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Purpose

1. These operational guidelines are for Vocational Education Committee (VEC) staff
managing, administering and delivering VTOS which is funded by the Department of
Education and Skills.

2. Any queries in relation to these guidelines or VTOS should be addressed to :

Further Education Section
Department of Education and Skills
Cornamaddy

Athlone

Co. Westmeath

Tel: 0906484262

Email: info@education.gov.ie

Scope of VTOS

3. VTOS works out of an adult education approach where the centrality of the learner and
his/her learning needs and goals are paramount. In VTOS core centre learners receive a
personalised service whereby the learning experiences on offer are tailored as far as
possible to their education levels on entry, their education needs and their progression
goals. In core VTOS centres courses may comprise a wide range of general education and
vocational designations including communications, mathematics, languages, business, ICT,
childcare, community care, art, craft and design.

4. Where VTOS is delivered in dispersed mode the learner is predominantly engaged as part
of the general student body in a Post Leaving Certificate (PLC) course and has access to all
the vocational designations of PLC courses.

5. The leamner’s learning journey is supported by VTOS personnel, his/her fellow learners and
the guidance service provided by the Adult Education Guidance Initiative (AEGI).

6.  Courses on offer under the VTOS umbrella should be delivered between Level 3 and
Level 6 on the National Framework of Qualifications (NFQ) and/or subjects in the
Junior or Leaving Certificate programmes.

Aim and Objectives of VTOS
7. The aim of VTOS is to provide learners with a spectrum of education-led, vocationally-
oriented and progression-focused learning opportunities which will:

o raise general education levels

o give access to national qualifications and

e provide progression opportunities to employment and/or further and/or higher
education and training leading to employment.

8. The objectives of VTOS are to:
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» provide individuals aged 21 years and over with the education and skills needed to gain
employment or progress to further and/or higher education and training leading to
employment

e to address a structural issue in the labour market whereby a significant proportion of
long-term unemployed people have left school before completion of upper secondary
education or have had no schooling beyond primary level.

Management Structure

9.

10.

1.

The Chief Executive Officer (CEO) has overall responsibility for all VEC activities
including VTOS. The CEO may delegate the management of VTOS to the Adult Education
Officer (AEO) as part of an integrated Adult and Further Education Service which may also
include Adult Literacy and Community Education (ALCES), Back to Education Initiative
(BTEI), Intensive Tuition in Adult Basic Education (ITABE), Family Literacy, Skills for
Work, PLC, Youthreach, the Adult Education Guidance Initiative, or the Prison Education
Service.

Where core VTOS is delivered in a school the VTOS co-ordinator’s line manager will be the
Principal of the school where the VTOS co-ordinator is located. Clarity about the VTOS co-
ordinator’s reporting structure is essential to good governance of the VTOS programme within
a VEC.!

Each VEC should establish either a Board of Management (BOM) or a VEC sub-committee
with responsibility for the VTOS provision under its remit. The constitution of such boards or
committees is a matter for individual VECs. Where a BOM is established, it is recommended
that, as provided for in Section 21 of the 1930 of the Vocational Education Act, it be
established as a statutory sub-committee of the VEC. Where a number of centres exist ina
VEC area, it will be open to the Committee to establish a composite board in place of
individual boards or to delegate this function to its Adult Education Board. Inter alia, such
Boards/sub-committees will

J be responsible for the general operation of the centres DES policies, including these
operational guidelines, the funding available and relevant VEC policies.

° support the development in the centre of a high quality programme.

® be responsible for the development of strategies to promote the image and role of the
centre in the local community and

J advise the CEO with regard to such other matters as arise, for example, appeals
against termination, etc.

Financial Management

12.

Funding for VTOS is allocated to VECs by the Department on an annual calendar year
basis.

' See circular letter 45/99
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14.

15

Operational Guidelines
Vocational Training Opportunities Scheme (VTOS)

Accounting under the National Development Plan requires that providers of VTOS
maintain adequate and separate records for programmes and learners. The VTOS co-
ordinator shall notify all changes to the VEC Head Office on a weekly basis in the agreed
format and a control sheet (Form VTOS 12) shall be submitted as part of this process. A
control record (Form V'TOS 10) shall be maintained to verify accuracy of input/output of
computer records. This record shall include control over number and amounts. Head office
will be responsible for co-ordinating returns from each centre.

The Co-ordinator should maintain statistical information to meet the data requirements of
the returns required by the Department (periodic financial returns, final financial retumns,
staffing retums and annual surveys of learners) in order to facilitate the prompt and
accurate completion of the returns. All returns should be submitted in the prescribed
format, within deadlines and procedures notified by the Department of Education and
Skills. Any changes in the information required in the returns will be notified to VECs in
advance of the collection date.

The VTOS allocation is to be used to meet the costs of tuition and administration (pay
costs), costs of learner allowances and other non-pay costs, as set out below.

Pay Budget

16.

17.

In core mode, the pay budget is based on an allocation of 1,290 hours for every 20
approved VTOS places and pro rata and may be used to meet the costs of VTOS Co-
Ordinators, Assistant Co-Ordinators and staff delivering tuition. In dispersed mode, VTOS
learners are counted as PLC enrolments for PLC staffing purposes. Funding will be
provided for actual hours delivered or sanctioned hours, whichever is the lesser.

In core VTOS, the costs of administration, including the pay of administration staff, must
not exceed 15% of the pay budget. In dispersed VTOS, an allocation of €227.28 per
approved place is made for this purpose.

Non-Pay Budget

18.

19.

20.

Non-pay allocations will be made based on the number of approved VTOS places, or
enrolments, whichever is the lesser. The non-pay allocation may be used for rent, light,
heat, ancillary services, etc., as well as for learners supports, such as contributions towards
purchasing, renting, borrowing and/or copying course books and materials or examination
fees or assistive technology.

In core VTOS, the non-pay allocation is €21,740 for every 20 approved VTOS places and
pro rata. In dispersed VTOS, the non-pay allocation is €715 per approved place. Where
VTOS is delivered alongside or in the same accommodation/building as other education or
further education provision, VECs should apportion these costs appropriately.

In certain exceptional circumstances, the Department may be in a position to make a
supplementary grant to meet rental costs. Where such a grant is made, €2,540 of the non-
pay allocation for every 20 approved VTOS places must be allocated to contribute to the
cost of rent. VECs must apply for this grant.
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Staffing Structure

21.

22,

23.

24,

25.

26.

All core VTOS centres are managed by a VTOS Co-ordinator and depending on numbers
in the centre it may also have an Assistant Co-ordinator. VTOS Co-Ordinator duties are set
out in Circular 44/1999 and include:

® the overall running of the leaming programme, including planning, development,
implementation, monitoring and evaluation

® the overall running of the centre, including health and safety requirements and the
overall maintenance of resources and the building itself

o the supervision and well-being of learners, including recruitment, induction, provision of
appropriate learning opportunities, assessment, qualifications and progression

. the supervision and well-being of personnel, including allocation of teaching and other
duties, supervision of work, appraisal and continuing professional development,

. reporting to the line manager on the running of the programme and centre and

. making routine and other returns to the VEC Head Office, including returns required by
DES.

The allocation of 1,290 hours facilitates provision of

specific curriculum to address specific student needs;
small-group tuition;

learning supports; and

organising and supervising work experience.

From within the overall allocation of 1,290 hours, 40 hours per group of 20 may be
allocated for project work/work experience and up to 30 hours per group of 20 may be
allocated for recruitment of new groups.

Each centre must be open for 30 hours over 5 days each week. For delivering VTOS,
centres may operate a maximum of a 43 week academic year including Christmas, mid-
term and Easter holidays, commencing no earlier than the first week of September and
concluding no later than the last week in June. Where VECs intend to operate beyond the
academic year which will necessitate the payment of honoraria to staff they must apply in
advance to the Department for written sanction to pay the honoraria. Honoraria may not be
paid without written sanction from the Department. Centres should not remain open when
classes or examinations are not taking place.

The VTOS co-ordinator shall set and review timetables on a weekly basis in accordance
with this requirement and in the context of approved courses and the staffing allocation in
each centre.

Time devoted by the co-ordinator and, where applicable, the assistant co-ordinator to co-
ordination duties constitute additional hours to the staffing allocation.
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27.  Substitution costs may be incurred as per CL 36/2007. Teachers’ qualifications must
comply with the regulations laid down in Memo V7 or CL 32/92. The provisions of
Circular 22/2009 and 23/2009 on public sector appointments must be adhered to.

Management Policies in VTOS centres
28.  Centres, under the management of VECs, should have policies in respect of Health and Safety,
Child Protection, IT Usage, Bullying in addition to an Appeals/Grievance Procedure.

29.  All relevant health and safety requirements must be adhered to and VTOS centres must have
an up-to-date safety statement. In addition, safety procedures must be in place and all
necessary steps must be taken to ensure that staff and learners are familiar with such
procedures.

30. A generic policy model of best practice for each of the policy requirements should be
agreed by and implemented across all VECs.

31.  Equality legislation must be complied with. Every effort should be made to provide equally
for the needs of all learners in terms of teaching methodologies, programme content and
delivery, to avoid stereotyping in subject choice and encourage non-traditional options.
Provision should be made in an inclusive environment where diversity is welcomed and
catered for, and complies with equality legislation.

Target Groups

32.  Priority for entry should be given to individuals who have less than a Level 5 qualification
and who will benefit the most in terms of progression to employment or further education,
higher education and training. Within the cohort of unemployed people and in the context
of the current high levels of unemployment the following four areas have been identified as
a priority:

the low skilled

the long term unemployed,

Under 35s

Those formerly employed in declining sectors - construction, retail and
manufacturing sectors

VTOS Eligibility

33. Al VTOS participants must be at least 21 years of age on the date of commencement of the
course and must be available to participate full-time. See Appendix 1 for eligibility and
relevant clarifications. All VTOS participants must be at least 6 months unemployed on the
date of commencement of the course.

Application process
34.  Applicants are required to complete a ¥'7TOS / application form. (All forms are attached to
these operational guidelines.) This must be date stamped on receipt in relevant offices. The
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application must be assessed by two persons nominated by the AEO of the VEC who may
himsel{/herself be one of the two persons.

35. Eligible applicants should be called for interview, which shall be conducted by two
persons. The VEC may deem it appropriate to devise formal assessment systems to assist in
the selection process and to ensure that learners are allocated to the most appropriate
course.

36. The interview process will determine acceptance to the scheme. All applicants must be
notified in writing by the VTOS co-ordinator of the outcome of their application.
Successful candidates shall be informed of the date of course commencement and start date
of payment. (Form V'TOS 2).

37. Before/on entry to a VTOS course learners must complete the Paypath Mandate /
Certificate of Indemnity (Form V'TOS 3)

38. The co-ordinator must give written confirmation to the VEC payment section of the course
commencement date with a set-up sheet (Form VTOS 5) and must notify the DSP of the
date the VEC commences payment. (Form VTOS 6)

39. On entry to a VTOS course a learner should be asked to enter into an agreement to be
signed by the co-ordinator and the learner which will ensure appropriate and fair treatment
of all learners, tutors/teachers, management and support staff.

40.  This agreement should particularly refer to:

. attendance
o participation requirements
. assignment and other work requirements
. health and safety
® IT policy
. bullying policy
® other issues decided on by the VEC
o grievance/appeals procedure and
o child protection policy
Attendance
41. Subject to the general terms and conditions around the VTOS year, learners may be

permitted to commence a VTOS course after the actual start date if that person was eligible
to participate at the original commencement date of the course and it will not impede their
or the group’s progress. VECs must maintain records of attendance (Form VTOS 7).
VTOS co-ordinators should make arrangements to receive certified attendance records in
respect of learners participating in dispersed VTOS. Attendance records should be
reviewed weekly and appropriate action taken in the case of unauthorised absences. Where
a learner is leaving a course (early), co-ordinators should inform the local welfare office
(Form V'TOS 9) with copies of letters kept on the individual’s file,
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43.

44,

45.
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VTOS is available for a maximum of two years. Learners continuing from Year | to Year
2 may continue to receive a VTOS payment during the summer break but on completing
Year 2, such payments cease on the day of completion.

Minimum attendance required in order to maintain eligibility for participation in the VTOS
course is at least 80% of course time each week.

VTOS participants are entitled to a training allowance and meal allowances. Depending on
the distance travelled to the course, they may be eligible for a travel allowance and
depending on the length of time they have been unemployed, they may be entitled to a
weekly training bonus. The rates of such allowances are set down by the Department..
VTOS participants are also eligible for childcare support under the Childcare Education and
Training Support (CETS) scheme. Details on the availability of support under CETS is
available from the local Childcare Committee.

In the case of unapproved absences in excess of one week, the co-ordinator should inform
the learner in writing (Form V70OS 8) that unless they contact the VEC with a suitable
explanation, their place is forfeit and allowances payments will cease. If such an absence
continues, the co-ordinator should cease payment, inform the learner their place is forfeit
and notify the local Department of Social Protection office accordingly.

Authorised Leave

46.

47.

48.

49.

50.

S1.

Where learners avail of sick/maternity leave for more than 6 weeks, they will be retumned to
their original welfare payment. Such learners are entitled to return to the VTOS course or
similar course when their sick/matemity leave is concluded.

Learners are entitled to claim up to three days leave during the academic year in respect of
medical and dental appointments. Explanatory letters with proof of appointment from
learners must be filed and available for inspection.

Learners are entitled to claim up to 7 days certified sick leave during each academic year.
A doctor’s certificate is required in respect of all sick leave absences of 3 or more days. .

Learners are entitled to claim up to 3 days uncertified sick leave during each academic year.
Written explanations are required in respect of all such sick leave absences.

Learners are entitled to up to 3 days bereavement leave during each academic year (mother,
father, sibling, child, grand parent) or 1 day in respect of funerals for other relatives/friends,
at the discretion of the Co-Ordinator. Further such leave may also be granted, at the
discretion of the Co-Ordinator.

No training bonus, meal allowance or travel allowance payment will be made in respect of
any absence.

Forfeiture of VTOS places
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If learners are ineligible or become ineligible, have unapproved absences as set out under
attendance or have breached the learner ‘contract’, participation may be terminated by the
Co-Ordinator and their line manager. Learners may appeal any such decisions in line with
VEC grievance/appeals procedures.

Integrated Service Approach

53.

34,

35

56.

ST

58.

There should be specific policies in place at VEC management level to promote an
integrated service approach with regard to all further and adult education programmes, as
this will ensure a focus on strategic planning and avoid duplication. Single programmes of
adult learning for geographical areas within the VEC should be developed.

The AEO should ensure that a comprehensive plan is in place to ensure that further and
adult education services work co-operatively together on an intra-agency basis. This plan
should be developed and agreed with the CEO and relevant members of the VEC senior
management team and the AEO should report to the CEO on its implementation on a
regular basis. The foundation of such an integrated approach includes communication,
information sharing and joint planning and reporting and a formal forum for this should be
established.

An integrated service model depends on more than ‘regular meetings’. Examples of
features of such an integrated model include a common applications processes, joint
assessment of enrolments by coordinators, common database, pre-course placement
sessions, operational planning meetings, joint brochures and publicity, cross programme
tutor packs, generic course descriptions, and outreach meetings.

VTOS staff (in collaboration with other VEC personnel) should participate in networks and
partnerships with other local organisations including key community and voluntary
interests, employers, employment services and relevant state agencies.

VTOS staff under the direction of the CEQ/AEO should make sure that there is appropriate
liaison with local and regional welfare offices to ensure the referral of unemployed people
to VTOS in accordance with Circular 76/2011 - Interim Protocol to enable referral of
unemployed people to Further Education programmes funded by the Department of
Education and Skills.

Publicity and awareness raising promotional work should take place in the broader context
of the single programme for adult learning established for specific geographical areas
within each VEC. Such an approach will ensure that adult learners are directed to the
service that best suits their needs.

Integration of Literacy into other Adult Education Programmes

39,

The integration of literacy into broader adult and further education programmes has been
stressed in a number of recent policy documents at both Irish and EU/International levels,
including the Programme for Government. These reports include the new Common
Awards System published by FETAC, the Expert Group on Future Skills Needs and the
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OECD'’s review of VET in Ireland. The integration of literacy and numeracy is also
supported by the European Framework of Key Competences.

VTOS staff should collaborate with other programmes and support processes in the context
of an integrated service approach as set out above, to develop programmes that incorporate
literacy, numeracy, ICT and learning to learn. Limited provision may be made for
literacy/ESOL support for learners in small groups/one-to-one settings but this should be
done in collaboration with the adult literacy and/or BTEI programmes. .

Adult Education Guidance

61.

62.

Guidance should be a key aspect of VTOS and should be available at all stages including
pre-entry stage and pre exit on an integrated basis. The Adult Educational Guidance Service
(AEGS) provides personal, educational and vocational guidance which supports learners to
make informed decisions about course choice and certification if required, progression
plans, recognition of prior learning etc. AEGS provides on-going guidance which also
supports the learner’s motivation to continue with a programme, especially where previous
educational experiences may have been negative. The role of VTOS staff in the delivery of
frontline guidance is an essential one and can be supported by the AEGS.

It is essential that a communications protocol is in place between VTOS and the Adult
Education Guidance Service. The VTOS and AEG Co-ordinators should put in place an
annual plan for the provision of adult education guidance to adult learners engaging in the
VTOS (example: Local Area plans drawn up between AEGS and ALO under ITABE could
inform this protocol) and this should be communicated to the VTOS team. In-service
training for VTOS staff should include guidance awareness training in consultation with the
AEGS. Information on adult education and both one-to-one and group guidance should be
provided to learners as appropriate. Particular consideration should be given to promoting
progression options.

Progression

63.

64.

65.

Progression within and from VTOS should be promoted and developed. It should be
primarily managed by VTOS staff with input from the AEGS. Development,
implementation and review of programme plans in combination with formative assessment
are essential in the management of progression within VTOS.

VTOS centres are obliged to support learners to progress to employment or to further
education, higher education and training.

Such support may take some or all of the following forms:

. information and guidance on progression opportunities from early on in the VTOS

course

° close links with local employers and education and training institutions

. the provision of courses and qualifications relevant to the local labour market
situation

o work experience in potential employment areas

10
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visits to further and/or higher education and training institutions

presentations by visitors and/or former learers on progression opportunities

CV and letter of application preparation

‘mock’ interviews

assistance with applications to further and/or higher education and training
institutions and

. progression coaching and mentoring.

Child Protection Issues

66. VTOS staff, as with all other staff employed in the VEC sector, must be Garda vetted.
Staff may commence work once they have signed the declaration and the vetting
application has been submitted to the appropriate Authority. It is the responsibility of the
VEC to ensure that all advertising of posts, hiring of staff and contracts offered are in line
with regulations and requirements laid down from time to time by the Minister for
Education and Skills.

67. Garda vetting of learners may be required in certain circumstances, e.g. where learners may be
engaged in child care work experience. The onus is on the VEC to ensure that any such
requirements are adhered to.

Reporting Requirements

68. The CEO should sign off on the VTOS statistical and expenditure returns which are
required by the Department.

11
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Appendix 1
Eligibility for VTOS

Applicants must be in receipt of one of these qualifying payments immediately before starting
the scheme:

Jobseekers Benefit/Assistance

One-Parent Family Payment

Invalidity Pension

Disability Allowance/Illness Benefit

Farm Assist

OR:

Be signing for credits;

Be a dependent spouse of an eligible person

Applicants must have been in the above situation and/or must have been engaged in a FAS
Training Course, Community Employment Scheme, FAS Job Initiative, Youthreach
Programme, Carer’s Allowance or time in prison for at least 6 months (156 days).

or

Applicants must be in receipt of one of these payments immediately before starting the scheme:
Blind Person’s Pension

Deserted Wife’s Allowance/Benefit

Widow(er) Contributory/Non-Contributory Pension

Prisoner’s Wife’s Allowance

Applicants must satisfy DSP that they have not been engaged in paid work for at least 6 months
(156 days)

Clarifications to these terms and conditions

. Individuals in receipt of Jobseeker’s Assistance may accumulate the 156 days qualifying
period within a period of 52 weeks. Jobseeker’s Benefit may not be broken for more than
13 weeks. VECs should confirm such details with the local welfare office.

o Where an applicant is in receipt of a qualifying payment, time in receipt of Carer's
Allowance may be counted towards the 156 day requirement but those in receipt of Carer’s
Allowance are not eligible.

. Time spent in receipt of the Back to Work Allowance may not be counted for the 156 days
requirement but VECs should clarify the position in relation to such people with the local
welfare office.

. Ifa person is granted a relevant payment that is backdated, this time period may be counted
towards the 156 days.

. VECs should ask potential participants who are in receipt of Disability Benefit to check
with their local welfare office in relation to possible implications for the continuation or
reduction of that payment. The VEC has no responsibility should payments cease but the
person may continue the course at their own expense.

12
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In relation to asylum seekers and refugees - please refer to DES letter of 27 September
2001 issued to VECs. Time spent in receipt of a welfare payment in another EU country
may be counted towards the required 156 days qualifying period but not for the weekly
training bonus. In addition, people basing a claim to eligibility to participate in VTOS on
this basis may only participate if the course is not otherwise fully subscribed.

If otherwise eligible, a person in receipt of statutory redundancy but not in receipt of a
qualifying payment for the required period may participate in a VTOS course after being
made redundant. It is a matter for each VEC to determine on a case-by-case basis whether
a place is available to accommodate such a potential learner within the VEC’s existing
annual VTOS place allocation. Where an individual in receipt of statutory redundancy has
been disallowed a welfare payment for a certain period, that person may enrol on a VTOS
course, if otherwise eligible, but will not be eligible for a VTOS training allowance until
the ‘disallowed’ period has ended. The person must confirm their eligibility for VTOS
with the local Department of Social Protection office and supply the VEC with that
confirmation, which should be retained by the VEC as part of the person’s records,
including any changes to that person’s status. The statutory redundancy form should be
attached to the VTOS B1 form and presented to the VTOS co-ordinator.

13
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Appendix 2
Training allowances

® Those in receipt of Jobseeker’s Allowance or Jobseeker’s Benefit receive a training
allowance from the VEC, in lieu of their social protection entitlement, to the maximum rate
of the particular social protection payment and retain their secondary benefits. Qualified
adult and dependent children payments are subject to the usual DSP rules. In some cases, a
learner’s rent allowance may be affected. Learners should contact the HSE for further
clarification.

. If a learner is in receipt of an allowance for a dependent child who reaches 18 years of age
during the course s/he continues to receive their original payment for the duration of the
course.

. If a learner’s social protection status changes during the course, €.g. becoming a lone parent
or disabled, s/he continues to receive his/her original payment for the duration of the
course. This is also the case where a learner is on a reduced rate of unemployment benefit,
once it is their principal social protection payment.

J Where a learner is in receipt of Jobseeker’s Benefit on entering the course, s/he retains
his/her training allowance for the duration of the course, irrespective of when his/her
entitlement to Jobseeker’s Benefit would have ended had s/he remained on the Live
Register.

® Where a learner is in receipt of Jobseeker’s Benefit and attends a VTOS course for no more
than one year, s/he is entitled to the balance of his/her Jobseeker’s Benefit when s/he leaves
VTOS once s/he makes his/her repeat claim to DSP within 13 weeks of his/her final VTOS
payment.

® Where a learner is in receipt of Jobseekers Benefit and attends a VTOS course for more
than one year s/he is not entitled to the balance of his/her Jobseeker’s Benefit when s/he
leaves VTOS. VECs must inform applicants of this before they enrol on courses.

o Those in receipt of other eligible payments continue to receive their payment from DSP.
Learners in receipt of One-Parent Family Payment also in receipt of half-rate Jobseeker’s
Benefit will continue to receive the latter payment from DSP for the remaining balance of
390 days.

o Those in receipt of a qualifying payment® for 312 days prior to course commencement
receive a training bonus from the VEC of €20.00 per week, eligible social protection
payments can be combined for this purpose once they are consecutive before course
commencement,

*  Those signing for credits and dependent spouses are not eligible for the above payments.

Other allowances
Participants may also be entitled to meal, travel and/or accommodation allowances.

Meal per day: €0.80
Travel per week: 3 - 5 miles €4.60; 5S— 10 miles €1 1.90; 10— 20 miles €17.60;
20— 30 miles €21.60; 30 — 40 miles €27.70; 40 — 50 miles €32.60.

14
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Accommodation: Maximum rate payable €69.90 per week

Travel allowances are not payable if participant is in receipt of an accommodation allowance and
accommodation allowance is not payable if participant is in receipt of a travel allowance.

15



