the relevant environment ensures that any
required changes to the academic material are identified, designed and delivered
in a manner that facilitates effective learning.

Developing programmes to meet industry expectations and enhance learners’
career prospects

Aim

Our qualification courses and career development programmes will add value to
learners’ opportunities through enhanced career prospects, expanded
professional associations, improved competencies and the development of self-
confidence that accompanies in-depth training.

Methodology

1. The growth in market awareness of IPASS programmes and the
recognition and acceptance of IPASS qualifications by the wider
business community is now accepted as a valuable contributor towards
enhancing a learner’s career prospects. This has been achieved through
the quality of course content, material and delivery methodologies of
IPASS programmes.

2. The Academic Council ensures the continuing relevance and appropriate
standard of the course content and provides support and training for
lecturers and presenters to ensure focused delivery.
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3. Continuous student feedback informs IPASS in relation to the

effectiveness of the course content from the learners’ perspective. The
growth in the external links that IPASS has developed with industry

bodies demonstrates the recognition of IPASS qualifications and how
they contribute to the career path of graduates.

The main focus of IPASS qualification courses and the development of
continuous career-enhancing and professional development
opportunities will be based on continuing relevance for both the working
environment. To this end, IPASS will continue to deliver short
information and update seminars with the aim of addressing changes in
the relevant external environment, on a regular basis.
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QUALITY ASSURANCE SYSTEM

3.1 IPASS has established procedures for quality assurance for the purpose of further
improving and maintaining the quality of education and training that it provides
and organises.

3.2 PASS is a multi-location provider whose quality assurance system is implemented
at separate location level and also at organisational level.

3.3 Implementation and quality maintenance is the responsibility of all employees or
agents of the Association and core quality issues are dispersed across a range of
areas and activities. The Association’s support structures contribute towards
determining and ensuring the quality of the overall learner experience. The
procedures in this Quality Assurance document provide details as to how this
quality is achievedSee part B, Sec. 3

3.4 The Quality Assurance document details systematic QA procedures for a range of
activities, including data collection procedures and analysis. The document also
identifies the appropriate forum for monitoring the data and requires the recording
of such actions where deemed necessary, combined with a later evaluation of the
effectiveness of these actions. These procedures are outlined in detail in Part B,
Section 3 of this document.

3.5 The establishment of QA procedures by IPASS seeks to comply with and
implement Section 28 of the Qualifications (Education and Training) Act 1999
that requires all providers to establish Quality Assurance procedures and to agree
these procedures with the Higher Education and Training Awards Council
(HETAC) in line with the 2002 HETAC published “Guidelines and Criteria for
Quality Assurance procedures in Higher Education and Training”.

10
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4.0 COMMUNICATION

IPASS achieves high quality in all ancillary activities concerned with the
provision of education and training. This is achieved through the centrally co-
ordinated and effective communication system that is applied to ensure clarity and
transparency in all matters relating to the adherence to and implementation of,
procedural guidelines and policies.

1 Due to the relatively small scale and controlled structure of the IPASS
organisation, communication of directives and other information is efficiently
achieved through the communication methodologies employed.

2 All policies and procedures are issued to all learners in a clear and accessible
format. The methodologies employed to ensure the efficient communication
of policies and procedures include the IPASS website, Student Handbook and
an appendix within each learner’s set of course notes.

3 The communications loop revolves around an evaluation and feedback system that
incorporated some or all of the following in given situations:

¥, evaluation undertaken to investigate any negative feedback issues

¥4 review corrective action options

¥, select most appropriate option

¥, implement the required change

¥ communicate with those affected by the action taken

¥, review effectiveness of the change that is implemented

¥, invite further feedback to assess the effectiveness of the implemented
change

This is the process by which IPASS communicates, measures, monitors and
controls quality and is applied to all situations where IPASS engages with all
learners.

4 Feedback may also provide the guidance and directional focus to strengthen and
consolidate quality in areas where positive feedback provides assistance in
identifying opportunities to further improve and enhance the quality of
programmes, support services, and learner experience.

5 The procedures adopted have been designed to implement the stated policies of
IPASS and the effectiveness of those procedures is regularly evaluated by means of
internal monitoring systems and is overseen by the QA Officer. The self-evaluation
system as practised by IPASS examines feedback and reports on the quality of
programme delivery and the manner in which those programmes are serviced by the
support structures.

11



IPASS Quality Assurance and Procedures

PART B - Quality Assurance Policy and Procedures

The quality assurance policy of IPASS provides the underlying framework for the
implementation of all quality procedures to ensure that the quality system is
effective and provides assurance that the outcomes arising from such procedures
are verifiable.

The training and support offered by IPASS to the payroll profession, ensures

dissemination of proper procedures and practises and also develops employers’
compliance procedures with Irish and European regulatory and legislative

systems.

1 IPASS QUALITY ASSURANCE POLICIES
Several key principles govern the aims of the QA policies for IPASS.
1. Standards.

The commitment to achieve quality and excellence in the provision of practical,
relevant and accessible information for the diversity of learners, as enunciated in
the IPASS mission statement, is the dominant attribute which assures high quality
delivery of services, including education, training, support and development for
the payroll profession. In this context, IPASS has achieved its aim to become the
premier provider of such services in Ireland.

2. Continuous Improvement.

IPASS has garnered the reputation that it creates the justifiable expectation in the
minds of those who engage with it that tl{eg. learners and other stakeholders)

can rely on receiving high quality levels of professional standards and service
when dealing with the organisation. This reputation has been justifiably earned as
a direct consequence of implementing high quality systems and procedures by
ensuring that such quality is delivered to the satisfaction of all who have dealings
with IPASS. IPASS commits itself to foster a culture of continuous improvement
throughout all its departments and personnel.

3. Transparency.

All IPASS’ activities will be conducted in an open and accessible manner that
provides transparency and accountability for those dealing with IPASS. All
relevant information will be made available in a format and style that is both easy
to access and is understandable to the users. A culture of openness and
transparency will guide the interaction of IPASS personnel in their dealings with
all stakeholders.

12
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The QA activities within IPASS with be minuted, recorded and available to
relevant bodies and individuals in order to ensure transparency, fairness and
procedural clarity.

4. Effective Communication.

All policies and procedures are issued to learners in a clear and accessible format.
The language used throughout IPASS material shall be accessible and easy to
understand where at all possible. A thorough, effective and open feedback loop

system will be used in all relevant procedures, thus ensuring transparency,

fairness and a quality of engagement with learners and outside bodies.

5. Periodic Review of Procedures.

IPASS commits itself to a periodic review of all its procedures to ensure that the
quality assurance of its activities is guaranteed and to keep in line with the highest
standards of practise within the education and training environment. This system
of periodic review is a core value of IPASS and is a guiding principle for all its
activities.

The quality assurance policies within IPASS are designed to ensure that all
aspects of syllabus material preparation, programme delivery, ongoing monitoring
and learner assessment, are implemented by adhering to established procedures
that are not only designed to work very effectively and efficiently, but that
actually achieve accordingly.

13
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IPASS QUALITY ASSURANCE ADMINISTRATION

A non-executive director of IPASS has been appointed as having specific
responsibility for the overall quality of courses offered and services rendered by
IPASS. He chairs the formally convened QA committee meetings

The QA Committee is comprised of the managing director of IPASS, the
technical writers of syllabus material (2 writers), nominated course tutor and the
QA officer. The QA Committee is responsible for the systematic review,

monitoring and evaluation of the quality of all IPASS procedures including, but
not exclusively, the following processes:

« course design and maintenance of relevant and updated syllabus content
and the production of high quality course materials.

e ongoing monitoring and responsive evaluation of programmes.

« assessment of learners including the appointment of examiners, ass
invigilators and markers to ensure the integrity of examination standards
and marking procedures.

» selection, appointment, appraisal, training and development of tutors

» evaluation and inspection of physical resources
eg. premises, equipment and facilities.

» self-evaluation of effectiveness of QA procedures.

e measurable outcomes for relevant procedures wiidbntified, publishe
assessed and reviewed periodically to ensure the highest quality possible

The QA officer oversees all aspects of quality assurance and procedures in IPASS
and will critiques these and make recommendations and suggestions for changes
where needed. The QA officer is constantly informed on all functional matters
within IPASS and applies immediate corrective action to address any issue that
may arise or which requires attention. This role involves regular overseeing of the
policies and procedures in use, reviewing the findings of the feedback
mechanisms and proactively assisting IPASS in maintaining the standards needed
to meet its objectives.

The Course Committees meets prior to the commencement of each course term
and on term end. This ensures that the required quality procedures are followed
and implemented and that all nominated committee representatives are aware of
their collective and respective responsibilities.

14
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3 PRINCIPAL QUALITY ASSURANCE PROCEDURES

The procedtes involved for all aspects of Quality Assurance within IPASS are as

follows:
3.1. Procedure for design and approval of new programmes, subjects and
modules

3.2. Procedures for the assessment of learners

3.3. Procedures for ongoing monitoring of programmes

3.4. Procedures for evaluation of each programme at regular intervals

3.5. Procedures for selection, appointment, appraisal and development of staff

3.6. Procedures for evaluating premises, equipment and facilities

3.7. Procedures for evaluating services related to education and training
programmes

3.8. Procedures for evaluating the effectiveness of quality assurance

procedures

Each aspect is detailed under the headings of procedure, responsibility and
process to give a comprehensive analysis of how the work fits into the overall
guality assurance system within IPASS. Measurable outcomes are quantified
and identified to demonstrate how the QA procedures are being achieved across
a range of areas.

15
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Procedure 3.1:

Date:

Purpose:

Staff Involved:

3.1.1

IPASS Quality Assurance and Procedures

Irish Payroll Association

and modules

April 20

fruition.

Procedure
Programme Aims,
Objectives and
Learning Outcomes

07

Responsibility
Mangement and
IPASS board

This procedure governs the identification of the need for new
courses and the process of bringing an identified need to market

Tutors, Academic Council, QA Committee, IPASS Board.

Process
IPASS’ stated aim is to provide
relevant, practical courses that will

meet the needs of those working in the
relevant field. IPASS has established
strong industry links through its tutors,

Procedure for design and approval of new programmes, subjects

professional association body and vast
personnel experience that informs both

programme aims and programme
content.

3.1.2

Identifying a market
need

IPASS board and
some course tutors

The IPASS directors and many of thg
course tutors are in constant contact]
with the market through course

delivery and experiential contact and
are therefore in a unique position to
obtain feedback from would-be

customers about the demand for nev
courses.

3.1.3

Mode of delivery

Mangement and
IPASS board

The repetitive and practical nature of
tasks, dictates the mode of course
deliver. eg. Teaching and
demonstrating how to implement the
compliant action. The nature of the
content and structure of courses is
such that they are driven by adopting
this practical approach. This approag
has been proven to satisfactorily me
and satisfy the pedagogical
expectations of all course participant

A%

)
h

Pt

[72)

3.14

Course material ang
design to meet

I Academic Council,
Technical writers,

Design of the course material and th

1)

writing of same are under the contro

16
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learning outcomes

QA Committee

of the Academic Council and new
market developments are discussed
and evaluated at their meetings. Act
writing and proof reading is
undertaken by suitably qualified
personnel who are experts in the
relevant subject areas. The QA
Committee ensures that quality is an
integral part of any new course
development and that the
administrative back-up is in place to
support the course.

hal

3.1.5| Identifying the need| Management, Feedback from participants on
for course reviews | academic council angdcourses. Understanding of market
to address fiscal andtechnical writers developments attributable to the
legislative changes payroll profession. Market research
in the payroll and legislative changes. The initial
environment. uptake of a course is a measure of the
success in meeting market need.
3.1.6| Design of Management and Management and academic staff have
programme materia] Academic Council | a thorough knowledge of all technical
payroll issues. They all teach the
courses and handle technical queries
through the ‘helpline’ and so are aware
of issues that need to be addressed py
the courses to meet practitioners’
needs. IPASS has now gained wide
experience and tacit knowledge
derived from previous programme
formats and rollouts.
3.1.7| Programme writing | Technical writers, Programme material is updated and |re-
and continuous Management and written as a matter of course, to
updating of material Academic Council | accommodate the on-going changes
content required by fiscal processes and
annual legislative changes. New
material is reviewed by several
technically competent and suitably
qualified authors to ensure technical
and qualitative accuracy.
3.1.8| Programme Aims, | Academic Council | Each course has written learning
Objectives and and Technical outcomes and objectives. These
Learning Outcomes| writers clearly identify the knowledge, skills
and understanding to be achieved by
successful learner in line with
established academic procedures and

can be measured to ensure success
(Appendix 1)

17
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3.1.9| Human resource andBoard of directors In all situations where IPASS creates a

financial valid expectation in the minds of all
implications of course participants who pursue any
offering programme offered, once a course has
programmes commenced, we undertake to fully

deliver that programme as originally
offered. Accordingly all such
representations by IPASS are
respected and treated as constructiv
obligations and are honoured without
exception. This is a verifiable fact
since commencing to deliver
programmes in 2000.

1)

18
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Irish Payroll Association
Procedure 3.2: Procedures for the assessment of learners

Date: April 2007

Purpose: To demonstrate how the learners on certified courses are assessed
and to ensure the assessment procedures are transparent, fair and
consistent and allow for traceability of the assessment procedures.
These procedures will be in line with HETAC marks and standards

Staff Involved: Programme tutors, tutor co-ordinator, academic council and
external examiner.

Procedure Responsibility  Process

3.2.1 | Class monitoring | Programme tutors In class assessment by tutors of eagh
and providing learner through exercises and practice
information on exams.
exam structure.

3.2.2 | Examination Headquarter staff angd Exams are based on current course
planning academic council material and held on pre-announced

dates.
3.2.3 | Security of exams| Headquarter staff angd Exams are written, printed and
management retained in head office, until exam

date. Independent invigilators are
employed to supervise exams at eagh
examination centre.

3.2.4 | Exam Headquarter staff Exams are held in examination centres
accommodation around the country such as colleges|,
Institutes of Technology, or other
suitable large-capacity venues.

3.2.5 | Assessment Academic Council, | Anindependent marking team is used
procedures and | Programme tutors, | to assess and second-mark the exam
criteria and external examinerscripts. The external examiner

ensures independent quality control,
fairness, transparency of process and
consistency of marking standards in
line with HETAC marks and
standards(See Appendix 4)

3.2.6 | Assessment Academic Council The assessment criteria used will

criteria ensure that the knowledge, skills an
understanding of the graduate will bg
in accordance with the appropriate
HETAC marks and standards for theg
level. Graduates will have attained the
stated learning outcomes of the course
in a demonstrable manner.

|

3%

19
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3.2.7

External examiner
appointment

Academic Council

An external examiner shall be

appointed who is suitably qualified fo

the position. The examiner shall be
independent of IPASS, possess a
thorough understanding of the roles

and responsibilities of the position, i$

competent in the field of expertise, h
a broad perspective of the training a
education provision and is in a
position to allocate the time necessa
to complete the work in accordance
HETAC standards.

3.2.8

Learner appeals
and follow-up
action.

Academic Council

and course examiner|

Results are issued to learners within
pre-determined time frame that is
reasonable and fair. Learners have {
right to request a review of their
results by the external examiner. Th
regulations covering such appeal
procedures are outlined in the stude
handbook and are in line with the
standards set out by HETAC. As a
measure of acceptable statistical
significance, there should be no mor
than 0.75% of students querying the
initial results. (This outer limit has
not been breached since 2002.)

3.2.9

Graduation and
certification

IPASS board,
management and
headquarter staff.

Successful candidates are invited to
graduation ceremony and are issued
with an award clearly indicating their
achievement.

3.2.10

Record keeping

Headquarter staff

Exam scripts are held in hard copy f
a period of two years at head-office
and a permanent record of results is
held in electronic archives. As a
measure of quality of certified
programmes, IPASS aims to have
75% of initial course entrants

successfully complete their particular

programme. Analysis is conducted
(and compared to previous trends) g
a per venue basis and on an overall
basis.

=

D
as
nd

ry
o

a

he

1%

=

a

n

3.2.11

Maintenance of
learner records

Headquarter staff

Learner details and examination
records are held electronically and in
hard copy at headquarters.

Completed exam scripts held in hea

office for a period of two years.

20
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Exam quality assurance process:
Systematic procedures to ensure examination integrity, fairness and consistency of learner
assessment, and compliance with HETAC Marks and Standards.

Exam setting procedures:

Ya
Ya
Y
Ya
Ya
Y
Y
Ya

Internal Examiner sets draft exam

Assessor evaluates for reasonableness of exam standard and content

Sitter attempts the exam under exam conditions

Sitter provides feedback for technical amendment or clarity on any ambiguous wording.
Examiner revises/amends the exam if necessary and exam re-issued

Sitter re-attempts and provides any additional feedback as necessary.

Final review and sign-off/approval of the paper by the assessor.

Exam paper sent to print (in-house) and retained in readiness for the actual examination.

Exam marking procedures:

Ya
Ya
Y
Y

%

%

%

%
%

Markers’ meeting held with the examiner.

Examiner outlines the marking approach for each question.

Scripts are batched (approx. 150 scripts per batch) and collected by the markers.
Examiner requests the scripts for a randomly selected sample of marked scripts from each
marker.

Examiner reviews the selected sample for consistency of marking approach across the
marking team.

Prior to return of scripts to Head Office, &*#harking’ is undertaken by the marker for all
‘marginal’ scripts. i.e. Any script that is within 5 marks of any given threshold (pass, merit or
distinction) is 2! marked and the original result is either confirmed or amended.

On completion of 2 marking, exam results are released to candidates.

Where any mark is appealed, the examiner personally reviews the disputed script.

The examiner’s decision is final.

Each exam is set initially by the course board examiner and the procedure is open to
the external approval of the HETAC appointed representative. No official results are

awarded until the process of HETAC approval and acceptance has been completed.
For details of grades and awards in IPASS examinations see Appendix 4

21
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Irish Payroll Association
Procedure 3.3: Procedures for ongoing monitoring of programmes
Date: April 2007
Purpose: Explaining the methodologies employed to monitor and control
programme delivery and how feedback is obtained from learners
on their individual and collective experience of programmes.

Staff Involved: Programme tutors, tutor co-ordinator and facilities co-ordinator

Procedure Responsibility  Process

3.3.1 | Assessment of | Programme tutor In-class appraisal of learner’s work to
individual’s establish
progress
3.3.2 | Attendance Programme tutor and Attendance records for all classes at
facilities officer each location. Where applicable, we ajm

to have at least 75% class attendance|of
course participants throughout the
academic year.

X

3.3.3 | Feedback Facilities officer and | Feedback forms collected and returne
Forms tutor co-coordinator | to head office for collating and analysi
We aim to have completed forms
returned for 75% of attendees.

1”2}

3.3.4 | Telephone Headquarter staff Telephone contact made with a
contact representative random selection of
learners throughout the course. This
process is recorded and retained. To be
of statistical significance we aim to

make personal contact with 20% of our
new course participants at every venue
within the earlier half of course duration.
3.3.5 | Programme Programme tutors, | Programmes are delivered on a multi-
Delivery tutor co-ordinator and location nationwide basis and tutors are

administrative staff | appointed to each venue. Supervision |of
tutors is informed through the feedback
mechanisms and the tutor co-
coordinator. The growth in the number
of course venues and student numbers
provide clear and verifiable measures pf
the popularity and demand for each
course. Records are maintained to
monitor and measure these growth

22
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metrics.

3.3.6

Tutor’'s
probationary
period —
presentation
skills

Tutor co-ordinator

Tutor co-ordinator deals directly with
the tutor who is given assistance to
address issues raised, if necessary. If
discernible improvement emanates fro
this exercise, we invite the tutor to stej
down from the lecturing post at that
time.

3.3.7

Course material

QA officer, academic
council,
academic writers

Updating of course materials is a
constant process to reflect ongoing
developments in the relevant external
environments. This ensures that all
course material is relevant, current an
valid for day-to-day practice. Issues
concerning the course material or
delivery are brought to the academic
council’s attention by the QA officer
from analysis of the feedback forms or
direct telephone contact.

3.3.8

Issues relating
to tutors

Tutor co-ordinator
and academic counci

Tutor co-ordinator deals directly with
| the learner and tutor. Further recourse
available directly to the academic
council. Tutor will be given the
necessary assistance to address issue
raised.

3.3.9

Evaluation of
attainment of
learning
outcomes

QA officer and
headquarter staff

The market reception for the IPASS
qualifications reflects an
acknowledgment of the focus and
relevance of the course materials for

The exponential growth in student
numbers over the past six years is the
measurable verification that the
outcomes are being attained.

3.3.10

Post
qualification
monitoring

IPASS management

As a post qualification measure, IPAS
identifies the number of graduates wh
have become members of the
professional body thus demonstrating
commitment to professional and implie
approval of the IPASS qualification.

achieving the stated learning outcomes.

<)
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Irish Payroll Association

Procedure 3.4: Procedures for evaluation of each programme at regular intervals

Date: April 2007
Purpose: Explaining the methodologies employed to monitor the ongoing
relevance of each programme with regard to syllabus content,
delivery approach and course materials.
Staff Involved: IPASS board, academic council and QA committee.
Procedure  Responsibility Process
3.4.1| Monitoring for | Academic council, | Maintaining course relevance is a constant
continuing technical writers and process to reflect ongoing developments
environmental | tutors. in the external environments. This ensufes
relevance that all courses being delivered are current
and valid to meet day-to-day best practice.
3.4.2| Review and Academic Council | Meetings held bi-annually to co-ordinate
update of QA Committee, the update of existing materials in line
existing management with external changes that impact on the
programmes. payroll environment.
3.4.3| Assignment of | QA committee Specific tasks in relation to the issues of
Responsibility guality throughout the organisation are
assigned to all staff(Apendix 3)
3.4.4| Provision of IPASS management| Management ensures that the staff are
adequate adequately resourced and facilitated to
resources maintain and implement quality standargs.
3.4.5] Links to industry| Academic council Included in the functions of the
and external and Membership Membership association, is the
environment association maintenance of ongoing links with
programme graduates. Feedback is invited
from members when new issues emerge
that may require an appropriate response
in keeping with the stated aims of IPASS.
Such responses may include the creatign
of a new topic for future inclusion in a
course syllabus, or the amendment of an
existing topic that is already addressed |n
course syllabi. Addressing such issues
may also include revising the
methodology for topic coverage of the
specific area of new focus or interest.
3.4.6| Self evaluation | Academic council Self evaluation is achieved by being
and technical writers| constantly pro-active, by affording a
reception to suggestions for improvements
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that may emerge through industry and
peer contact. Suggestions are presented
to the academic council and approved
changes are then passed to the technical
writers to prepare appropriate script for
inclusion in future materials. The
academic council will then review the
newly written materials prior to
authorizing same for inclusion in the
relevant area of learning as highlighted jn
the relevant course syllabus.

3.4.7

External
evaluation

Academic council

External evaluation is further evidenced
by the fact that all IPASS tutors are
employed in the relevant field and are
therefore well placed to provide practicg
assessment of the relevance and
appropriateness of any quality
improvements that are either introduced or
proposed for introduction.
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IPASS
Irish Payroll Association

Procedure 3.5: Procedures for selection, appointment, appraisal and development

of staff
Date: April 2007
Purpose: Explaining how staff are recruited and appraised of on-going

development needs

Staff Involved: Management, tutor co-ordinator and QA committee

Procedure Responsibility  Process
3.5.1]| Staff recruitment and | Management All staff are recruited in accordance
selection with normal criteria to employ staff

that are appropriately qualified
and/or competent to fill the role to
which they are to be appointed.
Headquarter administration staff
comprises five people all based in
single location.

All other staff are either tutors, (full
time or part-time), technical writers|
and academically qualified
personnel for contribution and inpy
at director level.

—

3.5.2| Tutor Management, tutor | The procedures for engaging tutors
recruitment/selection | co-coordinator and | that are most appropriate for course
academic council delivery are key determinants in

ensuring the maintenance of quality
in the lecturing function.
Accordingly the procedures for
employing and monitoring tutors is
the primary focus to ensure that
students’ tutorial needs are met by
ensuring appropriately qualified an
competent

lecturers for all courses.

Based on acquired experience to
date, IPASS has unprecedented
access to suitably qualified
personnel in specific subject areas,
Thorough standard application
procedures are in place to ensure
professionally appropriate screening
of applicants who are recruited
through a combination of

o
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recommendation by current tutors,
industry contacts and advertising.
Selection is based on a sample
presentation and interview process
where an applicant should be able
demonstrate the appropriate level
relevant and practical experience t
the presentation methodologies us

pf

3.5.3

Tutor qualification

Management

All lecturers to be qualified in the
relevant discipline in which they ar
lecturing and to a level that is at

least the equivalent to the level that

they are required to tutor.

3.54

Tutor training

Academic Council
and Course
Committees

IPASS facilitates the professional
training of tutors through internal
training and support and by

encouraging all tutors to participate

in professional training for adult
tutors as provided by National
University of Ireland in Maynooth.

3.55

Tutor’'s probationary
period

Tutor co-ordinator,
Course committee
and

QA officer

A new tutor’s progress is monitore
closely by the management in the
first weeks of a course through
telephone contact with learners an
tutor alike. The tutor co-ordinator
deals directly with each new tutor.

In the event that an appointed tutor

fails to meet the IPASS delivery
expectations, all possible practical
support is provided with immediate
effect. On the rare occasion where
no discernible improvement
emanates from this assistance, the
tutor’'s agreement to withdraw from
the course is sought and a
replacement tutor is appointed fron
the established and experienced
team of IPASS tutors. The learner
are never compromised in the evel
of a tutor failing to meet expected
teaching standards.

3.5.6

Appraisal

Management and
tutor co-coordinator

On-going telephone contact and fa
to face meetings with individual
tutors. This is also measurably
informed by feedback forms from
learners. The overall tutor appraisa
system (including term-end
appraisal) is monitored by the QA
Committee to which the tutor
coordinator reports. Any proposed
changes regarding these procedur
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are dealt with through the QA
Committee.

Headquarter staff are appraised
annually by management

3.5.7

Tutor professional
development

IPASS management

Tutors are encouraged to develop
links with their peers for mutual
support. Personal tutor support is
also provided if requested or deem
necessary.

Annual information meeting held
prior to commencement of each
academic year.

Any changes to the course materig
explained. Any newly introduced
delivery methods are outlined and
demonstrated at these meetings.
Professional development of
headquarter staff is supported,
encouraged and resourced to add
the cumulative competence in the

ed

to

management of our programmes and

day-to-day operations.

3.5.8

Measurement of
success of staff
appointment system.

Management

IPASS is proud of the fact that mar
of its present lecturers have been
lecturing on courses for two years
more. The retention of staff is the
main signifier of success of the
system. IPASS aims to have 70%
tutors at any time employed for
three years or more.

Yy

3.5.9

Allocation of staff
duties

Management

All employee staff contracts specify
each individual's duties and how
each position is integrated within th
overall procedural structures in the
organisation(see Appendix 6)

e
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Procedure 3.6:

IPASS Quality Assurance and Procedures

Irish Payroll Association

Procedures for evaluating premises, equipment and facilities

Date: April 2007
Purpose: Outlining of procedures where the outsourcing of any service is
involved. This applies to the selection, contracting and monitoring
of the various venues at which the classes are held.
Staff Involved: Headquarter staff and facilities officer
Procedure Responsibility  Process
3.6.1| Selection Headquarter staff andContact with new venues by head office
Procedure facilities officer staff and visit to same by local tutor
prior to commencement of courses.
Suitability of premises as evidenced
through its use by other providers.
3.6.2| Contract Facilities officer and | Copies maintained at IPASS HQ of
arrangements / management rental agreements and/or ‘letters of
‘Letters of understanding’, including details of any
understanding’ for special arrangements. IPASS has full
arrangements with public liability insurance for all venues.
venues (The provision of confirmation of
appropriate levels of insurance cover jis
a prerequisite requirement for any
facility usage agreement with all
Institutes of Technology.)
3.6.3| Reporting Programme tutors | Telephone contact with students and
mechanisms and facilities officer | tutors in a system that is recorded and
retained for management purposes;
completion of feedback forms also usgd
to assess venue suitability from the
students’ perspective. These are
collected and returned to head office for
collation and analysis.
3.6.4| IPASS office QA officer All QA aspects of the IPASS office arg
controlled by the QA Officer and a log
is maintained for all compliance issues.
3.6.5| Practical issues Programme tutors, | Any issues that arise are initially
relating to facilities| facilities officer and | handled by the course tutor and referred

and infrastructure.

the QA officer.

to the facilities officer to register the
matter and initiate the appropriate

response.
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3.6.7| QA issues relating| QA officer, facilities | The documentation relating to the

to facilities and officer and the QA | quality of the facilities and
infrastructure. committee. infrastructure is collated by the
facilities officer and reviewed by the
QA officer. The issues raised and the
responses made are discussed. Any
suggestions for corrective actions are|
brought to the QA committee
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IPASS
Irish Payroll Association

Procedure 3.7: Procedures for evaluating services related to education and training
programmes.

Date: April 2007

Purpose: To demonstrate the Association’s commitment to quality through
the procedures for assessment within the organisation in order to
ensure that procedures are implemented and that the feedback
mechanisms and responses thereto, work as intended.

Staff Involved: All staff and management

Procedure Responsibility  Process

3.7.1| Information Academic council, | Full course notes provided with self
provision throughout programme tutors. & assessment questions and sample
the course headquarter staff. exam questions and answers. Pract|cal

examples in class. Information
newsletter emailed bi-monthly to all
learners.

3.7.2| Accommodating Programme tutors, | Tutors are appraised of any special
diversity and learnel tutor co-coordinator | needs a learner may have and venues
support, in academic¢ and facilities officer | arrangements to accommodate such

and non-academic needs. Assistance given to learners
situations with special needs as required.
3.7.3| IPASS regulations | QA committee and | Learner handbook outlining
and information headquarter staff regulations provided to each learner|as
part of course notes on each certificate
course.
3.7.4| Maintenance of Headquarter staff Learner details and examination
learner records records are held electronically and in

hard copy at headquarters.
Completed exam scripts held in head
office for a period of two years.

3.7.5| Provision of QA committee, Management ensures that the staff is
adequate facilities | facilities officer adequately resourced and facilitated to
and resources perform their duties in a manner tha

facilitates the maintenance and
implementation of quality standards,

3.7.6| Student support Headquarter staff andStudent helpline, periodic

structures technical support. e-zine, association membership,
annual IPASS conference and IPASS
website.
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3.7.7

Monitoring of
supports

officer

Management and QA

A Management and the QA officer
monitor the support processes and
procedures in place to ensure qualit
of service. Effectiveness is measure
through quantifying telephone
enquiries and helpline use, through
website ‘hits’, membership
association uptake, responses to
surveys and the rates of completion
certified courses. Such information i
collated and presented to the QA
committee for analysis and discussi(
The committee then makes
recommendations for quality

O <

of

bn.

improvements where appropriate.
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IPASS
Irish Payroll Association

Procedure 3.8: Procedures for evaluating the effectiveness of quality assurance

procedures
Date: April 2007
Purpose: Setting out the methodologies employed to subject the QA

procedures to review and recommendation

Staff Involved: QA officer, QA committee

Procedure Responsibility  Process
3.8.1| Internal QA officer and Measurable outcomes to establish and
evaluation Administration staff | inform the effectiveness of QA

procedures are compiled by the
cumulative feedback from all venues.
i.e. evaluation forms from 33 venues
completed by up to 800 students provides
feedback on:
 the management of the particular venue;
* the overall quality of delivery at that
venue;

» how the stated procedures are
implemented at each venue;

* how IPASS meets the students
expectations based on the student view as
to whether published procedures are

implemented.
3.8.2| External QA officer Growing evidence that the external
evaluation payroll industry/market accepts and

acknowledges the value of the IPASS
gualifications. Employer approval and
encouragement for its employees to
pursue the IPASS qualification is further
evidenced by the growing number of
students whose course fees are paid for by
their employers.

Complying with the processes and
procedures as required by HETAC.

3.8.3| Measurement of | QA officer and Cumulative statistical data is informing
effectiveness of | Administration staff | the trends that have emerged following
procedures the last 6 years of offering the CPT

courses. The measurable trends include:
» growth in student numbers;
» tracking the average proportion of
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students who successfully complete
courses following enrolment;

* the trend decrease in the number of
appeals, grievances aired, complaints
received and other issues arising as
courses are delivered and examined;
» average attendance at each course
venue informs the candidate view of the
tutor, the quality of course materials and
the quality of overall facilities at that
venue;

» evidence of the effectiveness of any pfo-
active responses to any QA issues that
may occasionally arise and how the issues
are addressed,;
The analysis and measurement of thes¢
trends informs the approach to be taken to
implement improvements in qualitative
aspects of procedures in future.

1%

3.8.4

Periodic QA
meetings

IPASS board, QA
committee and QA
officer

As a small organization offering a limited
number of courses, the QA officer is in
constant contact with all regular membe
of staff, thus facilitating the managemer
of quality issues that may arise on an
ongoing basis. Periodic meetings are
convened on an ad-hoc basis throughout
the year and annual meetings are

convened to review and monitor the
implementation and maintenance of
quality issues for all procedures. Meeting
decisions are recorded and communicated
to all management and staff for
implementation of any required corrective
action.

=

S

—*

3.8.5

Monitoring and
implementation

QA officer

Follow-up implementation of meeting
decisions is monitored by the QA officer.
Should a specifically urgent issue arise
which needs proactive attention, the QA
officer manages the addressing of such
issues.
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4. IPASS Personnel - brief résumé and responsibilities:

Eamonn Corcoran, AITI, FCCA.

Responsibilities: Managing Director; QA Committee; Academic Council;
Technical Writer.

Eamonn Corcoran, is the Managing Director and principal founder-director of

IPASS. He is a Fellow of the Association of Chartered Certified Accountants

(FCCA) and a long time member of the Irish Taxation Institute. Eamonn was

a Higher Grade Inspector of Taxes and worked in Revenue for 20 years until
1990. He was employed in a number of the larger accountancy practices
between 1993 and 2002, and became widely known for his expertise as a VAT
specialist. During his career in accountancy practice, he worked in Deloitte

and Oliver Freaney & Co.

In April 2000, Eamonn co-founded the Irish Payroll Association and has been
largely responsible for steering IPASS to its present prominent position in
Irish business.

Eamonn has lectured both in Ireland and abroad, to and on behalf of numerous
professional bodies including The Revenue Commissioners, The lIrish
Taxation Institute, The Law Society, The Deloitte International VAT Group,
the Association of Chartered Certified Accountants and The Institute of
Certified Public Accountants. He has also had numerous technical taxation
articles published in professional publications.

Eamonn is a co-author of The IPASS Book, which is the leading tax reference
book for payroll managers and staff in Ireland.

David Ahern, FCCA, FAIA.
Responsibilities: Director — Quality Assurance; Academic Council.

David Ahern was a co-founder of the Irish Payroll Association in April 2000.
He is a Fellow of both the Association of Chartered Certified Accountants
(FCCA) and the Association of International Accountants (FAIA). David was
employed with AIB Bank plc until 1981 and joined the accountancy practice
of the former Touche Ross & Cfow Deloitte’s) In 1986, he joined the
former Accountancy & Business Collegew Dublin Business Schoalhd in
January 1994, he co-founded the former Lad Lane Business School (now BPP
Professional Education plc). In April 2000, he co-founded the Irish Payroll
Association with Eamonn Corcoran.

David has lectured on many business subjects on professional accountancy
courses. He also lectured on a part-time basis on the final year of the BA in
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Human Resources and Accounting degree course at the National College of
Ireland during the 1991 and 1992 academic years. He has also been involved
as an examiner, course coordinator and examination assessor on many
professional courses and in recent years has specialised as a lecturer in
advanced corporate reporting. He is well known as a specialist lecturer in
Financial Reporting Standards.

Over the last two years, he has withdrawn from fulltime participation in the
management of IPASS, but continues as a non-executive director with special
responsibility for quality and compliance issues.

Helena Holdwright, ACCA, AITI.

Responsibilities: Technical Director; QA Committee; Academic Council;
Technical Writer

Helena Holdwright is a member the Association of Chartered Certified
Accountants (ACCA), and the Irish Taxation Institute (AITI). Helena worked
for more than 10 years as a tax consultant in Deloitte and in Mazaars, two of
the leading tax consultancy practices in this country. She spent all of her
practice career in the tax department of these companies and she has
specialised in the areas of VAT, Corporation Tax, PAYE and PRSI.

Helena joined IPASS as a technical writer and lecturer in 2001 and was
appointed Technical Director in 2003. She is also extremely competent in
areas of employment law and is regarded as an expert by her peers in all
aspects of complex payroll issues. Helena has lectured extensively on all
aspects of taxation and in particular on the operation of PAYE/PRSI and the
operation of the Irish VAT system.

Helena is a co-author of The IPASS Book, which is the leading tax reference
book for payroll managers and staff in Ireland.

Ciaran Doherty, BA (Hons.) Banking and Finance.
Responsibilities: Technical Writer; Academic Councll

Ciaran has lectured for IPASS since 2002 on a part-time basis, and joined
IPASS as a technical writer and lecturer on a permanent basis in January
2005.

He has an extensive knowledge of PAYE and PRSI, and all areas of
employment law, and is an experienced lecturer on these subjects. Ciaran has
worked in the payroll department of the Marlborough Recruitment Agency
and the Client Payroll Section of Price Waterhouse Coopers and Deloitte’s,
where he was responsible for the management of a large number of Client

36



IPASS Quality Assurance and Procedures

payrolls in various types of industries. This has given him invaluable hands
on experience in this field.

Ciarén is currently pursuing further studying to become an associate member
of the Institute of Taxation in Ireland (AITI). He has successfully completed
the Part 1 examinations and is scheduled to attempt the Part 2 examinations in
May 2007.

Victor Branagan, B.Comm., MBS.

Responsibilities: Quality Assurance Officer; QA Committee

Victor has a Masters degree in Entrepreneurship Management from the
University of Limerick and a Bachelor of Commerce from University College
Dublin. Victor has been working on a consultancy basis on a variety of
projects for IPASS since 2000, helping to build new markets and inform
growth strategies. He is the External Quality Officer for IPASS and co-
ordinates all aspects of the quality assurance programme. He is an associate
member of the Institute of Management Consultants and Advisers and is
currently a part-time lecturer on the Entrepreneurship module on the Business
degree programme at the National College of Ireland.

Brian Byrne

Responsibilities: Academic Council, Technical Writer; Specialist VAT
lecturer

Before joining IPASS Brian was employed by the Revenue Commissioners
and worked as a Tax Auditor for nearly twenty years, specialising in all
aspects of VAT. He was responsible for the education and training of
Revenue’s own staff in the principles and operation of the VAT system in
Ireland. Brian has been involved in writing and lecturing on the Certified
VAT Technican course for IPASS and lectures on all other IPASS VAT
courses. Brian has a Higher National Certificate in Adult Education from
UCD and a certificate in Addiction studies
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Rory O’Dwyer, FCCA.
Responsibilities: External Examiner; Academic Council.

Rory O’'Dwyer is a career accountant and is a partner in the accountancy
practice, O'Dwyer Feehily & Co. He is a Fellow of the Association of
Chartered Certified Accountants (FCCA).

Rory lectured on the Certified Payroll Technician course in the years 2000 —
2003 and on his stepping aside from the position of lecturer in 2003, has acted
since then as the IPASS External Examiner. He is meticulous in his approach
to quality and for that reason, declined to accept the external examiner
position when first approached in the year 2000. However, he agreed to
accept the appointment on condition that he would be granted the opportunity
to become fully conversant with all aspects of payroll issues insofar as those
issues were addressed and incorporated in the IPASS syllabus. On completion
of two years as a lecturer, he then agreed to accept the appointment as
External Examiner and has filled that performed his role in a thoroughly
professional manner since then.

Caroline Kennedy
Responsibilities: Academic Counci(Tutor Rep) Technical Writer

Caroline holds a Diploma in Payroll Management and is an experienced
payroll manager and a senior lecturer within the IPASS organisation offering
support and advice to other lecturers. Having originally trained with Ernst and
Young she has gained payroll experience in both private practice and the
public sector. She is responsible for the compilation of the IPASS book every
year which is the reference guide for payroll professionals and is the tutor
representative on the Academic Council.
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Head Office Staff.

Vivienne Nealon

Responsibilities: QA Committee,
IPASS Finance, IT and Administration Manager

Vivienne has a Diploma in Business Studies and is the office manager and has
worked with IPASS since its establishment in 2000. She supervises the other
office staff and controls the tracking and support systems for the organisation.

She sits on

the Quality Committee and ensures the administrative back up systems.

Clare Kelly
Responsibilities: HQ —Admin. & QA Support; Facilities Officer

Clare has a National Certificate in Business Studies and has worked for
IPASS for three years. She is the IPASS ‘Facilities Officer with
responsibility for the organising of the venues for the classroom based
courses. Clare works closely with the Quality Officer in this regard and is
responsible for the production of feedback reports for the QA Committee
meetings.

Shehnaz Fasil
Responsibilities: HQ —Admin. & QA Support.
Shehnaz is a member of the headquarter staff and is responsible for the

management and collating of feedback information and is involved in other
course administration and quality assurance and support roles.
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Appendix 1
Aims, Objectives and Learning Outcomes for Certified Courses
1.1 Certified Payroll Technician

1.2 Diploma in Payroll Management

1.3 Certified VAT Technician
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Appendix.1.1 Certified Payroll Technician Course

Aim of the course

This is a course for payroll practitioners outlining the relevant legislation governing
the operation of the payroll function and providing students with the capability to
perform the duties of a payroll clerk in compliance with best practise and the Revenue
rules.

Who the course is aimed at

The course is aimed primarily at practising payroll operatives. It is accessible to
others with little or no experience in payroll but the course content and the speed of
delivery assumes a certain competence in payroll administration.

Course duration

The course is held over 50 hours, usually on a one night per week basis, held as two
ten week sections with an exam at the end of each section.

Delivery methods

Participants are issued with a full set of notes and lectures are conducted using these
notes as a basis for class content. The course in on the manual operation of the PAYE
and PRSI systems. Overhead slides and in some cases powerpoint presentations are
used to benefit understanding. Many practical calculations are worked through in the
classes and participants are also expected to self study using the calculations and self
assessment questions provided in preparation for the exams.

Assessment procedures and criteria

Assessment is by way of examinations, held at the end of each term in December and
May. Exam centres are located at various centres around the country. Each exam is
divided into two papers. The first deals primarily with questions on the relevant
legislation and consists of 40 short questions to be answered in one hour. The second
paper examines participants’ practical understanding of the calculations involved and
consists of 7 questions all of which must be answered.

Participants must gain a total of 60% in each paper to successfully pass the
examination and both examinations must be passed to gain the qualification.
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The learning outcomes : by the end of this course successful participants will be
able to

1) Understand the important elements of the relevant legislation as it applies to
the payroll function

2) Answer a wide range of questions on how the laws work in practice

3) Explain the operation of the PAYE and PRSI systems in Ireland

4) Properly complete a comprehensive range of forms required by the Revenue
Commissioners from employers

5) Comprehend the Tax Credit system for approved deductions from employees’
wages at source

6) Calculate the correct amount of deductions and net pay involved in operating
a payroll function

Course Content : The course will cover
Stage 1

A detailed understanding of up current legislation, including the Terms of
Employment Act, Payment of Wages Act, Organisation of Working Time Act,
Protection of Young Persons Act. Outline of the Revenue Administration in Ireland.
Full explanation of the approved deductions from and employee’s pay. The week-1
basis. Employment cessations. Holiday entitlements, sick leave etc.

Stage 2

A detailed understanding of up to date legislation including the Minimum Wages Act,
Non-Holiday Leave, Jury Service; the taxation of Social Welfare benefits; the correct
treatment of Company Directors; How to correctly administer pay for foreign
nationals working in Ireland. Benefits in Kind, Motor Expenses, Staff Incentive
Schemes, Termination payments, Revenue Audits etc.
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Appendix.1.2 Diploma in Payroll Management

Aim of the course

This is a course for experienced payroll practitioners and it aims to develop their
skills at interpreting payroll regulations in order to improve their abilities and skills at

a managerial level within the profession.

Who the course is aimed at

The course is aimed experienced payroll practitioners and preferably, though not
exclusively, those who have already completed the Certified Payroll Technician
qualification and/or have experience in managing others within a payroll department.
Course duration

The course has no fixed term though it is possible to complete the course over an
academic year. Intake of students is at September, January and April each year.
Delivery methods

The course is delivered using a combination of distance learning and class based
tutorials and is divided into four modules. Participants are issued with a full set of
notes and are asked to read these notes and provide essay type answers to practical
problems. Lectures are conducted using these notes as a basis for class discussion and
clarification. Overhead slides and in some cases powerpoint presentations are used to
benefit understanding.

Assessment procedures and criteria

Each module has exercises that must be completed by the participant. Students are
asked to complete a short ‘thesis’ style project on a work based issue to demonstrate

their skills at interpreting external factors on a payroll environment.

Course participants must gain a minimum of 50% to succeed in each assignment and
all four assignments must be passed to be awarded the qualification.

Learning outcomes
By the end of this course successful participants will be able to

1) Fully understand the relevant employment legislation and how it should be
interpreted within the payroll function
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2) Outline proper management skills and procedures as used in a working
environment

3) Recognize the development and management issues of installing and
operating a computerised payroll system

4) Have a thorough understanding of the details of the current operations of
PAYE and PRSI systems in Ireland.

Course Content : The course will cover
Module 1: Legal Issues in the Payroll Environment.
Syllabus content includes: The Labour Court and Labour Relations Committee;
Industrial Relations Act 1990; Unfair Dismissals Acts 1988 to 2001; Equal Status
Act 2000; Codes of Practice on issues such as Sexual Harassment, Grievance
Procedures and Bullying in the Workplace.
Module 2: Management Skills and Processes for the Payroll Manager.
Syllabus content includes: Recruitment and Selection; Training and Development;
Supervision and Support; Behaviour and Motivation; Planning and Evaluation;
Workplace Communications; Teams and Team-building.
Module 3: Payroll Management in an IT Environment.
Syllabus content includes: IT configurations, networks and the internet. Input,
output and storage devices; Systems implementation; Data Security; Data
Protection Act and its impact on payroll; Acquiring payroll software.
Module 4: Advanced Income Tax and Social Welfare Practice.
Syllabus content includes: Residence and Domicile; Irish Employees working
abroad; Double Taxation Agreements; Payments to non-resident Directors and

Employees; statutory Protection; lllegal Contracts; Taxpayer's Charter of Rights;
Revenue and Social Welfare Appeals procedures.
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Appendix.1.3 Certified Value Added Tax Technician Course

Aim of the course

This is a course for office practitioners outlining the relevant legislation governing the
operation of Value Added Tax and providing students with the capability to perform
clerical duties in compliance with best practise and the Revenue rules.

Who the course is aimed at

The course is aimed primarily at individuals working in an office environment whose
functions include the completion of returns in relation to Value Added Tax. It is
accessible to others with little or no experience in this work but the course content
and the speed of delivery assumes a certain competence in VAT administration.

Course duration

The course is held over 50 hours, usually on a one night per week basis, held as two
ten week sections with an exam at the end of each section.

Delivery methods

Participants are issued with a full set of notes and lectures are conducted using these
notes as a basis for class content. The course in on the manual operation of the VAT
system. Overhead slides and in some cases powerpoint presentations are used to
benefit understanding. Many practical calculations are worked through in the classes
and participants are also expected to self study using the calculations and self
assessment questions provided in preparation for the exams.

Assessment procedures and criteria

Assessment is by way of examinations, held at the end of each term in December and
May. Exam centres are located at various centres around the country. The exam paper
examines participants’ practical understanding of the calculations involved VAT
compliance. The paper consists of 7 questions 6 of which must be answered.

Participants must gain a total of 60% in each paper to successfully pass the
examination and both examinations must be passed to gain the qualification.

Learning outcomes
By the end of this course successful participants will be able to

1 Understand the important elements of the relevant legislation as it applies to
the operation of the Value Added Tax
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2 Answer a wide range of questions on how the VAT regulations work in

practise

Demonstrate an understanding of how Value Added Taxation operates.

Properly complete a comprehensive range of forms required by the Revenue

Commissioners from operators of the VAT

5 Calculate the correct amount of payments involved in a wide number of
situations in respect of VAT.

W

The course is held over two stages with an exam at the end of each stage. The content
of each stage will include:

Stage 1

VAT regulations and outline of the relevant legislation; Completion of relevant forms
including the calendar of important dates; Definitions of important terms and the
understanding of the interpretation of those terms; The difference between VAT on
goods and VAT on services and the treatment of the VAT payments for these; Rules
governing the determination of the place of supply of goods;

Stage 2
The correct procedures dealing with export and import of goods; Intra Community

supplies and acquisitions; Section 13A relief, VAT on services from abroad; Fourth
schedule services; VAT in construction services; Repayments to unregistered persons.
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Appendix 2

OrganisatiorChart
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Appendix 3

IPASS structure and allocation of responsibilities

Name IPASS QA Academic Technical QA HQ/QA External Facilities
Board Committee Council Writers Officer Admin Examiner Officers

Eamonn Corcoran 9 9 9 9

David Ahern 9 9 9

Helena Holdwright o] 9 9 9

Rory O'Dwyer 9 9

Caroline Kennedy 9 9

Vivienne Nealon 9 9 9

Clare Kelly 9 9

Shehnaz Fasil 9

Victor Branagan 9 9

Ciaran Doherty 9 9

Brian Byrne 9 9
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Appendix 4

Exam marks and award thresholds:

Certified Payroll Technician

Examination Examination | Paper Title Pass Merit Distinction
Paper
Stage 1 Paper 1 Employment Law -1 60% 75% 85%
Paper 2 PAYE and PRSI -1 60% 75% 85%
Stage 2 Paper 1 Employment Law -2 60% 75% 85%
Paper 2 PAYE and PRSI -2 60% 75% 85%
Diploma in Payroll Management
Title Examined Pass Merit Distinction
Module 1 | Management Processes and Skilléssignment | 50% | 65% 75%
for the Payroll Manager
Module 2 | Employment Law issues in the | Assignment | 50% | 65% 75%
Payroll Environment
Module 3 | Payroll Management in an IT Assignment | 50% | 65% 75%
Environment
Module 4 | Advanced Income Tax and SocialAssignment | 50% | 65% 75%
Welfare Practice
Certified VAT Technician
Examination Examination Paper Title Pass Merit Distinction
Paper
Stage 1 Part 1 CVT - Paper 1 50% 65% 75%
Stage 2 Part 2 CVT - Paper 2 50% 65% 75%
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Appendix 5

Student Enrolments from commencement to present date:

Year Certified Payroll Diploma in Certified VAT
Technician Payroll Technician
Management
Student| No. of Student No. of
No’s Course | Student No's No’s Course
Venue Venues
2000/01 150 7 16
2001/02 165 16 14
2002/03 259 16 30
2003/04 307 18 48
2004/05 499 20 51
Certified VAT Technician
2005/06 756 32 82 course introduced Sept. 2006
2006/07 803 33 103 171 7
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Appendix 6

Statement of Terms of Employment for IPASS part-time lecturers - Sample

T,
* *
I PASS Statement of Terms of Employment
This statement applies to: Lecturer's Name

(a) Name of Employer: Irish Payroll Association Ltd t/a IPASS

(b) Address of Employer: IPASS House,
H4 Centrepoint Business Park,
Oak Road,
Dublin 12.

(c) Place of Work:

(d) Job Title or Nature of Work:
Lecturer and other ancillary duties associated with delivering lectures.

(e) Fixed Term Contract of Employment:

One period of 10 nights, 1 night per week, between September and November 2007
and one period of 10 nights, 1 night per week, between February and May 2008,
specific dates to be advised later. The first 5 nights of your contract will be regarded
as a period of probation.

This contract is offered subject to the proviso that a class will be run in the specified
location.

(g) Rate of Remuneration:

€64.82 per working hour less deductions for income tax, PRSI and other levies
required by law, subject to the successful completion of the two 10 week periods.

(h) Pay Intervals:

Payment will be made on conclusion of lectures in each 10 week period, based on
actual hours worked.

10% of the salary will not be payable unless and until both 10 week periods have
been successfully completédpplicable to new lecturers only in first 2 years)

(i) Hours of Work:
2.5 hours per night, one night per week in each 10 week period.

(j) Paid Leave:
8% of actual hours worked.
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(K)(i) Incapacity for Work/Sickness/Sick Pay:

There is no sick pay scheme in operation. Any lecturer who is unable to lecture due to iliness is required to notify IPASS as soon
as possible, in order to allow sufficient time for students to be notified.

(k)(ii) Pension and Pension Schemes:
There is no company pension scheme available to IPASS lecturers. IPASS have designated Bank of Ireland as its authorised
PRSA provider. Lecturers may contribute to the IPASS PRSA scheme, if they wish.
() Period of Notice to be given before Terminating Employment:
(a) by employer to employee
Where IPASS dismisses a lecturer, the minimum notice required by the
Minimum Notice and Terms of Employment Acts 1973- 2001 will be
provided.
(b) by employee to employer:
As this is a fixed term contract, employees are expected to fulfil the terms of
the contract.

(m) Grievance and Disciplinary Procedures

If you have a grievance relating to your employment you should first raise the matter
with IPASS who will endeavour to deal with the grievance and inform you of the
action taken or intended to be taken within 5 working days. If you disagree with the
decision you may appeal to Mr Victor Branagan of IPASS who will hear your
grievance and will investigate the matter. You will be informed of his decision within
10 working days. A copy of his decision will be recorded on your personnel file. At
any grievance hearing, you may be accompanied by an individual of your choice.

The disciplinary procedures set out hereunder provide for warnings to be given for
failure to meet the employer's standard of work performance, conduct (whether
during working hours or not) and attendance, or breach of any of the Terms and
Conditions of Employment.

Your employer has the right to terminate your employment as follows:

(1) by giving you notice of termination in writing in accordance with paragraph
() above if, in its sole discretion, it decides that you lack the capability to
deliver the course material to students in a clear and concise manner. Lack of
capability includes:

(@) poor performance at work, or
(b)  failure to turn up for class without giving adequate notice to IPASS.

(i) by giving you notice of termination in writing in accordance with paragraph
() above for committing misconduct.

(i) by summary dismissal (i.e. without notice or payment in lieu of notice) in case
of gross misconduct.
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The foregoing reasons for dismissal are non-exhaustive. Examples of gross
misconduct justifying summary dismissal include:

(&) damage to or theft of IPASS property or any property in the venue where
classes are held,

(b) drunkenness or intoxication with drugs while performing your duties of
employment,

(c) breach of confidentiality concerning IPASS confidential information,

(d) failure to attend for work without reasonable cause,

(e) conduct likely to bring IPASS into disrepute.

Where IPASS believes the disciplinary procedure should be invoked, you will be
written to and advised of the complaint against you and given at least 48 hours notice
of any disciplinary meeting at which, you may be accompanied by another individual
of your choice. At the meeting the complaint will be put to you and you will have the
opportunity to state your case.

You have the right to appeal a decision to dismiss you from employment by
submitting written notification of such an appeal, to be received no later than 7 days
after the date of issue of the written notification of the decision. The appeal will be
heard and a written decision issued within 7 days.

(n) Other Employments:

You may not without prior written consent of IPASS engage, whether directly or
indirectly, and whether inside or outside your normal working hours of work, in any
business or employment which, in the opinion of IPASS is similar, or in any way
connected to, or competitive with, the business of IPASS.

(o) Other Requirements

You will be provided with an attendance sheet for your class. Each student must sign
the attendance sheet at each class and the completed attendance sheet must be faxed
to the IPASS office by you on the morning following the class.

All lecturers are required to dress and have the appearance of professionals in
carrying out their duties of employment.

(p) Confidentiality/Copyright

You shall not at any time during your employment or at any time after your
employment has terminated disclose to any person whatsoever, or otherwise exploit
or make use of (and shall use the best endeavours to prevent such publication or
disclosure) any confidential information or IPASS copyright material unless
specifically authorised in writing by IPASS.

All course manuals, sample exam papers, notes, memoranda, documents and
confidential information concerning the business of IPASS or any of its clients,

suppliers, students or customers which are acquired, received or made by you in the
course of your employment are the property of IPASS and shall be surrendered by
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you to IPASS at the termination of your employment, or at the request of IPASS
during the course of your employment.

You must not at any time make any copy of or record, summarise or précis any
document or any part of a document belonging to IPASS, or record the same in any
electronic media except as may be specifically and necessarily required for the
purposes of your employment under this agreement.

You must return to IPASS upon request and in any event upon termination of your
employment all books, documents, papers (including copies) and any other property
which belongs to IPASS which contains or refers to any confidential information and
which is in your possession or control or which were given to you by IPASS to enable
you to perform your work for it. Where confidential information is in your possession
or control in electronic form you shall return to IPASS any magnetic media
containing such information and delete it from your storage devise (such as the hard
drive of a personal computer) possessed or controlled by you.

(q) Restrictions
You covenant with IPASS that you will not (without prior written consent of IPASS),

in connection with the carrying on of any business engaged in the provision of
products or services relating to professional education, in competition to those sold by
IPASS during the twelve months preceding the termination of your employment,
either alone or jointly with another or others and whether for your own benefit or that

of any other person, firm, organisation or company directly or indirectly:

(a) for the period of twelve months immediately following the termination of
your employment canvass, solicit or endeavour to entice away (or assist in
such activities) or do business with any person, firm or company who has
at any time during the period of twelve months immediately preceding the
termination of your employment, been a client or prospective client of
IPASS, with whom you had dealings, nor attempt to discourage any such
person, firm or company from dealing with IPASS, or

(b) for the period of twelve months immediately following the termination of
your employment solicit, endeavour to entice away or offer employment
to (or assist in such activities) any person who during the twelve months
before such termination was employed or engaged by IPASS, or do any
act whereby such person may be encouraged to terminate his/her
employment, appointment or contract with IPASS, whether or not such
person would by reason of terminating his/her service with IPASS commit
a breach of his/her contract with IPASS.
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(c) at any time after the termination of your employment, for any reason,
represent yourself as, or lead anyone to believe that you are an employee
of or in any way connected with the affairs of IPASS.

In the event of IPASS being dissatisfied with the level of your performance or
conduct, IPASS reserves the right to suspend you without pay for a maximum period
of 4 weeks, to allow the matter to be investigated in accordance with the grievance
and disciplinary procedures outlined above. If the disciplinary procedures have not
been completed within 4 weeks, due to any act or failure to act on your part, the
period of suspension without pay may be extended until such procedures have been
concluded.

| have read and accepted all the foregoing terms and accept that these terms are
reasonable.

Employer Signature: Date:
Eamonn Corcoran
IPASS

Employee Signature Date:
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