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exceptional circumstances. 
3.1.6 Consideration will also be given to the multiannual nature of some such courses and the impact 

on budget over a number of years. 
3.1.7 Decisions regarding the provision of support will be made by the Head of Learning and 

Development in conjunction with the relevant Director of Service. 
 

3.2 Eligibility Criteria 
3.2.1 All employees, who have a minimum of 12 months continuous service, are eligible to apply for 

support for education under this policy. Employees who are on leave of absence or are absent 
on a long-term basis for any other reason, are not eligible to apply for funding under this policy 
until such time as they return to work.  

3.2.2 Support for further education will only be approved for courses deemed directly relevant to an 
employee's role as described at appendix A. 

3.2.3 Community employment (CE) participants employed under CE schemes funded by the 
Department of Social protection (DSP) are not covered by this policy. Separate funding through 
the DSP is available for these staff. For further information on training and development 
opportunities, CE participants should contact their CE supervisor. 

3.2.4 Under this policy, support further education may cover up to a maximum of 50% of the course 
fees only (course fees will include course, registration, and exam fees). Books, travel, parking, 
accommodation, or any other charges will be excluded from this payment. 

3.2.5 In circumstances where IWA identifies a course necessary for the individuals continued 
professional development or to meet the needs of the business and the organisation, IWA will 
cover the cost of such a course in full. 

 

3.3 Fees 
3.3.1 In agreement with a successful employee, IWA may appear the full course fee to the 

college/institution and agree a deduction from salary for the employee’s percentage of the fees 
over an agreed timeframe which should not exceed the academic year. 

3.3.2 It is at the discretion of the Head of Learning and Development what percentage (if any) of the 
course fees will be paid. 

3.3.3 It should be noted that the payment of support for further education may be considered as 
taxable income if the course is not considered directly relevant to an employee's role. The 
employee will be responsible for any tax liability arising from the receipt of same. Tax relief is 
available on amounts paid by an employee towards the cost of further education where the 
course is approved by the Revenue Commissioners for such relief. 

 

3.4  Procedure  
3.4.1 The employee should initially discuss the course with their line manager and agree its relevance to 

the role and the impact if any on their duties in IWA. The employee should fully complete a support 
for further education application form to include details of the course, time off required, statement 
of how the course will enhance their ability to carry out their role or develop their career within the 
organisation. 

3.4.2 Details of the course, i.e., course outline or prospectus, should be attached to this application form. 
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3.4.3 The completed application form should be sent to the employee’s line manager who will complete 
the manager section of the application outlining the benefit to the individual and the organisation 
and complete sign off and onward submission. 

3.4.4 The line manager should forward the application form to Learning and Development in Clontarf for 
processing and consideration. 
 

Successful application for support for further education 
3.4.5   Learning and Development will issue the successful applicant with a confirmation letter outlining 

the details of the support for further education that will be provided. 
3.4.6 The successful applicant is responsible for making the application to the college/institution for the 

approved course.  
3.4.7 When an employee commences their course, a letter of undertaking/salary deduction agreement 

will be sent to the employee (See appendix C). Any payment made under the IWA support for 
further policy is subject to the employee signing a letter of undertaking. A signed copy of this letter 
should be returned to Learning and Development. No payment would be made unless the signed 
letter of undertaking has been received by Learning and Development in Clontarf. 

3.4.8 If for any reason the employee does not commence their course, or they defer their course they 
must inform Learning & Development immediately as payment may still be made to the 
college/training institution. 

3.4.9 On completion and receipt of certification for the course, the employee is required to send in a 
copy of their certificate and transcript to Learning and Development for recording on the HR 
system. 
 

Unsuccessful applications for support for further education 
3.4.10 Should an application for support further education be unsuccessful, the employee will be notified 

in writing. 
3.4.11 The employee may appeal the decision to the Director of People and Development.  
3.4.12 The appeal must be made in writing and must be within two weeks of the issue of the letter of 

unsuccessful application.  
3.4.13 Appeals would be considered within 10 working days of receipt of the appeal and the employee will 

be informed of the outcome within a further five working days. 
3.4.14 The outcome of the appeal will be final. 

 
Payment of support for their education fees 
3.4.15 IWA, in agreement with the employee, will pay the full cost of the fees directly to the 

college/institution on receipt of an official invoice. 
3.4.16 Learning and Development will agree with the successful applicant arrangements for payment for 

their contribution for the course.  
3.4.17 The employee contribution towards the cost of the course may be deducted from the successful 

applicant salary over an agreed timeframe not exceeding the academic year. 
3.4.18 An invoice should be issued from the college/training institution to Learning and Development for 

internal processing and payment.  
3.4.19 If a deposit is required to secure the place, the applicant must inform Learning & Development and 

supply a copy of the receipt. The successful applicant can claim the online deposit on their 
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expenses. 
3.4.20 Should an employee defer their course or part of their course, the employee will be responsible for 

any deferral fees associated with this action. 
3.4.21 Should an employee withdraw from a course before the course is completed, the employee is 

required to inform Learning & Development immediately. The employee will be required to refund 
the fees paid by IWA on their behalf. 

3.4.22 Where an employee has a legitimate reason for not completing the course, and where deferral is 
not an option, the individual has the right to set out in writing to the Director of People and 
Development the reasons why a refund of the course fees should not apply. 
 

Study Leave 
3.4.23 Study leave must be agreed with the Line Manager. The following is a guide on what study leave 

could be considered; 
 

➢ Courses up to QQI Level 6 Major 
Award 

➢ Up to a max of 3 days per 
academic year 

➢ Courses at degree level (Level 7 
and above) 

➢ Up to max of 5 days per academic 
year 

 
3.4.24 Study leave will only be granted to those undertaking a course of study for which the association is 

providing support for further education. 
3.4.25 Any further study leave required must be unpaid or taken from the employee’s annual leave 

entitlement. 
 

Exam Leave 
3.4.26 Exam leave will be granted for the duration of exams, i.e., the actual length of the exam. With the 

exception of the duration of the exam and travel time, an employee will be expected to work 
normal hours on that day. 

 
 
3.5 Conditions Of Support for Further Education 
3.5.1 Resignation 

It is a condition of support for further education that an employee must remain in the employment 
of IWA one year for each year that support for further education is provided after the course has 
been completed in full e.g.: if a person completes a two-year course, they must remain with the 
Association for a further two years after successful completion of the course.  

 
Should an employee who is receiving, or has received, support for further education leave the 
employment of the Association within this timeframe, the employee will be required to reimburse 
the IWA for any support for further education which they have received in accordance with the terms 
of the letter of undertaking.  In addition, any monies due to be reimbursed shall be withheld.  

 
3.5.2 IWA Duties 

An employee’s duties will take precedence over course demands.  Any request for release from duties 
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IWA  
o Follow up with the employee to check on progress and completion as part of the performance 

development process 

 

Learning and Development role to 

o Send out a call for applications 
o Process applications fairly and in line with the policy   
o Follow up on all outstanding certificates and payments 

. 

 Individual Responsibility to 

All IWA employees and volunteers have a role and individual responsibility to:  
o Discuss their application with their line manager and receive approval before making an 

application 
o Abide by the conditions set out in the policy 
o Send their completed certificate to the Learning & Development Department on successful 

completion 

 

 
6 Frequency of Review 

This policy will be reviewed every two years and in line with IWA document control standards. 
 

7 Implementation Plan 
IWA will take all reasonable steps to ensure that all individuals impacted by this policy are made aware 
of same. This policy is communicated through: 
 

Staff intranet  Team meeting agenda   Accessible formats ☐ 

Email notifications  
 

Information session for staff 

and volunteers ☐ 

Information session for people 
availing of our services and 

supports ☐ 

Staff Guides  On -line training session 

facilitated in IWA Develop ☐ 
Service Guides ☐ 

Other ☐     please outline  
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Appendix A: Qualifications Framework 
 

Job Title Suggested 
Qualification for 

role 

Possible Courses Available 
 

(QQI was formerly known as FETAC) 

Administrator  Level 5 or higher QQI Office Administration 5M1997 
QQI Business Studies 5M2102 
QQI Community Health Services 5M4468 with admin/ IT modules 
QQI Health Services Skills 5M3782 with admin or IT modules 
Or other relevant qualification at Level 5 or above 

Personal 
Assistant 
 
 
 

Level 5 or higher QQI Community Health Services 5M4468 
QQI Healthcare Support 5M439 
QQI Health Services Skills 5M3782 
QQI Community Care 5M2768 
Or other relevant qualification at Level 5 or above 

Programme 
Assistant 
 
 
 

Level 5 or higher QQI Community Health Services 5M4468 
QQI Healthcare Support 5M4339 
QQI Health Services Skills 5M3782 
QQI Community Care 5M2768 
Or other relevant qualification at Level 5 or above 

ALS Scheduling 
Officer  

Level 6 or higher 
 

BA in Social Care 
QQI Supervisory Management Skills 6M4978 
Or other relevant qualification at Level 6 or above 

ALS Service 
Support Officer 
 

Level 6 or higher 
 

BA in Social Care 
QQI Supervisory Management Skills 6M4978 
Or other relevant qualification at Level 6 or above 

ROC Service 
Support Officer 

 

Level 6 or higher 
 

BA in Social Care 
QQI Supervisory Management Skills 6M4978 
Or other relevant qualification at Level 6 or above 

ALS Coordinator Level 7/8 or 
higher  
 
 
 

B.Sc. in Nursing 
BA in Occupational Therapy 
BA in Management Practice 
BA in Enterprise and Community Development 
BA in Health Service Management 
Or other relevant qualification at Level 7 or above 

ROC Coordinator  
 

Level 7/8 or 
higher 
 
 
 
 

B.Sc. in Nursing 
BA in Occupational Therapy 
BA in Management Practice 
BA in Enterprise and Community Development 
BA in Health Service Management 
Or other relevant qualification at Level 7 or above 

Service Manager  Level 8 or higher BA in Management Practice 
BA in Management 
BA in Business, Social Enterprise, Leadership and Management 
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BA in Health Service Management 
Or other relevant qualification at Level 8 or above 

Area/Regional 
Manager 
 

Level 9 or higher 
 
 
 
 

MA in Management for the Non-Profit Sector 
MA in Leadership and Management for the Community and 
Public Sector 
MA in Voluntary and Community Sector Management 
MA in Health Services Management 
Or other relevant qualification at Level 9 

Departmental 
Managers (e.g., 
Finance, IT, HR, 
Training) 

Level 7/8 or 
higher 

BA in a relevant discipline to the department being managed 
AND Relevant accredited Management qualification or 
experience 

National Leads 
(Specialist areas) 

Level 8 or higher BA in a relevant discipline to the Specialist area 

 
 
 
 




