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3. ICD Business School’s Quality Assurance System and Governance 

 

Legal and Regulatory Context:  

A summary of the legislation and regulatory guidelines, which apply to ICD, and which ICD uses 

(refers to and follows) to ensure we are legally and regulatorily compliant, is as follows (this is not an 

exhaustive list): 

• The Qualifications and Quality Assurance (Education and Training Act) 2012 

•  QQI’s Core QA Guidelines and ‘Statutory QA Guidelines for Independent/Private Providers’   

• The Code of Practice for Provision of Programmes of Education & Training to International Learners  

• The EU General Data Protection Regulation (GDPR) 2018 

• Department of Justice & Equality/INIS Laws and regulations concerning non-EEA student visas The Companies 

Act (2014) 

• Statutory Quality Assurance Guidelines (QQI 2016a),  

• Policy on Quality Assurance Guidelines (QQI 2016c),  

• Statutory Quality Assurance Guidelines developed by QQI for Independent/Private Providers coming to QQI 

on a Voluntary Basis (QQI 2016b) 

• QQI’s Code of Practice for Provision of Programmes of Education and Training to International Learners (QQI 

2015a),  

• Protection of Enrolled Learners: Protocols for the Implementation of Part 6 of the 2012 Act (QQI 2013a),  

• QQI Policy Restatement: Policy and Criteria for Access, Transfer and Progression in Relation to Learners for 

Providers of Further and Higher Education and Training (QQI 2015b),  

• the NQAI’s Principles and Operational Guidelines for the Recognition of Prior Learning in Further and Higher 

Education and Training (NQAI 2005),  

• CEDEFOP’s European Guidelines for Validating Non-formal and Informal Learning (CEDEFOP 2009).  

• QQI’s Notice to Voluntary Providers of Education and Training Programmes Leading to QQI Awards regarding 

the General Data Protection Regulation (GDPR) and the use of the Personal Public Service Number (PPSN) 

(QQI 2018). 

• Finance Act 2018 

• QQI’s ‘Effective Practice Guidelines for External Examining’ (2015) 

• Terms of Employment (Information) Acts 1994-2014 

• Employment (Miscellaneous Provisions) Act 2018 

• National Minimum Wage Act 2000 

• Payment of Wages Act 1991 

• Minimum Notice and Terms of Employment Acts 1973-2005 

• Industrial Relations (Amendment) Act 2015 

• Organisation of Working Time Act 1997 

• Organisation of Working Time (Records) (Prescribed Form and Exemptions) Regulations 2001 

• Maternity Protection (Amendment) Act 2004 

• Maternity Protection Act 1994 

• Paternity Leave and Benefit Act 2016 

• Adoptive Leave Act 2005 

• Adoptive Leave Act 1995 
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• Parental Leave Acts 1998-2019 

• Carer’s Leave Act 2001 

• Safety, Health and Welfare at Work Act 2005 (as amended) 

• Employment Equality Acts 1998-2015 

• Equality (Miscellaneous Provisions) Act 2015 

• Employment Equality Act 1998 

• Protection of Employees (Part-time Work) Act 2001 

• Protection of Employees (Fixed Term Work) Act 2003 

• Protection of Employment (Temporary Agency Work) Act 2012 

• The Code of Practice for Determining Employment or Self-Employment Status of Individuals 2018 

• Protected Disclosures Act 2014 

• European Communities (Protection of Employees on Transfer of Undertakings) Regulations 2003 

• Employees (Provision of Information and Consultation) Act 2006 

• The Redundancy Payments Acts 1967-2014 

• Protection of Employment (Exceptional Collective Redundancies and Related Matters) Act 2007 

• Unfair Dismissals Acts 1977-2015 

• Employment Permits Acts 2003-2014 

• Employment Permits (Amendment) Regulations 2018 

• Workplace Relations Act 2015 

• Further Education and Training Act 2013 

• Education (Amendment) Act 2012 

• Student Support Act 2011 

• Education (Miscellaneous Provisions) Act 2007 

• Education for Persons with Special Educational Needs Act 2004 

• Education (Welfare) Act 2000 

• Qualifications (Education and Training) Act 

• Education Act 1998 

• National Council for Educational Awards Act 1979 

• Higher Education Authority Act 1971 

• AHEAD and Higher Education Authority, ‘Charter for Inclusive Teaching and Learning’ (2013) 

• The Equal Status Act 2004 

• Disability Act 2005 

• Social Welfare Consolidation Act 2005 

• European Committee on Culture, Science and Education (2003) Council of Europe Contribution to the Higher 

Education Area Report. European Parliamentary Assembly, Doc. 9880, 16 July.  

• QQI (2013b) Assessment and Standards, Revised 2013. Quality and Qualifications Ireland, Dublin.  

• QQI (2016a) Core Statutory Quality Assurance Guidelines. Quality and Qualifications Ireland, Dublin.  

• QQI (2016b) Sector-specific Quality Assurance Guidelines for Independent/Private Providers. Quality and 

Qualifications Ireland, Dublin.  

• QQI (2019a) Re-engagement with QQI: Process Guide for Independent and Private Providers. Quality and 

Qualifications Ireland, Dublin.  
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3.1 Our principles of Governance 

In accordance with our mission, ICD Business School is committed to upholding the following six 

principles in all aspects of our academic and corporate governance.  

 

3.1.1 Student-centred 

Academic and corporate decision-making will always reflect the interests of learners and the 

maintenance of academic standards.  The college will promote and develop a student-centred 

learning environment - and teaching and learning culture - and will involve learners as partners in in 

its educational provision and governance. Academic council and Governing Body will also be 

committed to the continuous enhancement of the college’s academic and pastoral supports, and of 

the learning opportunities offered to its students.   

 

3.1.2 Academic independence  

As a small, independent provider, ICD Business School has a particular obligation to guarantee the 

separation of academic and corporate decision-making. As such, its governance must be designed 

and implemented to ensure that Academic Council and its subcommittees have the responsibility 

and authority to control the academic affairs of the college and discharge their other duties free of 

undue commercial considerations and corporate influence. These principles of separation and 

independence shall extend beyond the tripartite relationship between the college management 

team, governing body, and academic council to encompass all matters relating to the protection of 

the integrity of academic processes and standards. Trust and respect for the professional judgement 

of academic staff members, external examiners, and the external academic council member will be 

at the heart of the college’s governance.  

 

3.1.3 Accountability & transparency  

The core principles of transparency and accountability will guide all of ICD’s engagements with 

internal and external stakeholders. We will engage in transparent decision-making, communication, 

and the timely disclosure of clear, factual information which accurately reflects the position and 

practice of the college. Governing body and academic council will ensure that the college meets all 

of its legal and regulatory reporting and quality assurance obligations and that all forms of external 

review are approached with due diligence and care, and in a spirit of openness and good faith. The 
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college will also ensure that key information – about both its educational provision, and its quality 

assurance procedures and evaluations – will be made publicly available to internal stakeholders 

(including learners) and external stakeholders, and this information will be accurate, objective, easily 

accessible and up to date.  

 

3.1.4 A culture of Self-Monitoring & Improvement 

In addition to its quality assurance obligations, ICD Business School will promote a culture of 

continuous and rigorous self-monitoring and evaluation oriented towards the enhancement of its 

policies and processes, learning environment, teaching and learning strategies, programme 

performance, and institutional management standards. This will entail the periodic, critical review 

and analysis of the effectiveness of the college’s educational provision and its quality assurance 

system and the development of indicators and measures of quality to guide future self-evaluations. 

In order to provide a firm basis for sustained change and self-improvement, governing body and 

academic council will act meaningfully in response to the college’s self-monitoring and evaluation 

findings and will be accountable through clear, transparent, and documented decision-making and 

follow-up. Commitment to quality enhancement and improvement are in practice central to ICD’s 

corporate and academic governance.  

 

3.1.5 An inclusive quality culture  

In addition to designating, documenting and communicating the roles and positions explicitly 

responsible for QA, ICD will promote quality - for all of its staff and learners – as a way of life. Quality 

assurance and enhancement will be integrated into all of the normal activities of the college and 

academic governance and decision-making will be undertaken in a manner that is inclusive, 

participatory, and representative.  

 

3.1.6 Internal Control & Risk Management  

ICD’s governing body will be responsible for ensuring that the college is prudently financially 

managed, and that there are effective procedures in place for the identification, management, and 

mitigation of risk. The college will regularly evaluate its financial position to ensure that it has a 

sustainable resource base for continued provision and will have established arrangements in place 

for the protection of all enrolled learners. The Governing Body will make certain that periodic 

reviews are undertaken to assess the business case both for the sustainability of current provision 
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and for any new programme development or related initiatives, and will consult with and report to 

Academic Council on these matters as a matter of principle.   
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3.2 ICD Business School’s Governance Structure  

 



 

3.3 Reporting and Documentation  

3.3.1 Governance Requirements for Documentation 

Documentation requirements across all activities (day to day programme delivery through to 

strategic monitoring, analysis, and reporting) and key quality assurance infrastructure (e.g. internal 

verification (second marking)) and processes (e.g. staff proposals for amendments to modules and 

programmes) are paramount. Management, staff and students must be informed about all QA policy 

reporting and documentation mechanisms and must follow documentation procedures to ensure 

the entire learning community contributes to high quality governance and high-quality documenting 

of all QA processes. A summary of annual reports produced internally is provided in section 3.3.2. 

 

3.3.2 Annual Reports 

Academic Council 

Receives annual reports from 

Examination Board Programme 

Boards  

Programme 

development 

subcommittee 

Student 

representative 

committee 

The college librarian  

Reports to 

Governing body Annual report is made available to all staff 

Responds to 

Programme development 

subcommittee 

Programme Boards The college librarian Student representative 

committee 

Table 3.3.2a: Academic Council Reporting 
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Governing Body 

Receives annual reports from 

Academic Council College Management Team Student representative 

committee 

Reports to 

Annual report is made available to all staff 

Responds to 

Academic Council Student representative committee 

Table 3.3.2b: Governing Body Reporting  
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3.4 Academic Council 

3.4.1 Overview 

Effective September 1st, 2019, Academic Council will become one of ICD Business School’s two main 

standing committees and its central academic deliberative and decision-making body. The council, 

composed of elected, appointed and ex-officio members, has delegated authority for the planning, 

co-ordination, development and oversight of all academic matters at the college. The council has 

overall responsibility for assuring the quality of academic programmes delivered by ICD Business 

School. 

 

In keeping with Quality and Qualifications Ireland’s (QQI) Core Statutory Quality Assurance 

Guidelines (April 2016/QG1-V2), academic council has been developed and implemented to protect 

the integrity of academic processes and standards, guarantee its independence from undue 

‘commercial considerations’, and to ensure that ‘overall corporate decision-makers (…) do not 

exercise exclusive authority or undue influence over academic decision-making’. The council is 

responsible for academic quality assurance, for the purpose both of enhancement and accountability 

and is the key apparatus by which the college considers and determines ‘appropriate responses’ to 

‘the findings of internal and external evaluation and self-monitoring processes’, where they pertain 

to the college’s educational provision and related services.  The constitution, functions, and 

composition of academic council at ICD Business School are partly informed by the Universities Act, 

1997 (Part V).  

 

3.4.2 Relationship with governing body and college management team 

Academic council and its subcommittees function independently of the college’s governing body and 

college management team, having delegated authority for the governance of all academic matters. 

To further preserve its autonomy, the council also has as an external council member who – as part 

of their responsibilities – must safeguard the authority and independence of academic council Vis a 

Vis the college’s college management team and governing body.  

 

The council is responsible for reporting and making recommendations, as appropriate, to governing 

body. Its work is reported to governing body principally via its minutes and an annual report 

prepared after its last (third) annual meeting.  Though it is the responsibility of academic council to 
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review proposals for the establishment of new programme and related services, all matters relating 

to resource allocation, the authorisation of expenditure, procurement, and human resources are 

subject to the approval of governing body and the college’s director.  Any changes to the academic 

regulations of the college are also subject to the approval of governing body. Academic council may 

also seek approval from governing body for the formation of new sub-committees as it thinks proper 

to assist it in the performance of its functions.  

 

3.4.3 Functions 

Academic council shall control the academic affairs and governance of the ICD Business School. Its 

functions include: 

1. The planning, co-ordination, development and overseeing of the college’s educational work  

2. The protection, maintenance, and enhancement of the academic standards of the programmes 

and activities of the college  

3. Assuring the quality of awards for which the college has been granted validation and maintaining 

standards in accordance with core QQI policies and the National Framework of Qualifications 

(NFQ) 

4. Actively engage learner voice by providing a forum where student representatives can express 

their views on academic matters and provide feedback on matters relating to their 

programmes   

5. To propose, approve, and develop programmes of study and make recommendations to 

governing body for their effective implementation.  

6. Evaluating and approving any substantive changes to existing modules (i.e. weighting, 

assessment strategy) and the creation of new modules  

7. To delegate responsibility for new and existing programme development work to the 

programme development subcommittee  

8. Appoint external examiners, subject to the approval of governing body 

9. The periodic monitoring and evaluation of the college’s educational programmes and their 

effectiveness, including the analysis of learner enrolment data, attrition, progression and 

completion rates, internal and external stakeholder feedback, and overall learner 

achievement.  

10. To propose meaningful interventions and plans of action to drive improvement in the college’s 

academic provision and in any other areas that fall under its remit (subject to the 
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authorisation of governing body where such actions would incur additional resource use for 

the college) 

11. Identify risks pertaining to academic affairs including learner achievement, retention, support, 

and welfare and communicate these to governing body, making recommendations for their 

management and mitigation where appropriate  

12. To coordinate and monitor the effectiveness of learner supports, including English-language 

supports, pastoral care, and library and LMS resources.  

13. To evaluate and approve - where appropriate – amendments to modules and programmes of 

learning proposed by academic staff (via their respective programme director) 

14. Overseeing the cyclical review of the college’s academic programmes and recommending 

appropriate modifications and improvements to their structure and content 

15. To make recommendations regarding the selection, admission, retention and exclusion of 

learners generally  

16. To monitor, evaluate, and propose changes to the college’s academic regulations including the 

conduct of examinations and assessment, academic integrity and procedures for appeal, and 

the moderation and verification of results 

17. To receive and endorse the reports of its subcommittees- including programme boards – and, 

where necessary, to guide and direct their work, and seek clarification on their decisions 

18. To evaluate and propose enhancements to the college’s teaching, learning and assessment 

strategies and to identify, define, and promote pedagogical best practice.  

19. To evaluate and support the college’s use of educational technologies for the enhancement, 

support, assessment, and delivery of learning.  

20. To assess the adequacy of, and make recommendations to governing body regarding, the 

college’s resources (including analysis of staffing, technological, and physical resources) for 

educational provision and academic staff development    

21. To facilitate the meaningful engagement of elected student representatives on academic council 

and to evaluate and respond to learner feedback questionnaires  

22. Subject to the approval of governing body, to establish such and so many sub-committees as it 

thinks proper to assist in the performance of its functions.  

23. The council shall undertake annual evaluation of its own performance and that of its constituent 

subcommittees. The council chair will be responsible for acting on the results of this 

performance evaluation and making relevant recommendations to governing body. 

24. Receiving, considering, and deciding upon all proposals regarding improving or altering 

information shared publicly about programmes, ICD’s quality assurance procedures and 
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infrastructure, and related activities to ensure information published is clear, accurate, 

objective, and up to date to ensure compliance with the Qualifications and Quality 

Assurance (Education and Training) Act (2012, Revised 2014) and to ensure a culture of 

transparently informing all enrolled learners and prospective learners 

25. Reporting to Governing Body on all decisions regarding improving or altering information shared 

publicly about programmes, ICD’s quality assurance procedures and infrastructure, and 

related activities to ensure information published is clear, accurate, objective, and up to 

date to ensure compliance with the Qualifications and Quality Assurance (Education and 

Training) Act (2012, Revised 2014) and to ensure a culture of transparently informing all 

enrolled learners and prospective learners 
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3.4.4 Composition & Membership 

 

Figure 3.4.4:  Academic council composition: membership & subcommittees 

 

Ex Officio Membership 

Academic council is constituted by ex officio members who sit on council by nature of their function 

within the college. Specifically, this includes: 

1. The Council Chair/ Director of Academic Affairs – currently Professor Darach Turley 

2. The Council Secretary – currently Ms. Fei Feng 

3. The Registrar – currently Ms. Joyce Zhao 

4. The Head of Academic Development   - currently Dr. Jason Healy 

5. The Head of Quality Assurance - currently Dr. Derek Dodd 

6. Programme Director, BA (Hons) In Business Studies – currently Ms. Ellen Byrne 
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7. Programme Director, BA (Hons) In Accounting & Finance – currently Mr Michael Donnelly 

8. Programme Director, MA in Accounting & Finance – currently Mr Michael Donnelly 

9. The College Librarian – currently Mrs. Grainne Fitzpatrick  

 

Elected and Appointed Membership 

The council also has the following external and elected members*: 

1. The External Council Member – currently being recruited 

2. The Student Representative, BA (Hons) In Business Studies - currently being recruited 

3. The Student Representative, BA (Hons) In Accounting & Finance - currently being recruited 

4. The Student Representative, MA in Accounting & Finance - currently being recruited 

 

* election of student representatives will normally be held every two years. Students representatives 

may also request to extend their tenure for an additional (third) year, subject to approval by council.  

 

The External Council member will be given the opportunity to attend a minimum one AC meeting 

per year, by invitation from the Academic Council Chair or Secretary, in advance. They may be 

invited by the AC to attend more than one meeting per year on an ad-hoc basis, as appropriate.  

 

Student reps will be given the opportunity to attend a minimum one AC meeting per year, by 

invitation from the Academic Council Chair or Secretary, in advance. They may be invited by the AC 

to attend more than one meeting per year on an ad-hoc basis, as appropriate. However, student 

reps will be unlikely to be present at all AC meetings due to the confidential nature of these 

meetings in some cases. 
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3.4.5 Meetings & Agenda 

 

Schedule 

A schedule of meetings shall be agreed before the commencement of each academic year. This 

schedule is the responsibility of the council chair and secretary and will be circulated to members 

both via email, and via the college’s online ‘document store’ (on the Moodle learning management 

system).  

 

Frequency 

Not less than three ordinary meetings shall be held in each academic year: 

1. Prior to the commencement of the ‘Autumn/Winter’ semester  

2. At the beginning of new calendar year, prior to the commencement of the ‘Spring/Summer’ 

semester  

3. After the conclusion of the college’s end-of-year exam board (during the summer ordinarily) 

 

 

Agenda & council proceedings  

The agenda shall be circulated a minimum of five working days prior to each respective meeting. All 

supplemental documentation relevant to the meeting will be available a minimum of three working 

days prior. Matters tabled under AOB shall be for discussion and noting only. The first agendum for 

each meeting shall always be ‘approval of the agenda’.  

1. The council chair, college registrar, and council secretary will be responsible for the preparation 

and circulation of its agenda.  

2. Minutes will be taken by the secretary, who is also responsible for their storage and 

dissemination to all members and staff.  

3. The chair shall be responsible for managing the council’s business and acting as its facilitator and 

guide.  

4. Any staff member may propose an item or motion for inclusion in the agenda using the ‘agenda 

item submission form’, subject to the approval of the chair (see below). 
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5. A document may be tabled at a meeting of council provided it relates to one of the approved 

agenda items and provided that a majority (more than half) of members agree to it being 

tabled 

6. Speakers will always address the chair and all members will remain silent when another member 

is speaking  

 

 

3.4.6 Reporting 

Academic council shall prepare an annual report containing a summary of all its activities and 

meetings, to be noted by governing body. This shall be made available to all staff via the college 

document store (Moodle).  A record of all minutes will also be kept on the college’s document store 

for all staff to access.  

Academic council’s annual report will document the following: 

1. Membership of council, including any changes  

2. A record of ordinary and extraordinary meetings both for council and for its subcommittees 

3. A summary of business transacted by council and its subcommittees  

4. Reports on programme validations or reviews, if applicable  

5. A record of any evaluations/approvals of new modules or changes to existing modules 

(undertaken by the programme review subcommittee) 

6. Noting of the annual reports of all subcommittees (including the college librarian and external 

examiner) and a summary of any significant issues identified by subcommittees, subsequent 

discussions at council, and any motions or action plans initiated as a result 

7. Any other signification proposals, motions, or resolutions arising from the meetings of council 

and its subcommittees 

8. A record of newly appointed academic staff or external examiners, if applicable 

9. An analysis of all resources required and used in the delivery of education at ICD (to include 

analysis of staffing, physical, and technological resources) 

 

The council will also receive and note annual reports from each of its subcommittees, the college 

examination board, programmes boards, college librarian, and Student representative committee. 

An official response to each report will be conveyed via the respective committees’ secretary.  
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3.4.7 Quoracy 

A quorum of the Academic Council shall comprise a minimum of 40% of the members, including the 

chair and secretary. The external council member must attend at least one Academic Council 

meeting in each academic year. Where the council chair is unable to attend, meetings shall be 

chaired by the Head of academic development. In their absence, responsibility will fall to the head of 

quality assurance.  

 

3.4.8 The Council Chair 

The chair shall be responsible for: 

1. Establishing meeting agendas in collaboration with the council secretary 

2. Providing leadership and setting the tone and standard for council conduct 

3. Managing the council’s business and acting as its facilitator and guide 

4. Ensuring that the council’s business is undertaken in accordance with the council’s terms of 

reference and the college’s governing principles 

5. Making sure that each meeting is planned effectively and that its agenda is dealt with fully and in 

an orderly, efficient manner 

6. Encouraging a culture of openness, engaging all council members’, and ensuring that their views 

are heard and discussed  

7. Ensuring that the Student representative committee and its members are meaningfully included 

in the work and decision-making of academic council  

8. Making sure that all voting follows procedure and that clear decisions are taken and 

documented 

9. Delegating work that may be more effectively undertaken by the council’s subcommittees 

10. Ensuring that agreed actions are communicated to relevant stakeholders and effectively 

followed up in line with council decisions 

11. Using their casting vote, where appropriate, to break deadlocks  

12. Inducting new council members and succession planning  

13. Overseeing periodic self-evaluation and performance appraisal of academic council  

14. Alongside the secretary, preparing the council’s annual report and conveying important 

matters/emerging issues to the college management team and governing body  

15. Working with the external council member to preserve the independence of academic council  
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3.4.9 The Council Secretary 

The secretary is responsible for: 

1. taking, storing and disseminating accurate minutes for each council meeting 

2. assisting the chair in developing the agenda for each meeting 

3. ensuring that the notice of meeting is given, and that copies of the agenda be prepared 

4. recording the names of those present, and conveying and recording apologies from absent 

members 

5. circulating all relevant information/documentation to council members (including agendas and 

meeting schedules) in a timely manner 

6. processing agenda item submission forms from staff members 

7. making sure that any documentation or information requested at the last meeting is available or 

explaining why it is not 

8. obtaining the chairperson’s signature for approved minutes 

9. reporting on action or matters arising out of the previous meeting and reading any important 

correspondence that has been received 

10. reminding the chair if an agenda item has been overlooked 

11. sending a reminder notice of each decision requiring action to the relevant person 

 

3.4.10 Special meetings 

The chair may call special meetings of Academic Council and its subcommittees as are deemed 

necessary to execute its business. These are subject to the normal rules of quorum.  

 

 

3.4.11 Procedures for Motions, Amendments and Voting  

1. A ‘motion’ is a proposal which is put forward and a ‘resolution’ is the acceptance of a motion by 

members. A motion requires a proposer and a seconder, except when it is initiated by the 

chair.  

2. For an amendment to a motion to be put, it requires a proposer and a seconder. An amendment 

will be put to a vote before the original motion.  

3. If an amendment is not carried, the Chair will put the motion in its original form to a vote. If an 

amendment is carried, the Chair will put the amended motion to the meeting. Before a 
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motion or an amendment are put to a vote, the Secretary will read out the text to be voted 

on. 

4. Where a motion has been put to the meeting, the Chair will ask the Council if it assents, and the 

decision will normally be by acclamation. Where there appears to be a division, the Chair will 

call for a vote; such a vote may also be requested by any member. The results of voting will 

be counted and recorded by the Secretary.  

5. All members in attendance at the meeting are entitled to vote on matters coming before the 

Council. At all meetings, the chair shall also have a casting vote (where it is necessary to 

break a deadlock).  

6. The number of votes for and against a motion, and the number of abstentions, will be recorded 

in the minutes. 

7. A member may raise a ‘point of order’ if they wish to interrupt the proceedings of a meeting 

(e.g. to raise concerns about procedure of seek clarification on any matter). The chair will 

determine whether the point of order is admissible.  

8. A member may also propose a closure motion, if seconded.  

9. Members may request for an emergency item to be inscribed on the agenda, but only if they 

receive the assenting votes of at least two thirds of council members.  

10. The final agendum in any council meeting – ‘any other business’ – will allow members to flag up 

items for discussion at subsequently scheduled meetings, or elsewhere.  

 

 

3.4.12 Sub-committees of the council  

Taking into account the principles of context and proportionality ICD – as a small, independent 

provider – will convene its academic council subcommittees on an ad hoc basis, as needs arise.  Each 

of these sub-committees must report their activities to academic council via the minutes of their 

meetings. Sub-committees will also prepare an annual report to be discussed at academic council. 

The academic council secretary shall be responsible for convening subcommittee meetings, collating 

their minutes, and facilitating the effective flow of information and business between respective 

committees and academic council.  Academic council’s subcommittees comprise: 

1. Programme Boards (one per programme) 

2. Programme Development subcommittee 
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Programme Boards  

Programme boards are subcommittees of – and report annually to – academic council.  Annual 

reports shall be submitted in the Autumn/Winter of each year (prior to academic council’s second 

meeting at that beginning of each calendar year). 

 

Programme Development  

The programme development committee shares responsibility with academic council for existing 

curriculum development and the development of new academic programmes and modules.  It 

oversees the process of periodic programme review, the preparation of programmes for validation 

and revalidation, and the approval of proposed major and minor changes to existing course 

offerings. It is constituted as an ad-hoc committee, convening for a specified period at the direction 

of academic council in order to undertake a defined activity or task.  Its membership shall vary but 

will typically comprise the Head of Academic Development, a programme director, and at least two 

members of a relevant programme board. The Head of Academic Development shall fulfil the 

functions of chair and secretary and is responsible for reporting to academic council on the work of 

the subcommittee.  
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3.4.13 The External Academic Council member  

The role of the external council member has been created to ensure that Academic Council has 

sufficient independence to discharge its obligations and responsibilities effectively.  

 

The external council member has the following duties and responsibilities: 

1. To attend no less than one scheduled academic council meeting per calendar year and be 

apprised of all relevant minutes, agendas, and other circulated documents. The independent 

external council member may be invited to more than one meeting per year, as appropriate. 

2. To provide independent oversight and monitoring of the activities of academic council.  

3. To work with the chair to facilitate open discussion and debate at council and promote a culture 

of probity, integrity, and quality-assured education at ICD Business School. 

4. To act as an independent voice on council, offer critique, and provide strategic guidance on all 

academic matters including: 

o teaching, learning, and assessment  

o programme development 

o quality enhancement 

o academic standards 

o academic integrity 

o learner and programme performance 

o pedagogy, scholarship and staff development 

o learner admission and retention 

o Any other academic matters impacting the learner experience 

5. To ensure ICD Business School’s compliance with all legal and regulatory requirements that 

pertain to the remit of academic council.  

6. To safeguard the authority and independence of academic council vis a vis its college 

management team and governing body.  

 

 

3.4.14 Self-evaluation and review  

In keeping with the college’s commitment to promoting a culture of continuous and rigorous self-

monitoring and evaluation, Academic Council shall conduct an internal annual self-evaluation out of 

which will be developed an action plan for improvement. This process shall be overseen by the 
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council chair and external council member, who will make relevant recommendations for the 

revision of relevant processes and procedures, subject to approval by governing body.  

 

 

3.4.15 Key forms and procedures  

College staff can propose an item for inclusion on the Academic Council’s agenda. The author of a 

submission must complete the ‘agenda item submission form’ and submit it for consideration by the 

secretary at least two weeks prior to a regularly scheduled council meeting. Staff who are not 

members of academic council may have an agenda item forwarded to academic council with the 

approval of their programme director, or another ‘sponsor’ who sits on academic council. 

Submissions will be reviewed by the secretary and by the council chair, who will rule on the 

appropriateness of items for inclusion in the agenda.  
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3.4.16 Academic Council Agenda Item Submission Form  

(please submit to the council secretary, for approval by the chair) 

Meeting date The scheduled meeting at which you would like the item discussed/decided on. Remember to 

submit your request in a timely manner so that the appropriate level of review may be 

undertaken (it is recommended that submissions are made between eight and four weeks 

before a regularly scheduled council meeting). 

Author Name of person or group submitting agenda item  

Title/Short 

description of 

agenda item 

Concise, one-line description for inclusion on agenda 

Motion Wording of motion, if applicable  

Designated 

Sponsor/motion 

seconder 

Member/other member of academic council who will speak to item, if applicable  

Date submitted Date of proposal submission   

Description/ 

Explanation 

1. A full description and explanation of the proposed agenda item 

2. please provide a clear and concise explanation of that item the council is being asked to 

consider 

3. please detail all relevant facts, explain the need for action, and furnish sufficient 

background information and context  

4. Your proposal must be sufficiently clear to be easily understood by all council members  

5. Outline what you consider to be the expected results of implementation, if the item is 

adopted and approved by council 

6. Agenda items for specially called meetings must include an explanation of the urgency 

for the council’s consideration of and action on the matter 

Purpose/council 

action being 

sought. 

For communication/noting/information - no decision is required  

For decision en bloc – decision required, but no discussion   

For discussion and decision – item to be discussed and decision made   

Supporting 

documentation  

List and summarise any supporting documentation attached to this application. All 

documents must be numbered (i.e. ‘1’, ‘2’, or ‘I’, ‘ii’).  All documents must be numbered and 

circulated at least one week before each academic council. To allow time to facilitate this, 

please send all documentation to the council secretary as early as possible.  
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3.5 Governing Body  

3.5.1 Overview  

Effective September 1st, 2019, governing body will become one of ICD Business College’s two main 

standing committees and its principal collective decision-making body. Its main functions will be to 

monitor and evaluate the operations and governance of the college, ensure compliance with all of 

the college’s legal and regulatory obligations, manage and mitigate risk, endorse key appointments 

and promote staff development, approve new academic programmes, oversee and preserve the 

independence of academic council and its subcommittees, and advise the college management team 

on the strategic development of ICD Business School. Governing body will also have responsibility for 

working with the college management team, and academic council, to support and enhance the 

student experience at ICD Business School. Though governing body delegates responsibility for 

academic governance to academic council, it retains a duty to monitor and supervise its activities.  

 

Governing body at ICD will not have full responsibility for strategic financial management and 

budgeting (with final decision making in that regard falling to the Management Team), owing to the 

college’s size and its incorporation as a private limited company. However, it will advise the college 

on the resourcing of its governance system and educational provision and will evaluate the business 

case for new academic programmes and related services. As governing body will need to have a true 

and fair view of the company’s financial affairs in order to undertake this work, the college’s 

management team will be required to disclose to governing body any financial issue that would 

result in the college’s capacity being in any way reduced (for example reductions in staff or 

resources), undermine in any way the sustainability of its programmes, or impact on the college’s 

provisions for the protection of enrolled learners. Governing body will also maintain the college’s 

risk register and make recommendations to the management team for the management of- and for 

actions required to respond to – identified risks. A copy of the most up to date (August 2019) risk 

register is attached as Appendix 3.5.1.  
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3.5.2 Functions 

Governing body shall be responsible for the effective management and administration of ICD 

Business School, shaping its strategic focus and planning for its future development, and ensuring 

that the college adheres to the highest standards of corporate and academic governance. Its 

functions include:  

1. Ensuring that through its own conduct, and that of academic council and the management team, 

academic and corporate decision-making at ICD Business School upholds the highest ethical 

standards and embodies the college’s principles of governance 

2. Promoting strong institutional governance to protect the good name of ICD Business School, the 

integrity of the National Framework of Qualifications, and reputation of higher education 

and training in Ireland 

3. Promoting a culture of continuous and rigorous self-monitoring and evaluation oriented towards 

the enhancement of its own policies and processes, and those of the college’s governance 

system more generally  

4. Directing the business of the college, setting its strategic direction and performance objectives, 

and planning for its future development 

5. Developing a strategic plan for ICD Business School and monitoring its implementation  

6. Holding the college management team to account for the effective performance of their duties  

7. Ensuring that the college’s governance structures, processes, and procedures are fit-for-purpose, 

adequately resourced, and benchmarked against recognised standards of good practice  

8. Overseeing the work of academic council and its subcommittees and making certain that there 

are appropriate arrangements in place for the management of the college and its 

programmes  

9. Ensuring the college’s compliance with all legal and regulatory obligations, including those 

established under the Qualifications and Quality Assurance (Education and Training) Act 

2012. 

10. Directing and overseeing all forms of external quality assessment, audit and review that arise out 

of the college’s legal and regulatory obligations  

11. Ensuring that the college has in place appropriate controls and accountability mechanisms, 

including financial and operational controls 

12. Identifying, evaluating, and managing risk, and monitoring and maintaining the college’s risk 

register. 

13. Evaluating the business case (including cost/benefit analysis) for new programmes and related 

services and receiving and endorsing (as appropriate) proposals from Academic Council 
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14. Monitoring and evaluating the performance of existing programmes and ensuring that the 

college has a reasonable business case for sustainable provision (including cost/benefit 

analysis)  

15. Recognising and safeguarding the authority and independence of Academic Council, and 

ensuring that council and its subcommittees are adequately resourced and unobstructed in 

discharging their responsibilities 

16. Advising the college’s management team on capital investment as it pertains to programmes of 

learning and their resourcing  

17. Periodically approving the reports of Academic Council and its subcommittees, and 

approving/proposing plans of action for addressing needs and issues that have been 

identified at these fora (particularly where these require additional resources)  

18. Reviewing and shaping the college’s recruitment, human resources, and staff development 

activities, ensuring that there are clear procedures in place for the selection and recruitment 

of staff and the handling of internal grievances.  

19. Approving appointments and anticipating and planning for the college’s future staffing 

requirements 

20. Working with the college management team, and academic council, to support and enhance the 

student experience at ICD Business School, including pastoral care and learner supports.  

21. Reviewing and ensuring action on Academic Council reports and decisions regarding improving 

or altering information shared publicly about programmes, ICD’s quality assurance 

procedures and infrastructure, and related activities to ensure information published is 

clear, accurate, objective, and up to date to ensure compliance with the Qualifications and 

Quality Assurance (Education and Training) Act (2012, Revised 2014) and to ensure a culture 

of transparently informing all enrolled learners and prospective learners 

22. Reporting to the Management Team on all decisions regarding improving or altering 

information shared publicly about programmes, ICD’s quality assurance procedures and 

infrastructure, and related activities to ensure information published is clear, accurate, 

objective, and up to date to ensure compliance with the Qualifications and Quality 

Assurance (Education and Training) Act (2012, Revised 2014) and to ensure a culture of 

transparently informing all enrolled learners and prospective learners 
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3.5.3 Composition and Membership 

 

Ex Officio Membership: 

Governing body is constituted by ex officio members who sit on the body by nature of their function 

within the college. Specifically, this includes: 

1. The college director – currently Mr. Vincent Barry 

2. The college registrar – currently Ms. Joyce Zhao 

3. The Head of Academic Development – currently Dr. Jason Healy 

4. The Head of Quality Assurance – currently Dr. Derek Dodd 

 

Appointed membership 

A member of staff shall be appointed to act as the combined chair/secretary of governing body.  

 

 

3.5.4 Meetings 

Schedule 

A schedule of meetings shall be agreed before the commencement of each academic year. This 

schedule is the responsibility of the Governing Body chair and will be circulated to members both via 

email, and via the college’s online ‘document store’ (on the Moodle learning management system).  

 

Frequency 

Not less than one ordinary meeting shall be held by governing body in each academic year. 

Governing body may also periodically call extraordinary meetings in order to deal with urgent 

matters that arise between ordinary meetings and which fall under its remit.  
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Quoracy 

A quorum of governing body shall comprise a minimum of 75% of its members, excluding the 

chair/secretary. Where the chair is unable to attend, meetings shall be chaired by the Head of 

quality assurance. In their absence, responsibility will fall to the head of academic development.  
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3.5.5 Agenda and Governing Body Meeting proceedings 

The agenda shall be circulated a minimum of five working days prior to each respective meeting. All 

supplemental documentation relevant to the meeting will be available a minimum of three working 

days prior. Matters tabled under AOB shall be for discussion and noting only. The first agendum for 

each meeting shall always be ‘approval of the agenda’.  

1. The governing body chair/secretary will be responsible for the preparation and circulation of its 

agenda 

2. Minutes will be taken by the body chair/secretary, who is responsible for their storage and 

dissemination to all members of staff 

3. The body chair/secretary shall be responsible for managing the Governing Body’s business and 

acting as its facilitator and guide 

4. Any staff member may propose an item or motion for inclusion in the Governing Body’s agenda 

using the ‘agenda item submission form’, subject to endorsement by a Governing Body 

member and the approval of the Governing Body chair (see below) 

5. A document may be tabled at a meeting of the Governing Body provided it relates to one of the 

approved agenda items and that two-thirds of members agree to it being tabled 

6. Speakers will always address the chair and all members will remain silent when another member 

is speaking  

 

 

Procedures for motions, amendments and voting 

1. A ‘motion’ is a proposal which is put forward and a ‘resolution’ is the acceptance of a motion 

by members. A motion requires a proposer and a seconder, except when it is initiated by the 

chair.  

2. For an amendment to a motion to be put, it requires a proposer and a seconder. An 

amendment will be put to a vote before the original motion.  

3. If an amendment is not carried, the Chair will put the motion in its original form to a vote. If 

an amendment is carried, the Chair will put the amended motion to the meeting. Before a 

motion or an amendment are put to a vote, the Secretary will read out the text to be voted 

on. 

4. Where a motion has been put to the meeting, the Chair will ask the Governing Body if it 

assents, and the decision will normally be by acclamation. Where there appears to be a 
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division, the Chair will call for a vote; such a vote may also be requested by any member. The 

results of voting will be counted and recorded by the Secretary.  

5. All members in attendance are entitled to vote on matters coming before the Governing 

Body. At all meetings, the chair shall also have a casting vote (where it is necessary to break 

a deadlock).  

6. The number of votes for and against a motion, and the number of abstentions, will be 

recorded in the minutes. 

7. A member may raise a ‘point of order’ if they wish to interrupt the proceedings of a meeting 

(e.g. to raise concerns about procedure of seek clarification on any matter). The chair will 

determine whether the point of order is admissible.  

8. A member may also propose a closure motion, if seconded.  

9. Members may request for an emergency item to be inscribed on the agenda, but only if they 

receive the assenting votes of at least two thirds of Governing Body members. Non-

members may request that an agenda item be included using the ‘agenda item submission 

form’, subject to the endorsement of a Governing Body member and the approval of the 

chair 

10. The final agendum in any Governing Body meeting – ‘any other business’ – will allow 

members to flag up items for discussion at subsequently scheduled meetings, or elsewhere.  
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3.5.6 Reporting  

Governing body shall prepare an annual report containing a summary of all its activities and 

meetings. This shall be made available to all staff via the college document store. It must also convey 

responses to academic council reports directly to council secretary. Lastly, it will respond through 

the secretary/chair to the reports of the Student representative committee. A record of all minutes 

will be kept on the college’s document store for all staff to access. 

 

 

Its annual report shall document the following: 

 

1. Membership of the Governing Body, including any changes  

2. A record of ordinary and extraordinary meetings held 

3. A summary of business transacted by the Governing Body 

4. A record of all significant governance actions arising out of the work of the Governing Body 

5. A reflection on the college’s progress in meeting its strategic objectives and any related 

developments 

6. Notes on the performance of the college’s quality assurance processes and governance 

structure that might contribute to their periodic evaluation and review  

7. A record of any external quality assessment engaged in by the college, a reflection on their 

results, and a note of any developments in the regulatory context/environment in which the 

college operates (and the college’s response) 

8. Any updates to the college’s risk register and its management 

9. A record of any present or future resource needs and the college’s plans for meeting them 

10. A summary of any new appointments, human resource issues, or staff development 

needs/initiatives 

11. A record of any identified areas for improvement pertaining to the student experience or 

learning environment and the college’s plans to address these 

12. A statement on the financial position of the college and the performance of its programmes  

13. A record of the reports conveyed to the Governing Body annually by academic council and 

the Student representative committee 

14. A summary of the responses prepared by the Governing Body to the reports of academic 

council and the Student representative committee 

15. A summary of any agenda items requested by non-Governing Body members and any 

related decision-making  
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3.5.7 The role of chair/secretary 

For practical purposes, governing body shall have a single combined chair and secretary, appointed 

from amongst the college’s academic and administrative staff.  This individual shall be responsible 

for: 

1. taking, storing and disseminating accurate minutes for each Governing Body meeting 

2. developing the agenda for each meeting 

3. ensuring that the notice of meeting is given, and that copies of the agenda be prepared 

4. recording the names of those present, and conveying and recording apologies from absent 

members 

5. circulating all relevant information/documentation to Governing Body members (including 

agendas and meeting schedules) in a timely manner 

6. managing the Governing Body’s business and acting as its facilitator and guide. 

7. processing agenda item submission forms from staff members 

8. making sure that any documentation or information requested at the last meeting is 

available or explaining why it is not 

9. signing the approved minutes 

10. reporting on action or matters arising out of the previous meeting and reading any 

important correspondence that has been received 

11. facilitating each meeting and ensuring that no agenda item is overlooked 

12. sending a reminder notice of each decision requiring action to the relevant person 

 

3.5.8 Cyclical Review 

In addition to its QA engagements with QQI, governing body shall uphold the college’s principle of 

promoting ‘a culture of improvement’ through rigorous self-monitoring and evaluation oriented 

towards the enhancement of its policies and processes, and institutional management standards. Its 

annual report shall contain a section on the performance of the college’s quality assurance 

processes and governance structure that might contribute to their periodic evaluation and review  

Further to this, governing body shall conduct an annual review of its own constitution and 

performance identifying strategic areas for improvement in its corporate and academic governance. 

The results of this review will be included in its annual report.  
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3.5.9 Governing Body Agenda Item Submission Form  

(please submit to the Governing Body secretary) 

Meeting date The scheduled meeting at which you would like the item discussed/decided on. Remember to 

submit your request in a timely manner so that the appropriate level of review may be 

undertaken (it is recommended that submissions are made between eight and four weeks 

before a regularly scheduled governing body meeting). 

Author Name of person or group submitting agenda item  

Title/Short 

description of 

agenda item 

Concise, one-line description for inclusion on agenda 

Motion Wording of motion, if applicable  

Designated 

Sponsor/motion 

seconder 

Member/other member of governing body who will speak to item, if applicable  

Date submitted Date of proposal submission   

Description/ 

Explanation 

1. A full description and explanation of the proposed agenda item 

2. please provide a clear and concise explanation of that item the governing body is 

being asked to consider 

3. please detail all relevant facts, explain the need for action, and furnish sufficient 

background information and context  

4. Your proposal must be sufficiently clear to be easily understood by all governing 

body members  

5. Outline what you consider to be the expected results of implementation, if the item 

is adopted and approved by governing body 

6. Agenda items for specially called meetings must include an explanation of the 

urgency for the governing body’s consideration of and action on the matter 
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3.6 The College Management Team 

ICD Business School was incorporated in 2002 as a private company limited by shares (company 

registration number 358669). The college’s senior management team comprises its director, Mr. 

Vincent Barry, and its secretary, Ms. Joyce Zhao.  As a limited company, ICD Business School is 

required to be fully compliant with all legal, company, secretarial, taxation and accounting 

requirements under Irish law.  

 

The college management team is responsible for: 

1. Managing the operations of ICD Business School in a manner which upholds the college’s 

principles of governance and aligns with the strategic priorities identified by governing body 

2. Delegating responsibility for the college’s corporate and academic governance to governing 

body and academic council respectively, and guaranteeing their independence  

3. Accounting to governing body for the annual performance of the college 

4. Ensuring the financial sustainability of the college and the viability of its educational provision 

5. Fulfilling its fiduciary responsibilities to all internal and external stakeholders, with an emphasis 

on the protection of enrolled learners 

6. Approving annual budgets, recruiting staff members, and setting salary scales 

7. Keeping the college’s statutory registers up to date and filing accurate annual returns and 

accounts 

8. Ongoing monitoring to ensure all programmes are financially viable through monitoring income 

and expenditure on programmes and filing accurate annual financial accounts 

9. Participating in ongoing business case analysis for existing and new programmes, including 

cost/benefit analysis of continuing existing programmes and proposed new programmes, in 

conjunction with the Governing Body 

10. Ensuring ICD’s full operations integrate all legislative and regulatory guidelines including 

educational quality assurance and regulation (e.g. QQI regulation), health and safety 

legislation, employment legislation, and finance and taxation legislation 

11. Ongoing monitoring of resource requirements for programmes and ensuring resources are 

allocated effectively (e.g. human resources, financial resources, physical resources, 

technological resources) 

12. Receiving reports and direction from Governing Body on all decisions regarding improving or 

altering information shared publicly about programmes, ICD’s quality assurance procedures 

and infrastructure, and related activities to ensure information published is clear, accurate, 
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objective, and up to date to ensure compliance with the Qualifications and Quality 

Assurance (Education and Training) Act (2012, Revised 2014) and to ensure a culture of 

transparently informing all enrolled learners and prospective learners 

13. Taking action on all decisions regarding improving or altering information shared publicly about 

programmes, ICD’s quality assurance procedures and infrastructure, and related activities to 

ensure information published is clear, accurate, objective, and up to date to ensure 

compliance with the Qualifications and Quality Assurance (Education and Training) Act 

(2012, Revised 2014) and to ensure a culture of transparently informing all enrolled learners 

and prospective learners 

14. Ensuring all staff are informed about quality assurance policies, programmes, and changes to 

programmes, the quality assurance policy, and all organisational decisions 

15. Ensuring staff development initiatives are reviewed and resourced 

 

 

Mr. Barry is the ICD Business School’s Managing Director and is ultimately responsible for taking 

managerial decisions and overseeing the business affairs of the college. The college director’s role is 

varied but typically entails managing its day-to-day operations, entering into deals and contracts, 

executing documents, recruiting and employing staff, and supporting the work of the governing 

body in identifying and managing risk, setting the college’s strategy, and planning for its future 

development. Academic staff recruitment processes specifically use the module descriptor and 

programme manual staffing requirements criteria (e.g. required candidate’s experience, 

qualifications, and expertise) to assess all candidates for teaching roles. The Managing Director 

promotes and facilitates all academic staff developing and maintaining relationships with 

communities of practice in their respective fields. This includes reviewing, and approving as 

appropriate, any financial or non-financial assistance, which is provided to academic staff to ensure 

they are encouraged to attend conferences, engage in research seminars, and membership of 

academic and professional bodies and associations. All staff are encouraged to liaise with the 

Managing Director and submit requests for assistance. 

 

The director also has a responsibility for ensuring that the college is managed ethically and 

transparently, and that he undertakes his work in a manner consistent with his fiduciary duties 

under Irish law. These include: 
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1. Acting in good faith and in what the director considers to be in the interests of the company, its 

staff members, and its learners 

2. Acting honestly and responsibly in relation to the conduct of the affairs of the company 

3. Acting in accordance with the company’s constitution and exercising his powers only for the 

purposes allowed by law 

4. Not using the company’s property, information or opportunities for his or her own benefit 

5. Avoiding any conflict between the director’s duties to the company and the director’s other 

interests 

6. Ensuring that the college is fully compliant with all of its legal and regulatory obligations as both 

a limited company and a quality-assured provider of educational programmes  

7. Ongoing monitoring to ensure all programmes are financially viable through monitoring income 

and expenditure on programmes and filing accurate annual financial accounts 

8. Participating in ongoing business case analysis for existing and new programmes, including 

cost/benefit analysis of continuing existing programmes and proposed new programmes, in 

conjunction with the Governing Body 

9. Acting on all Governing Body decisions regarding improving or altering information shared 

publicly about programmes, ICD’s quality assurance procedures and infrastructure, and 

related activities to ensure information published is clear, accurate, objective, and up to 

date to ensure compliance with the Qualifications and Quality Assurance (Education and 

Training) Act (2012, Revised 2014) and to ensure a culture of transparently informing all 

enrolled learners and prospective learners 

 

 

Ms Zhao acts as the company secretary. Her work entails ensuring that the college complies with the 

law, managing its daily administration, keeping the college’s statutory registers up to date, and - 

alongside the college’s accountants Tom O’Brien & Associates - filing annual returns and accounts 

with the Companies Registration Office (CRO). The college secretary is also responsible for convening 

the company’s AGM and keeping minutes of directors’ meetings. The college’s most recent annual 

returns were filed with the CRO in June 2019 and are a matter of public record.  
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3.6.1 The Management Team and ICD’s new system of governance  

As a small limited company with two directors who also make up the college’s senior management 

team- and with Ms. Zhao acting as the college registrar- ICD has set out to redesign its governance 

system and processes to ensure that there is sufficient segregation of duties to protect the core 

governance principles of ‘academic independence’ and ‘accountability, oversight and transparency’. 

As the college sits at a strategic inflection point in its growth as a higher education institution, the 

further delegation and distribution of responsibility for management and decision-making will – it is 

hoped – put ICD on a firm footing to succeed in the next stage of its continuous development as a 

quality-assured provider educational programmes.  

 

The management team have committed to ensuring that ICD’s governance system has been 

designed to enshrine its core principles of governance. Academic council have been constituted to 

guarantee that they can carry out their work independent of undue corporate influence and 

commercial consideration, while governing body will have overall responsibility for promoting and 

directing a robust, transparent, and accountable culture of quality assurance and enhancement at 

ICD Business School. The Management Team play a key role in reporting to Governing Body on all 

actions regarding improving or altering information shared publicly about programmes, ICD’s quality 

assurance procedures and infrastructure, and related activities to ensure information published is 

clear, accurate, objective, and up to date to ensure compliance with the Qualifications and Quality 

Assurance (Education and Training) Act (2012, Revised 2014) and to ensure a culture of 

transparently informing all enrolled learners and prospective learners. The Managing Director is 

currently (August 2019) overseeing a full overhaul and relaunch of the ICD website to ensure it is in 

keeping with all QQI guidelines and to ensure it contains the most up to date ICD QA policies. 
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3.7 Examination Board  

 

Overview and Membership 

The board of examiners, usually referred to as examination board at ICD, is the principal decision-

making body for student progression, award and classification decisions. It considers and makes 

deliberative decisions regarding all results as recommended by assessors, ensures the internal and 

external oversight of all assessment procedures and learner achievement, and reports to the 

academic council via the registrar. A key objective of the board of examiners is to ensure consistency 

in ‘the use of assessment findings in decision-making (…) including decisions concerning awards, 

grades and (if applicable) entitlement to credit or access, transfer or progression’ (QQI 2013b, 

section 2.2.3). 

 

Its membership comprises: 

1. The college registrar - who also acts as the board’s chair 

2. A secretary – appointed from the college’s administrative staff 

3. The college’s panel of external examiners* 

4. The college’s panel of assessors (internal examiners) 

5. Programme directors  

* ICD’s policies pertaining to external examiners can be found in section 4.4 (and subsections).  

 

 

3.7.1 Functions 

The Examination Board responsibilities include: 

1. Confirming learner achievement and progression, award and classification decisions  

2. Making recommendations for the award of qualifications to QQI  

3. Deciding on the eligibility of students to progress within programmes and on the conferment of 

awards  

4. Monitoring and maintaining the academic standards of the college’s programmes and modules  

5. Facilitating the independent moderation of the college’s marks and standards and their 

benchmarking against sectoral norms 
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6. Ensuring that all assessment, marking and moderation are carried out in a manner which is well-

documented, consistent and fair  

7. Inviting external examiners to scrutinise a sample of scripts and coursework in order to evaluate 

the standard of marking and quality of assessment instruments 

8. Guaranteeing that all grade and award classification systems follow best practice guidelines as 

defined by QQI (2013b) Assessment and Standards Guidelines 

9. Allowing external examiners to propose adjustments to grades for learners, as they see fit. These 

proposals are subject to Examination Board voting 

10. Providing external examiners with opportunities to provide impartial, independent advice and 

informed comment on every aspect of the college’s assessment practices, programme 

design, and academic standards.  

11. Identifying any issues with module grading practices or programme assessment strategies and 

proposing actions to address these  

12. Facilitating deliberation on any recommended changes between assessors, programme directors 

and external examiners and ensuring that clear, documented decisions are made  

13. Making recommendations to academic council for the review of the college’s assessment 

strategies and internal and external examination policies  

14. Deliberating on cases where special consideration to the achievements of individual learners is 

due on the basis of extenuating circumstances  

15. Safeguarding equity of treatment for all learners and protecting their confidentiality 

16. Receiving and circulating reports from external examiners to all relevant internal stakeholders 

(including programme directors, assessors, and academic council) 

 

 

3.7.2 Quoracy  

For the board of examiners to be quorate, the college registrar and all external examiners must be 

present, alongside 40% of assessors. Where assessors are absent, it is the responsibility of the 

registrar to correspond with individuals about actions that require their attention, and to share 

relevant external examiners’ reports with them. If the registrar cannot be present, the head of 

academic development or director of academic affairs may take their place.  
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3.7.3 Role of the registrar with regard to Examination Boards 

The registrar shall be responsible for: 

1. Convening and chairing exam board meetings, ensuring procedural compliance with all relevant 

QA policies  

2. Ensuring that all marking and internal verification has been completed in advance of each exam 

board 

3. Coordinating appointment of internal verifiers (‘second markers’) and overseeing their work, 

both in cooperation with respective Programme Directors 

4. Keeping track of attendance and recording all absences (with the board secretary) 

5. Liaising with all board members to notify them of scheduled meeting times, locations, and 

postponements  

6. Preparing broadsheets and providing samples of assessments to external examiners  

7. Ensuring that external examiners have access to all assessments and other relevant materials 

prior to and during the exam board 

8. Facilitating discussion, deliberation and voting on proposed outcomes and adjustments to 

learner grades and handling all disagreements in an equitable manner (the view of the 

external examiner shall be particularly influential in the case of disagreement about an 

individual candidate, examination, or piece of assessment)  

9. Ensuring that all assessors and external examiners sign respective broadsheets after all 

deliberations and decisions relating to said broadsheet are concluded  

10. Overseeing the adjustment of grades as determined out of the deliberation of the examination 

board  

11. Communicating the recommendations of external examiners to all staff and to academic council  

12. Ensuring the confidentiality of all matters that come before the exam board and related 

materials 

13. Ensuring that the secretary keeps an accurate record of each meeting of the board of examiners 

at which the results of examinations are determined 

14. Inducting new members of staff and ensuring that they are fully aware of the purpose and 

nature of the external examination process 

15. Preparing an annual written report to be submitted to academic council  
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3.7.4 Schedule of meetings 

ICD business school’s exam board meetings are held at all award and progression stages of 

programmes (ordinarily twice per year around June and September). 

 

3.7.5 Voting 

Where disagreements arise with the academic judgement of the exam board, the registrar shall be 

responsible for facilitating a vote, typically to be decided by majority consensus. The view of external 

examiners shall be particularly influential in the case of disagreement about an individual candidate, 

examination, or piece of assessment and in some cases may be drawn on to break a deadlock. In 

more complex cases – e.g. a Masters dissertation or ‘borderline’ cases – where assessors and 

examiners cannot agree, decisions may be deferred to allow for evaluation and, in some cases, ‘third 

marking’ by an external examiner or suitably qualified member of academic staff.  

 

3.7.6 Reporting  

The registrar and secretary shall prepare an annual report to be conveyed to academic council. 

External examiner reports will be circulated to all assessors and board minutes shared via the college 

intranet (to protect the confidentiality of the marking, moderation and verification process). Due 

consideration must be given to all the comments, proposed adjustments, and other matters 

recommended by external examiners.  The Academic Council will ensure that key recommendations 

made by external examiners are systematically addressed and integrated into the college’s quality 

assurance processes.  
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3.8 Programme Development Subcommittee 

The programme development subcommittee is the college’s forum for the strategic development 

and evaluation of its portfolio of academic programmes. It has delegated authority from academic 

council to consider proposals for new and major modifications to the college’s undergraduate and 

postgraduate taught programmes. Where directed by academic council, the committee will evaluate 

proposals for new programmes – or amendments to existing provision – and make 

recommendations regarding the functional areas of programme and curricular development.  

 

3.8.1 Functions 

The programme development committee, acting under the direction of academic council, have 

responsibility for: 

1. Evaluating proposals for new academic programmes, approving proposals in terms of their 

thematic content and broadly define structure, and bringing recommendations to academic 

council regarding validation proposals for new programmes. This must include comparison 

of ICD’s (proposed) offering with the offerings of other providers 

2. Periodically reviewing existing programmes and bringing recommendations on opportunities for 

their reorganisation or development to academic council (review evidence must incorporate 

reports on enrolment, learner feedback, staff feedback, and resources [human, financial, 

and physical]). This must include comparison of ICD’s offering with the offerings of other 

providers 

3. Considering the resource implications and sustainability of any new programme or proposed 

changes to existing programme. This must include comparison of ICD’s proposed offering 

with the offerings of other providers 

4. Actively promoting the development of new programmes consistent with the college’s strategic 

objectives. This must include comparison of ICD’s proposed new programmes with the 

offerings of other providers 

5. Considering proposals for major modifications to the curriculum, structure, content and delivery 

of existing programmes, and proposals for their withdrawal. This must include comparison 

of ICD’s programme(s) with the offerings of other providers 

6. Evaluating any proposed case for collaborative provision  

7. Overseeing the approval process and any related programme development activity, in 

collaboration with academic council  
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8. Assisting academic council with the redevelopment of existing programmes for revalidation. This 

must include comparison of ICD’s programmes with the offerings of other providers 

9. Soliciting external and independent consultation (e.g. from employers) on the quality of new 

programme proposals, where required  

10. Reviewing the premises, facilities, technological, and human resources across the organisation to 

ensure they are adequate for the continued delivery and improvement of delivery of 

programmes (including reviewing resource needs and availability for proposed new 

programmes or changes to existing programmes).  

11. Ensuring programmes are approved and developed fully in line with the college’s documented 

QA policies and procedures. This must include comparison of ICD’s (proposed) offering with 

the offerings of other providers 

12. Evaluating any proposal for the sole or collaborative provision by the college of short courses 

and training outside of its validated NFQ programmes  

 

 

3.8.2 Membership & Reporting 

The programme development committee is constituted as an ad-hoc committee, convening for a 

specified period at the direction of academic council in order to undertake a defined activity or task.  

Its membership shall vary but will typically comprise: 

1. The head of academic development  

2. At least one programme director  

3. Several (two or more) academic staff members (determined by the complexity of the 

committee’s work) 

 

The Head of Academic Development shall fulfil the functions of chair and secretary and is 

responsible for reporting to academic council on the work of the subcommittee.  

 

 

3.8.3 Schedule of meetings 

When convened, the programme development subcommittee shall propose a schedule of meetings 

and consistent with the complexity of its work and permitted timescale. In order to be quorate, at 

least 50% of members must attend each meeting.  
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3.8.4 Submission form for amendments to programmes and modules 

Academic staff are required to work with their programme director to complete a ‘programme 

amendment form’ for any changes they propose to make to an existing programme of learning or 

module. These forms are submitted to the chair of academic council, who will judge whether the 

proposed changes are ‘major’ or ‘minor’.  

 

‘Minor’ changes – such as a change to the assessment strategy or weighting of an individual module 

– will typically be referred directly to academic council for review. Any proposed change that is 

judged to be ‘major’* will be referred by the chair of academic council to the programme 

development subcommittee.  

 

Defining Major changes 

A ‘major’ change is defined as any proposal that will have a significant impact on an existing 

programme in terms of its structure, content, and delivery. By default, the following ‘major’ changes 

shall always be referred to the programme development subcommittee: 

New programme proposals Changes in programme title The addition of a minor award 

or exit route 

Proposals for collaborative 

provision 

Any proposal to broaden the 

college’s scope of provision  

Proposals for training or short 

courses outside of the NFQ 

Proposals for new modes or 

sites of delivery 

Any change in the overall 

credits or credit weighting for a 

programme  

Any change to a programme’s 

entry, RPEL/APEL, or English 

language requirements 

Substantive changes in the 

structure of a programme, its 

content, or learning outcomes 

An appreciable change in a 

programme’s intake 

Any change that would have 

significant resourcing 

implications for the college 
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Defining Minor changes 

‘Minor’ changes, that do not require referral to the programme development committee, and can be 

approved at an ordinary meeting of academic council, include: 

Changes to module titles Changes in the credit weighting 

of a module 

The addition or removal of 

modules from a programme 

(where this does not have 

significant implications for its 

structure, delivery, or 

resourcing) 

Changes to module content Changes to module learning 

outcomes (where these do not 

deviate appreciably from 

programme learning outcomes) 

Changes to module assessment  
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3.8.5 Module/Programme amendment form  

(please submit to the secretary or chair of academic council) 

Date  Programme/module 

code 

 Stage  

Proposer(s)  

 

Programme  

director 

 

Short description of  

proposed change  

(e.g. weighting change,  

new module,  

new programme*) 

* for new programme proposals, this form shall function as a cover sheet 

for a document which provides a rationale for the programme and a detailed 

overview of its thematic content, assessment strategy, and broadly defined 

structure.  

 

 

Timeframe Does your proposed change need to be implemented within a particular 

timeframe? i.e. before the next academic year.  

Summary/Reasons for  

proposed change 

If applicable, please provide a more detailed account of, and rationale for, 

 your proposed change. 

 

1. Provide a full description of the proposed change 

2. Explain the reason for your request and provide background 

information and context 

3. List any supplemental documentation that you would like to have 

considered as part of your request (make sure to attach it to this 

form) 
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For completion by the chair of academic council  

Significance of proposal? Minor   Major  

Refer to Academic council  Prog D. Board  

Comments  

 

 

 

 

 

Signature   Date  
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3.9 Programme Boards 

Programme boards are subcommittees of academic council established to oversee and continually 

review the implementation of programmes of study in terms of their operation, delivery and 

curricula. They have responsibility for maintaining academic and professional standards for the 

programmes concerned and for improving and enhancing the student experience - and quality of 

teaching and learning – for each programme.  

 

3.9.1 Functions 

The responsibilities of each programme board include: 

1. Overseeing any and all matters related to the operation, delivery, and content of the 

college’s academic programmes  

2. Planning the schedule, nature, and sequence of assessments for each academic year 

3. Periodically reviewing learner workload to ensure that it is optimally distributed across each 

semester and stage  

4. Considering and proposing any amendments to the programme curriculum and, where 

appropriate, refer these to the academic council or programme development committee 

using the programme/module amendment request form 

5. Reviewing and implementing any programme-related policies or actions referred by 

academic council  

6. Advising on the development of the programme assessment strategy and ensuring that all 

module and programme learning outcomes are suitable aligned 

7. Monitoring the lecturers’ use of the college LMS and field proposals for its enhancement 

8. Periodically reviewing programme design and delivery and bringing recommendations on 

opportunities for their reorganisation or development to academic council (review evidence 

must incorporate reports on enrolment, learner feedback, staff feedback, and resources) 

9. Advising academic council, via the programme director, on the resources required to 

support a programme  

10. Considering external examiner reports and ensuring that appropriate interventions/actions 

are taken to address key issues   

11. Considering and recommending solutions to any matters – academic and non-academic - 

impacting negatively on learners’ overall experience of the college’s academic programmes 

12. Developing programme content and delivery to align with the requirements of all relevant 

professional, Statutory and Regulatory Bodies  
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13. Ensuring all staff are informed about quality assurance policies, programmes, and changes to 

programmes and the quality assurance policy 

 

 

3.9.2 Membership 

Programme boards comprise the following members: 

1. The programme director (acting as secretary and chair) 

2. The academic staff involved in the delivery of a programme  

 

 

3.9.3 Quoracy 

Quorum will require the attendance of at least 40% of programme board. The programme director 

must be in attendance or nominate a suitably qualified member of academic staff to chair in their 

absence.  

 

 

3.9.4 Schedule of meetings & Agenda  

Programme boards shall meet no less than twice per academic year, though they may convene 

extraordinary meetings when necessary (through the programme director). The programme director 

will act as secretary and chair and be responsible for the preparation of its agenda. The agenda 

should reflect the functions laid out in its terms of reference, and any member wishing to have a 

matter placed on the agenda shall be given the opportunity to do so by the chair. Members may 

request an agendum in writing by sending an email to the programme director. The board’s agenda 

may also be shaped by work and feedback referred to it by academic council, the programme 

development committee, or external examiner.  

All members of the board shall receive notice of schedule ordinary meetings at the beginning of each 

academic year. The agenda and supporting information/documentation must be circulated at least 

five days before each meeting. Extraordinary meetings also require a minimum of five days’ notice. 
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3.9.5 Reporting  

Programme boards report, via the programme director, to academic council and – where applicable 

– the programme development subcommittee. All action points from programme board meetings 

are to be recorded by the programme director and shared with academic council, either by 

requesting its addition to the academic council agenda, or through its annual report (depending on 

the urgency of the matter).   
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3.10 Role and Responsibilities  

3.10.1 The College Registrar 

The registrar, appointed by the college director, has overall responsibility for quality assurance, 

admissions, academic affairs, programme assessments and awards, and the management and 

coordination of student records. They are also the authorised record keeper of the college’s student 

records. This role is currently occupied by Ms. Joyce Zhao. The registrar’s responsibilities include 

overseeing: 

1. The effective function of the college’s registry functions and academic administration  

2. Student applications, offers, admissions and registration processes 

3. The convening and operation of examination boards  

4. Formal procedures including student complaints, appeals, and disciplinary matters and the 

reporting of same to Academic Council 

5. The continual and cyclical monitoring, statistical reporting, and analysis of progression, retention 

rates, completion and other key learner data  

6. Academic record keeping 

7. The safeguarding and promotion of academic integrity across the college 

8. Compliance with the requirements of accrediting bodies 

9. The operation and periodic evaluation of the college’s RPEL/APEL policies  

10. The planning and operation of examinations including exam sitting, external examiners, and 

exam boards  

11. Student services and pastoral supports through supervision, and continuous monitoring of, 

learner support provision with the administration office, including the Student Liaison 

Manager 

12. Statutory compliance with all regulatory frameworks and responsibilities 

13. Working with the college’s committees to ensure optimal planning and preparations for all 

forms of internal and external audit and review  

14. Administrative support for all the college’s programmes, committees and quality assurance 

procedures  

15. The development of the college’s strategic plans and objectives (as a member of governing 

body) 

16. The safeguarding of the independence of academic council  

17. The processing of awards and management of the annual graduation ceremony  

18. Ensuring and coordinating staff availability as required to deliver programmes of education 
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19. Supervising all communications with staff and students to ensure they are up to date regarding 

all programmes, quality assurance policies, and all important organisational decisions 

20. Ensuring that all physical resources are in place as required to deliver programmes. This includes 

assessing the suitability of all venues (rooms) as effective teaching, learning, and assessment 

environments 

21. Ensuring security in assessment procedures are followed and updated as appropriate to 

maintain effectiveness. 

22. Ensuring internal information management systems are secure, sustainable, and GDPR 

compliant in consultation with the Head of Quality Assurance 

 

The registrar is a member of: 

- Examination Boards 

- Academic Council 

- Governing Body 

- The College Management Team 

 

 

3.10.2 Programme Directors 

Programme directors are responsible for the management, coordination, and continuous 

improvement of individual academic programmes. They provide academic leadership, liaise between 

academic staff and the college’s Academic Council, oversee teaching, learning and assessment, offer 

student support and guidance, and play a key role in programme monitoring and improvement and 

at Examination Board and Academic Council meetings, and the Programme Development 

Committee, as required. 

 

Programme directors are responsible for: 

1. Chairing programme boards 

2. Endorsing requests for amendments to modules and programmes on behalf of lecturing staff (by 

referral to academic council) 
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3. Sitting on academic council, examination boards, and the programme development 

subcommittees as an ex-officio member 

4. Evaluating suspected cases of plagiarism or academic misconduct identified by lecturers and 

proposing investigations and/or resolutions as appropriate 

5. Coordinating educative responses to identified cases of plagiarism or academic misconduct, 

where appropriate  

6. Ensuring all staff working on the programme are continuously informed about the programme 

and any changes or improvements to it 

 

The Programme Director for the BA Hons in Business Studies is Ms. Ellen Byrne. Ms. Byrne has 

extensive qualifications and experience including: an MA in Mediation & Conflict Management 

(Maynooth University), MA in Industrial Relations & HRM (National College of Ireland), a PG Diploma 

in Employment Law (Law Society of Ireland); a Diploma in Advocacy (Community Law & Mediation 

Service); a Diploma in Teaching & Learning (National College of Ireland); is a Certified Mediator 

(Institute of Public Administration (IPA)); and is a member of the Chartered Institute of Personnel & 

Development (CIPD) and the Mediators Institute of Ireland (MII). 

 

The Programme Director on the BA Hons in Accounting & Finance and the MA in Accounting & 

Finance is Mr Michael Donnelly. Mr Donnelly is a Chartered Certified Accountant, a fellowship 

member of ACCA & CIMA, and has been an official ACCA & CIMA accountancy lecturer and assessor 

for decades. He has worked as an accountant, financial controller, and director in state and private 

organisations including retail, construction and property development, and is a tax accounting 

advisor to numerous corporate and private clients. Mr Donnelly is a specialist in advanced auditing, 

tax, & assurance. 

 

 

3.10.3 The Director of Academic Affairs  

Serving as the chief academic officer for the college, the director of academic affairs is responsible 

for:  

1. Chairing the Academic Council 
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2. Liaising with the External Independent Academic Council Member to ensure continuous quality 

improvement across teaching, learning, and assessment at ICD 

3. Ensuring Academic Council’s independence, autonomy, and integrity 

4. Shaping academic policy and practice at ICD 

5. Mediating in any disputes or areas of concern (e.g. academic integrity, misconduct) as required 

6. Overseeing programme review and development through delegation of duties, as appropriate, 

for same, across the organisation, to, for example, the Programme Development 

Subcommittee 

7. Institutional planning and policy development 

8. Ensuring academic staff development and continuous quality improvement in teaching 

9. Supervising the work of the Head of Quality Assurance and the Head of Academic Development 

 

This role is currently occupied by Professor Darach Turley, Emeritus Professor of Marketing at DCU 

Business School.  
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3.10.4 The Head of Academic Development  

To complement the work of the Director of Academic Affairs and Head of Quality Assurance, ICD 

recently (summer 2019) created the role of Head of Academic Development. The duties of the Head 

of Academic Development include:  

1. assisting the Director of Academic Affairs in coordinating the processes of programmatic review 

and (re)validation 

2. coordinating key committees (with the college Registrar) 

3. assisting in the mediation of student appeals 

4. chairing the programme development subcommittee 

5. Assisting with and/or coordinating any processes relating to matters of academic integrity 

and/or academic misconduct 

6. liaising with the Head of Quality Assurance, QQI and other external professional bodies (such as 

the ACCA) on matters related to programme development and quality assurance 

7.  overseeing the college’s implementation of the Moodle learning management system (and 

Urkund) and advising staff on technology-enhanced learning 

8. overseeing ICD’s review of its QA policies and assessment strategies 

9. assisting more generally with programme and policy development in support of ICD’s strategic 

goals.  

10. Monitoring and evaluating the use and effectiveness of plagiarism detection software and 

making recommendations to academic council on its use 

11. Reviewing the performance, content, and delivery of ICD’s mandatory non-credit bearing 

module on academic integrity  

12. Periodically reviewing the college’s plagiarism policy and making recommendations to academic 

council for its enhancement 

13. Advising staff members and programme directors on the use of educative responses to minor 

cases of plagiarism and academic misconduct 

14. Ensuring all staff are informed about quality assurance policies, programmes, and changes to 

programmes and the quality assurance policy 

 

The role is currently occupied by Dr. Jason Healy. The head of academic development is also an ex-

officio member of governing body, academic council (acting as its auxiliary chair), the programme 

development committee (acting as chair and secretary), and the board of examiners (acting as 

auxiliary chair). 



 

56 
 

3.10.5 The Head of Quality Assurance  

A newly created position at ICD Business School, the head of quality assurance is chiefly responsible 

for overseeing and developing quality assurance and enhancement at the college.  

 

The head of quality assurance sits on academic council and governing body. The role is currently 

occupied by Dr. Derek Dodd (formerly the college’s academic development officer).  

 

Their duties shall include: 

1. Managing the preparation and publication of quality assurance literature and documented 

policies and procedures. This requires, at least, publication of quality assurance policies on 

web pages (including ICD Moodle) for all staff (e.g. Moodle Document Store for Staff) and 

students (e.g. Moodle Document Store for Students) to access, and inclusion of key QA 

policy information in the student handbook 

2. Overseeing the college’s internal monitoring and evaluation and review of all annual reports 

3. Playing a key role in the college’s periodic internal audit and self-assessment processes   

4. Providing an induction on quality assurance systems to all members of staff 

5. Working in conjunction with the head of academic development, director of academic affairs, 

registrar, and programme teams to promote the development and enhancement of 

teaching, learning and assessment across the college  

6. Supporting the college in preparation for periodic review and engagement with accrediting 

bodies  

7. Liaising with other professional, statutory and regulatory bodies and ensuring the college’s 

compliance with all relevant obligations  

8. Producing an annual report for governing body on the governance and management of quality at 

ICD and making recommendations for their enhancement 

9. Ensuring information management systems are secure and sustainable and advising the 

Registrar regarding GDPR 
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3.10.6 The Student Representative Committee 

The student representative committee (SRC) provides representation for learners in the college’s key 

academic governance committee and encourages the student body to become active partners in the 

college’s overall governance and operation. They play a critical role in promoting the student voice 

at ICD Business School and in enhancing and assuring the quality of the college’s programmes, 

services, and learner supports.  

The committee is comprised of elected student representatives from each stage of each of the 

college’s programmes.  

 

 

Functions 

The student representative committee shall have the following responsibilities: 

1. To play an active role in the governance and quality assurance structures of the college  

2. To represent their peers’ opinions and interests and actively address issues that impact upon the 

quality of their experience at the college 

3. Gathering the collective views of the student body and conveying these accurately and 

impartially to the college  

4. To participate in, support, and promote initiatives aimed at soliciting feedback from learners and 

actively improving the student learning experience  

5. To represent the views and interests of the student body at academic council  

6. To feedback information to learners as appropriate  

7. To maintain contact and coordinate with fellow student representatives 

8. To advise the college and provide constructive feedback – from the learner’s perspective – on 

matters such as programme assessment strategies, learner workloads, programme 

development, the college’s learning environment, its tangible learning resources, pastoral 

supports and student services, academic governance, and general academic policies and 

regulations  

9. To liaise with programme directors, the head of academic development and the registrar to 

represent the student voice  

10. The request the addition of agenda items at programme board meetings, via programme 

directors  
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11. To provide representation for students who request representation as part of any processes 

relating to appeals, academic integrity/misconduct, general misconduct, complaints, or RPL 

applications or appeals 

12. To provide supports for students, as appropriate 

13. To continuously review student support infrastructure at ICD and to advise staff, management, 

and Academic Council on how student supports can be improved 

 

 

Meetings 

Members of the student representative committee are encouraged to convene at least one student 

representative caucus meeting per semester. SRC members (one per programme) shall also be 

elected by the SRC as elected SRC members who sit on the Academic Council (and meet Academic 

Council no less than once per year). 

 

 

Training and Induction  

Newly elected student representatives will be expected to attend training and information sessions 

convened by the college for their induction.  

The registrar is responsible for supporting students in relation to room-bookings and will provide an 

induction to the SCR in committee procedures and minute-taking, alongside the academic council 

secretary.  

 

 

Election of student representatives  

Any student can nominate themselves for a position on the student representative council. These 

are presently limited to one student per stage per programme, thought the college is open to 

learners proposing the creation of special representative positions (e.g. for mature learners).  
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Election of student representatives will normally be held every year to ensure every stage of every 

programme has an SRC representative. Ad-hoc elections will be held to fill any vacancies which may 

arise. More than SRC representative can be elected per stage per programme, at students’ discretion 

(e.g. to achieve gender balance).  

 

 

Current Voting Arrangements 

Elections to the SRC, for the moment, involve staff members (ordinarily a member of the 

management team, or administrative office, or a Programme Director, or Head of Academic 

Development) inviting students in the early weeks of the first semester of any academic year to 

make nominations to the SRC, which are then voted on by students. 

 

 

Possible future voting arrangements 

The Head of Academic Development and Head of Quality Assurance plan to consult with students on 

their appetite for an alternative voting system, which may occur as follows. However, we are going 

to allow students to decide on this, in the interest of student democracy. The proposal is that 

students will vote in an online ballot on the Moodle LMS using a single-transferable vote, indicating 

their choices numerically (1, 2 etc.)  in order of preference.  Vote counting will be overseen by the 

college registrar and a team of student volunteers (excluding candidates).  

 

Prior to voting, candidates will be encouraged to create posters to be placed in designated poster 

areas on campus (printed using college resources). They will also be asked to write a pitch or 

manifesto to be included in the Moodle-based voting system, and to be circulated to learners by 

email.  
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3.11 Policy on Policy  

 

Procedures for the Development of College Policy 

ICD’s two standing committees- Academic Council and Governing body – are responsible for the 

evaluation, approval and implementation of college policy. This policy is intended to guide members 

of the college committees engaged in the process of developing and amending policy. Any staff 

member(s) can initiate policy proposals, though they must be evaluated, discussed and adopted by 

one of the college’s two central committees.  

For the purpose of this policy: 

• ‘Policies’ are defined as purposive statements of guiding principles and standards designed 

to guide decision-making, operational procedures, and strategic action with the college.  

• ‘Policy owners’ are the staff members or units vested with the responsibility for 

implementing or amending college policies, preparing policy documents, and overseeing 

compliance and implementation.  

 

New Policy Development 

When a staff member or unit has identified a policy need – and after having proactively sought input 

from appropriate members of staff - they will be responsible for preparing an initial policy proposal 

using the college’s standard template.  Policy proposals will be drafted to provide a clear and concise 

policy statement, rationale, glossary of key terms, recommended policy owner, and policy scope. 

All college policy requires central institutional approval. For policy proposals to be considered by 

academic council or governing body, a completed policy proposal/amendment form must be 

submitted to the respective standing committee’s chair or secretary, who will consider adding the 

item to the relevant agenda.  After this, academic council or governing body will further evaluate: 

• the requirement/case for adopting any new policy proposal or amendment 

• the scope and practical implications for the college of any new policy implementation or 

substantive revisions to existing policies (including procedural, legal and regulatory, and 

cost and resource requirements) 

• a schedule for obtaining approval and recommendations for the further review and 

development of any policy proposal 
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The process and timescale for reviewing and approving draft policy proposals will vary depending on 

the nature, scope, and complexity of the policy. Upon approval of a new policy or amendment, the 

policy owner will work with the respective standing committee to develop a procedure for its 

implementation, to be published separately from the policy. Academic council and governing body 

shall also be responsible for updating the college’s QA framework and notifying/disseminating all 

new policy developments to the relevant internal and external stakeholders. 

 

 

Policy Review and Amendments  

Policy owners shall be responsible for the periodic review of each policy that falls under their remit 

and may, on occasion, be directed by academic council or governing body to draft a proposal to 

amend existing policy.  
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Policy Proposal/Amendment Form 

Proposer(s)  

 

 

Date   

Version  

Title  

 

 

FAO Academic council  Governing body  

Abstract Provide a concise statement summarising the proposed policy change.  

 

 

 

 

 

 

 

Background/ 

Rationale/ 

purpose 

i.e. the reason for the proposal, or the problem of conflict that it will address.  

 

 

 

 

 

 

 

Policy 

owner/roles 

& 

responsibilities  

 

 

 

Scope  Specify any implications of the proposed policy, including any anticipated operational 

or resource requirements. To which groups within the college shall the policy apply? 
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Definitions  Glossary of specialised terms. 

 

 

 

 

 

Supporting 

Documents/ 

Appendices  

List and describe any attached documentation. 

 

 

 

 

 

Signed  

 

 

 



 

Appendix 3.5.1: Risk Register ICD August 2019 

Area/Type Risk Probab 

-ility 

Conseq 

-uence 

Actions taken Primary 

responsibility 

Reporting to 

Business 

Continuity 

A risk exists if ICD Business School fails to properly plan for and 

manage growth and change. In particular the current business model 

and the delivery of programmes on-line/blended learning.  

5 5 ICD Business School is currently reviewing the 

delivery methods of its programmes. As of 

2019/2020 it is considering offering (in the future) 

Professional courses and Higher National Diplomas 

along with specific courses (Mandarin, Employment 

Law, Mediation courses) via a Blended/On-Line 

offering.  

Programme 

Directors; 

 

Head of Academic 

Development 

 

Academic Council 

Governing 

Body 

Financial 

Sustainability 

ICD Business School will celebrate 20 years of delivering third 

level education in Ireland, in 2020.  

ICD Business School is a profitable organisation that has 

consistently reinvested in its core business, especially personnel, 

both academic and administrative and has sufficient financial 

resources accumulated to invest.  

ICD has no borrowings of any kind and is currently in negotiations 

to purchase its own premises in Dublin City Centre.  

 ICD sets and monitors its Financial Budgets and Forecasts on a 

weekly basis and adjusts same as required. As a relatively small 

organisation (Turnover of approx. €2M) ICD has when required 

(Financial crash of 2010) been able to adapt to new financial 

landscapes and thrive. This at no cost financially or otherwise to the 

overall delivery of our courses to our learners.   

Pensions, meeting increased costs in payroll cost inflation and 

pension provision could create a financially unsustainable situation. 

1 4 ICD has accumulated funds that ensure stability in 

the short to medium term along with zero borrowings. 

ICD is currently negotiating the purchase of premises 

in Dublin City Centre. This purchase, if successful, 

will help considerably in continuing the financial 

sustainability of ICD well into the future. 

Good Financial Management over 20 years has 

resulted in the current healthy financial position, we 

would expect that the same strategies will be applied 

now and for the future.   

Management Team. 

Shareholders. 

Company 

Accountants. 

Davy’s Financial 

Advisors. 

Governing 

Body 

 

Shareholders 
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Area/Type Risk Probab 

-ility 

Conseq 

-uence 

Actions taken Primary 

responsibility 

Reporting to 

Government 

Policy 

/Political 

Landscape 

The current (August 2019) political landscape in The Republic of 

Ireland is stable. ICD Business School does not expect any 

legislation/decisions by an Irish Government to threaten in any 

major sense the current ability of ICD to deliver its courses, both to 

EU and Non-EU learners.  

 

However Macro events, in particular Brexit and the threat of a 

Global downturn could have a negative effect on International 

students coming to Ireland.      

5 3 ICD Business School has and continues to develop 

new courses of different types and length. These 

courses are aimed at a more vocational, national 

market, all EU based. 

Recently ICD has begun development of 

relationships with EU Business Schools to offer a 

semester abroad to EU learners. 

ICD is actively pursuing e-tender contracts on an 

ongoing basis. These strategies are to ensure that ICD 

is not over reliant on Non EU learners or indeed any 

particular group in future years.   

Management Team Governing 

Body 

 

Academic 

Council 

Health & 

Safety 

A risk of damage caused by fire, explosion, and or adverse weather 

conditions to Wicklow House 

1 4 ICD  has developed (with OMK Property 

Consultants) Safety Statements, Fire Risk 

Assessments, Training staff on Fire Safety. Fire 

Certification, 

 on site contractor training. CPR Training with AED 

in Wicklow House. 5 members of staff have received 

this training. 

OMK Property 

Consultants. 

 

Management Team 

 

All Staff 

Management 

Team. 

 

Governing 

Body 

 

Shareholders 

Human 

Resources 

Risk of loss of excellent staff (academic and administrative) due to 

employees only being offered an occasional/fixed term/temporary 

contract rather than a permanent contract  

1 3 In the past twelve months ICD Business School 

contracted E&F Collins Solicitors, to examine all 

employment contracts between staff and ICD and for 

E&F Collins to report to the Management Team their 

findings and recommendations. The full report was 

submitted to ICD in August of 2018 and ICD set 

about implementing the recommendations. This has 

resulted in more full-time contracts being offered to 

staff and will continue to be the case in the future.   

Management Team. 

 

 

E & F Collins, 

Solicitors. 

Governing 

Body 

 

 

Shareholders 
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Area/Type Risk Probab 

-ility 

Conseq 

-uence 

Actions taken Primary 

responsibility 

Reporting to 

Information 

Security/ 

Cyber 

security 

Risk of physical destruction of Wicklow House. Risk or damage to 

Comms. Room in Wicklow House. Risk of cyber threat, including 

what is referred to as (DDOS) distributed denial of service. 

Risk of back up services and risk to outsourced locations both 

physical and cloud.    

2 5 ICD Business School has recently engaged an IT 

consultant to advise on all areas of risk in relation to 

IT systems, records, data bases, service provision at 

Wicklow House. While it would be foolish to assume 

that the threat of cyber forces is low, by 

implementing the recommendations of the IT 

consultant, that all daily records are backed up and 

saved to  cloud , should ensure that if an attack occurs 

it would have minimal damage to ICD records   

Management Team 

(Registrar). 

 

Stakeholders/ 

Learners. 

Governing 

Body. 

 

Academic 

Council 

Poor Quality 

Management 

Information/ 

Data  

Failure of quality recording, collection and utilisation of our data or 

accuracy of our operating information. Failure to provide accurate 

and complete operational/student management information leading 

to a disruption of our student services (registration, student 

progression etc)  

2 4 As part of our GDPR responsibilities has a appointed 

an outside IT Consultant to oversee the upgrading of 

our data base system.  

 

The consultant along with our Registrar and Head of 

Quality Assurance have implemented major changes 

to the way we collect, correlate and disseminate data. 

Registrar 

 

Programme 

Directors 

 

Administration Staff 

 

Company 

Accountant 

 

IT Services 

 

Head of Quality 

Assurance 

Governing 

Body. 

 

Academic 

Council 
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Area/Type Risk Probab 

-ility 

Conseq 

-uence 

Actions taken Primary 

responsibility 

Reporting to 

Reputation The reputation of ICD is not at a level to deliver on the strategic 

plan (e.g. MBA). ICD develops links with an individual, institution, 

in Ireland or in another country, that may damage ICDs reputation. 

 

The perception of ICD as a small, young institution may affect our 

ability to attract, employ and retain certain staff, especially 

research- active staff.      

1 2 ICD has recently had reviewed its recruitment and 

retention process (E&F Collins, Solicitors). To this 

end it has offered more full-time contracts to staff. It 

has actively recruited specifically qualified 

individuals for posts such as Head of Quality 

Assurance and Head of Academic Development; both 

of these posts have been filled by individuals who are 

educated to Doctorate level in relevant disciplines.   

Management Team. 

 

 

 

 

 

Governing 

Body 

 

Academic 

Council 

Student 

Recruitment 

Failure to achieve our Budgetary student recruitment figures. 

Ability to recruit students to meet agreed growth targets and 

therefore the future of particular courses/programmes. 

There is a risk if the attractiveness to potential students affected by 

ongoing pressures of student life (cost and career outcomes) if 

Ireland becomes too expensive, part-time jobs are not available, 

Irish Educational institutions do not keep abreast of international 

changes (Digital/Media)    

2 3 ICD Business School has always operated a 

transparent system of recruitment regarding new 

students. All of our courses are recognised by the 

Statutory Body and also the Professional Bodies. This 

has allowed us to recruit learners onto programmes 

that as far as possible can be described as leading to 

full-time professional employment.  ICD continues to 

innovate with new programmes (Digital Business, 

Luxury Branding etc) to differentiate itself from other 

providers.  

Management Team. 

 

Recruitment Agents 

 

Learners (word of 

mouth) 

Governing 

Body 

 

Academic 

Council 
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Area/Type Risk Probab 

-ility 

Conseq 

-uence 

Actions taken Primary 

responsibility 

Reporting to 

Teaching and 

Delivery/QQI 

A risk exists to ICD Business School if it fails to ensure that all 

staff (academic/admin.) are fully trained and conversant with the 

Standards, Policies and Procedures of the accrediting/validating 

awarding body (QQI). Failure to achieve the standards set and 

expected as a QQI provider could result in loss of recognition by 

QQI for the purpose of the delivery of our Degree and Masters 

programmes.   

2 5 ICD Business School has actively engaged with QQI 

and its predecessors (HETAC, NCEA) in relation to 

Standards, Policies and Procedures required over 

many years in relation to the delivery of our Degree 

and Masters programmes.  

 

ICD continues to engage fully with the awarding 

body to ensure that it and all staff are fully aware of 

their responsibilities. To this end in the past 18 

months ICD Business School has recruited Dr. Derek 

Dodd and Dr. Jason Healy to develop with QQI, 

ICDs Standards, Policies and Procedures for now and 

the future.  

QQI 

 

Academic Council 

 

Head of Quality 

Assurance 

 

Head of Academic 

Development 

 

Programme 

Development 

Committee; 

Programme Boards 

(including 

Programme 

Directors and 

Lecturers) 

QQI 

 

Academic 

Council 

 

Director of 

Academic 

Affairs 

The Rating Scale of 1-5 above translates as the following: 5 = Severe downwards  
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