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TITLE:
TEACHING QUALIFICATION - FURTHER EDUCATION

PURPOSE/SCOPE:
To ensure that all relevant staff are aware of Registration / Selection / Attendance process.

RESPONSIBILITY:
For the notification of process lies with the Staff Development Officer.


For the completion of application lies with the lecturer.


For approval lies with the Faculty Head.

DEFINITIONS:
APPENDICES:
RELATED

INFORMATION:

Originated
Approved
Date
JL/AS
1.0
REGISTRATION

1.1
On appointment to a permanent post the Staff Development Officer will inform the member of staff about TQFE at induction
1.2
Member of staff will provide the Staff Development Officer with information needed to progress an application for the PDA or TQFE Award
1.3
Staff Development Officer will liaise with the member of staff and Faculty Head to determine whether the member of staff should initially do the PDA or start on the TQFE. This will be informed by previous experience and qualifications, timing of the process, and the needs of the Faculty.
2.0
SELECTION

2.1
Selection for the PDA/TQFE programme will be determined generally by length of employment, but the ability of the Faculty to cover classes may also be taken into account.

2.2
Release will be at the discretion of the Faculty Head.

2.3
Staff Development Officer will notify the Faculty Head of availability of course places and dates.

3.0
ATTENDANCE

3.1
Member of staff will be released to attend training at the designated institution. Attendance will be supported through college funding, and the college will support release time from teaching duties.
3.2
Member of staff will follow the determined attendance pattern, and will advise the college if attendance is missed or not required for any reason. 

3.3
Whilst undertaking the TQFE all relevant personnel related procedures will continue to apply.
3.4   Members of staff attending the TQFE course will be reimbursed for travel expenses incurred over and above the normal expense of travelling to Cardonald College.
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