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3.1.3. At course Induction. 
3.1.4. During the course through Trainer observations and verbal communication between 

the learner and the Trainer 
3.1.5. Learners can request a one-to-one meeting with the Trainer/Tutor to discuss any 

aspect of the course including supports available at any time during the course. 
3.2. The Trainer will discuss the supports required with the learner and possible solutions 

that may best suit the learner and their needs.   
3.3. A Learner Handbook, which provides the learner with information on all aspects of the 

course and their course participation, will be emailed to each learner with confirmation 
of registration 

3.4. Learner packs will be given to each learner for each module. The pack consists of a 
Handout, Workbook, and a copy of the Assignment. The Trainer will discuss elements of 
each document throughout the duration of the module 

3.5. The Trainer/Tutor will make themselves available 30 minutes before and after each 
course day. Learners can be met one to one, in pairs or in small groups to discuss any 
challenges they may have. 

3.6. A class rep will be elected on commencement of the delivery of a QQI Level 5 Major 
Award. The class rep will act as a point of contact for all learners to bring an issue to the 
attention of the Trainer 

3.7. The Trainer will make all learners at QQI Level 5 aware that the organisation has a 
Counselling service that is available free of charge to employees 

3.8. Learners who are experiencing challenges in meeting assignment deadlines due to 
personal issues, sickness etc can apply to avail of the extension of submission of work 
through the L&D department via the deferral form 

 

4.  Assessment  
 

4.1. Where a learner has disclosed the need for additional supports during their course, 
additional accommodations will be made during assessment in agreement with the 
individual learner. 

4.2. The Trainer will offer the relevant accommodation which could include, but is not limited 
to, a reader, scribe, or additional time.  

4.3. Where a reader or scribe is used, no offer of assistance with content of the assessment 
can be given. 

4.4. Additional time will be allocated as 10 minutes per hour of the assessment 
 

 

5. Complaints/Feedback  
5.1. All learners will have the opportunity to provide feedback on the course through the end 








