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Hughes Consultancy & Training LTD i An Introduction

HCT a professional training and consultancy organisation based in the South East of Ireland, was founded in
2008. The company identified a gap within the training industry in the provision of Horticulture
programmes. Consequently, it commenced the delivery of land based training programmes nationwide.

Horticulture continues to be HCT'’s flagship sector and today, having a proven record in the delivery of
training to the highest standards in that sector, HCT has diversified its training portfolio to include business,
personal and professional development programmes. All programmes are delivered by tutors with extensive
training experience and practical and technical programme related skills. HCT offers both centre based and
off site training nationwide, with a flexible approach to scheduling and delivery, permitting the tailoring of
programmes to meet the specific needs of learners.

Why Choose Hughes?

HCT LTD have developed an extensive experience in delivering practical, learner friendly training. Our clients in
the past have enjoyed our flexible approach to training, which ensures we can tailor our programmes and
delivery methods to suit each individual group.

All our trainers have gone through extensive vetting and over time have been narrowed down to only the best!
Our trainers are industry professionals with a passion for training, this experience provides them with up to date
industry practices, which can be energetically delivered to learners.

Our Approach to Delivering Training

HCT LTD and all their facilitators will provide comprehensive training materials for all their learners and also
provide after-course consultation if and when required.

The HCT LTD approach to delivering training is to make training as enjoyable and experiential as possible
ensuring that participants achieve their full potential. We believe in delivering progressive, innovative and
interactive training and our training style reflects this.
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The HCT Commitment to Quality Training Provision

As a FETAC registered provider HCT is committed to a Quality Assurance system; the backdrop against which all of
its FETAC certified programmes are delivered. This quality system has been designed around the following
statements:-

Communications: It is the policy of HCT to ensure effective two way communication between management, learn-
ers, staff and other stakeholders, so that all those engaging with the organisation have access to relevant, accurate
and up to date information to facilitate informed choices.

Equality: HCT is committed to equal opportunities for all stakeholders. Job or trainee applicants will not be discrimi-
nated against on the grounds of gender, marital status, family status, sexual orientation, religious belief, age, disability,
race or membership of the travelling community. All staff and learners are briefed on the centre’s equality and diversity
positions at induction.

Staff Recruitment & Development: It is the policy of HCT to ensure that staff, selected for the development and deliv-
ery of programmes and services, are suitably qualified and that staff have access to appropriate supports and pro-
fessional development opportunities. HCT has a formal systematic approach to the recruitment and further profes-
sional development of all staff.

Access, Transfer & Progression: It is the policy of HCT to provide comprehensive programme information on Access,
Transfer & Progression to all stakeholders. The organisation engages fair, systematic and transparent entry arrange-
ments, acknowledges prior learning for entry, where appropriate, and provides reasonable accommodations towards
facilitating individual needs, without compromising the award standard.

Programme Development, Delivery & Review: HCT is committed to engage best practice in the development, delivery
and review of all its training provision. The aim is to maximise the training experience for learners and to ensure the
continued relevance of programme content.

Fair & Consistent Assessment of Learners: HCT is committed to ensuring that all assessment practices are fair and
transparent, clearly understood, in line with the award’s assessment requirements and national standards, and consis-
tent in implementation across all assessors. HCT is fully committed to Internal Verification, External Authentication and
Results Approval.

Protection for Learners: It is the policy of HCT to ensure appropriate arrangements are in place for the protection of
learners, where this applies. Consequently, PFL arrangements will be in place, further to Section 43 of the Qualifi-
cations Act 1999, when programmes of 3 months duration or more are offered on a commercial basis. Learners will
be aware of such arrangement where they apply.

Sub-contracting/Procuring Programme Delivery: It is the policy of HCT to sub contract programme delivery. In so
doing, responsibilities and communication lines will be clearly defined between HCT management and the con-

tracted tutor. In addition, HCT will retain responsibility for the quality of programmes and will ensure learners are
aware of HCT’s ownership of and responsibility for the programme offered.

Self Evaluation of Programmes & Services: HCT is committed to the ongoing improvement of its training provision. It is
will regularly self evaluate its programmes, engage with all stakeholders in so doing and identify strengths and areas
for improvement. A Programme Improvement Plan will prioritise areas for programme enhancement. Thus, HCT will
optimise the training experience for learners and ensure the ongoing relevance of its programmes.
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Programme Details

Programme Title: Care Skills

FETAC Code: D20163

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Care Skills

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: People interested in providing care to people. This award id part of the Major award in
Healthcare

Programme Outline: Understanding client care, Using equipment, Assisting skills

People attending this programme will: Recognize the personal care needs of clients, Respond effectively to clients’
individual needs, with their involvement and use of their our choice. Acquire practical skills in the area of client personal care.
Maintain a safe, healthy and hygienic environment for clients.

Programme Title: Care Support

FETAC Code: D20180

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Care Support

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: People interested in providing care to people. This award id part of the Major award in
Healthcare

Programme Outline: Relating to the client, Reflection and development, Working with others, Working in care

People attending this programme will: An understanding of the responsibilities and entitlements of a care worker.
Recognize the need for continuing development in care work, drawing on personal reflection and experience.
Learners will promote good practice and respect for diversity in the care setting.

Programme Title: Care Of The Older Person

FETAC Code: D20180

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Care Of The Older Person

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: People interested in providing care to people. This award id part of the Major award in
Healthcare

Programme Outline: Ageing Process, Working with the older person, Caring for the older person with specific needs, care
settings

People attending this programme will: Demonstrate good work practices in the provision of individualised holistic
care for older people. The understanding of the important concept of the ageing process. The ability to meet the
full range of needs of older people in a variety of care settings. Knowledge and skills gained will enhance the
quality of life of the older person.

Hughes Consultancy and Training LTD, Trading
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Programme Details

Programme Title: Challenging Behaviour

FETAC Code: L22559

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Challenging Behaviour

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: People interested in providing care to people.

Programme Outline: Recognising challenging behavior, Understand the causes of challenging behavior, Introduction to the
positive behavior support model

People attending this programme will: Understand the concept of “challenging behaviour”. Acquire knowledge of the un-
derlying causes of challenging behavior. Become familiar with the model of positive behaviour support as an approach to sup-
porting individuals with learning disability who present with challenging behavior. Develop an ability to gather appropriate in-
formation about an individual presenting with challenging behaviour, which can be used in the development of a behaviour
support plan.

Programme Title: Child Development

FETAC Code: D30005

Programme Level: This programme leads to a level 6 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 6 in Child Development

Specific Entry/Access and Exemptions Requirements: Level 5 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: People interested in providing care to children. This programme is part of a major award in
Supervision in Childcare.

Programme Outline: The Physical Child, The Thinking Child, The Social and Emotional Child, Observation, The Whole Child
People attending this programme will: Recognise the capabilities and potential of the individual child across all domains of
development. Carry out observation and evaluation techniques, and understand their implications for practice. Understand the
influence of genetic, social, cultural and environmental factors on the overall development of the child. Understand the inter-
dependency of all domains of development. Critically reflect on child development theory and its impact on early childhood
education and care practice.

Programme Title: Communications

FETAC Code: G20001

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Care Of The Older Person

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: This module can be used for any Major award at level 5

Programme Outline: Listening and Speaking, Reading and Writing, Non-Verbal and Visual, Communication,
Communications Technology

People attending this programme will: Participants will understand key terms used in communications theory such as
sender, receiver, message, code, channel, communication, noise, feedback, context, with particular reference to working life.
Learners will gain an insight to the kinds of listening required in different contexts e.g. understanding, interpreting, and receiv-
ing information. Participants will show their ability to demonstrate a range of listening behaviours appropriate to the context
given, such as eye contact, facial expressions, encouragement and control of own responses.

Hughes Consultancy and Training LTD, Trading
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Programme Details

Programme Title: Customer Service

FETAC Code: D20151

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Customer Service

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants may
wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence will need
to be provided

Who should attend this course: Those planning to work with customers, or those already in a customer service role who want to
consistently meet or exceed customer needs.

Programme Outline: Customer Focus, Customer Contact Skills, Quality Service, Policy and Practice, Dealing with difficult
customers, Consumer Legislation

People attending this programme will: Show an understanding of the role of customer service in organisational effectiveness.
Be aware of the role and responsibilities of a representative of an organisation and work effectively as part of a team. Acquire a
range of verbal and non-verbal skills in order to meet customer needs, handle customer complaints and deliver good customer
care. Be familiar with consumer protection legislation. Appreciate the rights of all customers regardless of gender, marital status,
family status, sexual orientation, religion, age, disability, race or culture.

Programme Title: Domestic Plumbing

FETAC Code: N12956

Programme Level: This programme leads to a level 4 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 4 in Domestic Plumbing

Specific Entry/Access and Exemptions Requirements: Level 3 or equivalent and or prior learning experience.

Participants may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable
evidence will need to be provided.

Who should attend this course: Those interested in the construction and building industry

Programme Outline: The domestic hot and cold water system, Tools and materials, Central Heating systems, Waste, Health and
safety

People attending this programme will: Use appropriate tools confidently, Be competent in the selection and use of appropriate
materials, Demonstrate the practical skills and techniques of plumbing. Apply the skills acquired and the techniques used in real
life. Work safely according to Health and Safety guidelines.

Programme Title: Food Processing

FETAC Code: C20024

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Food Processing

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: All staff, management and senior staff involved with food or any people interested in work-
ing in the food industry

Programme Outline: Milk Processing, Butter, Dairy spreads and Low-Fat spreads, Cheese, Yoghurt, Cereals and Bread,
Beverages, Meats, Health and Safety

People attending this programme will: Appreciate the importance of the food processing industry. Understand and be fa-
miliar with a range of processing techniques used in the food industry. Appreciate the importance of hygiene in food process-
ing. Plan and execute food processing operations for a range of foods. Develop safe working practices.

Hughes Consultancy and Training LTD, Trading
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Programme Details

Programme Title: Food Safety and HACCP

FETAC Code: N22795

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 3 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Food Safety and HACCP

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: All Staff, Management and senior staff involved with food or any people interested in
working in the food industry

Programme Outline: Overview of HACCP, Development of HACCP, Effective controls, Documentation & Records, Monitoring
procedures, Review of 1S22000 - Food, Safety Management System, Devising an action plan, Course review and close
People attending this programme will: A fresh insight into kitchen organisation and work practice. A strong understanding
of the nature of food-borne iliness, food spoilage and food poisoning. The knowledge to identify the correct environment for
the preparation, use and storage of food commodities. Become aware of regulations for the delivery and reception of food-
stuffs.

Programme Title: Home Repairs and Maintenance

FETAC Code: N12958

Programme Level: This programme leads to a level 4 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 4 in Home Repairs and Maintenance

Specific Entry/Access and Exemptions Requirements: Level 3 or equivalent and or prior learning experience.
Participants may wish to apply for exemption from parts of this programme based on prior learning experience, valid and
reliable evidence will need to be provided.

Who should attend this course: Those interested in the construction and building industry

Programme Outline: Plumbing, Electricity, Tiling, Painting & Decorating, Health & Safety

People attending this programme will: Use plumbing, electrical, tiling, painting and decorating tools and equipment confi-
dently. Be competent in the selection and use of appropriate materials. Demonstrate the practical skills and techniques of
plumbing. tiling, painting and decorating. Apply the skills and techniques acquired in real life. Work safely according to
Health & Safety Guidelines.

Programme Title: Landscape Construction and Maintenance

FETAC Code: C20194

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Landscape, Construction and Maintenance

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: Those planning to work in the horticulture industry or those with experience looking to gain
formal accreditation.

Programme Outline: Surveying and Leveling, Hard Landscaping , Soft Landscaping, Lawns and Grass Areas, Relevant
Maintenance

People attending this programme will: Acquire the knowledge necessary to carry out appropriate landscape

preparation tasks. Develop the skills necessary to construct hard landscape features and structures. Be able to prepare the
ground and sow a variety of landscape plants. Be capable of maintaining soft landscape features to a high standard.

Hughes Consultancy and Training LTD, Trading
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Programme Details

Programme Title: Machinery Operations and Maintenance

FETAC Code: L22384

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Machinery Operations and Maintenance

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: Those planning to work in the horticulture industry or those with experience
looking to gain formal accreditation

Programme Outline: Tractor & Machinery Operations, Machinery Maintenance, Maintenance on the Horticultural Unit
People attending this programme will: Learn to appropriately and safely use horticultural hand and power tools.
Acquire a basic competence in tractor operation. Acquire the skills necessary for the day to day maintenance of
horticultural machinery Acquire the basic skills of plumbing, construction & carpentry needed on a horticultural
holding. Carry out all operations with due regard to health and safety.

Programme Title: Nutrition

FETAC Code: C20140

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 Nutrition

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience.
Participants may wish to apply for exemption from parts of this programme based on prior learning experience, valid and
reliable evidence will need to be provided.

Who should attend this course: All staff, management and senior staff involved with food or any people interested
in working in the food industry.

Programme Outline: Composition of Food, Nutrition and Health, Nutrition and Exercise, Food Labelling

People attending this programme will: Be familiar with the composition of food. Evaluate the nutritional content of
food. Understand the relationship between health and nutrition. Interpret current dietary information and
recommendations.

Programme Title: Occupational First Aid

FETAC Code: C20194

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 3 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in a Occupational First Aid

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: Potential Occupational First Aiders or people in any workplace willing to advance
their skills

Programme Outline: First Aid in the work place, Patient assessment, Respiratory emergencies, Cardiac first response,
Wounds and bleeding, Altered level of consciousness Musculoskeletal injuries, Burns and scalds, Chemicals and electric
shock

People attending this programme will: Understand the responsibilities of the occupational first aider. Be able to
provide treatment for the purpose of preserving life or minimising the consequences of injury until discharge or
the arrival of medical assistance. Be able to provide treatment in the workplace for an injury which does not
require the attention of a medical practitioner or nurse. Be capable of coordinating first aid arrangements in the
workplace. Be familiar with health and safety legislation on first aid provision in the workplace.

Hughes Consultancy and Training LTD, Trading
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Programme Details

Programme Title: Palliative Care Support

FETAC Code: D20170

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Palliative Care Support

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: Theses interested in working in Healthcare

Programme Outline: Working with a palliative care approach, communication skills, death and dying and bereavement
People attending this programme will: provide holistic care for persons diagnosed with a life- limiting, illness and in the last
days of a person'’s life and also for their, families, carers and significant others, communicate effectively with persons with a
life-limiting illness and in the last days of a person’s life and also with their families, carers and significant others, enhance the
quality of life of the person with a life- limiting lliness, recognise and respect the uniqueness of each person’s approach to
death, work effectively as part of the healthcare team.

Programme Title: Pesticide Handling and Application

FETAC Code: N22792

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 Pesticide Handling and Application

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience.
Participants may wish to apply for exemption from parts of this programme based on prior learning experience, valid and
reliable evidence will need to be provided.

Who should attend this course: Those planning to work in the horticulture industry where pesticide could be used or those
looking for formal qualifications

Programme Outline: Introduction to pesticides, Storage, handling and mixing requirements, Application of pesticides,
Environmental Requirements, Legislation relating to used of pesticides

People attending this programme will: Be familiar with pesticides used in the industry and legislation relating to the use of
these products. Be able to demonstrate best practice in relation to storage, handling, mixing, application and disposal of pesti-
cides and tank mixing. Fully understand the health and safety requirements in relation to storage, handling, application and
disposal of pesticides. Fully understand the environmental requirements relating to storage, handling, mixing, application and
disposal of pesticides.

Programme Title: Plant Care and Maintenance

FETAC Code: C10201

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in a Plant Care and Maintenance

Specific Entry/Access and Exemptions Requirements: Level 3 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: Those planning to work in the horticulture industry.

Programme Outline: Introduction to pesticides, Storage, handling and mixing requirements, Application of pesticides,
Environmental Requirements, Legislation relating to used of pesticides

People attending this programme will: Be familiar with pesticides used in the industry and legislation relating to the use of
these products. Be able to demonstrate best practice in relation to storage, handling, mixing, application and disposal of
pesticides and tank mixing. Fully understand the health and safety requirements in relation to storage, handling, application
and disposal of pesticides. Fully understand the environmental requirements relating to storage, handling, mixing, application
and disposal of pesticides.
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Programme Details

Programme Title: Plant Identification and Use

FETAC Code: C20190

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Plant ID and Use

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: Those planning to work in the horticulture industry.

Programme Outline: Plant Identification, Plant Use

People attending this programme will: Capable of identifying a wide variety of trees, shrubs and other plants. Be familiar
with the characteristic features of a wide selection of plants. Be capable of selecting appropriate plants for different situations.
Demonstrate their ability to plant in a variety of situations. Be familiar with techniques used to control weeds, pests and
diseases.

Programme Title: Plant Science

FETAC Code: C20049

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 Plant Science

Specific Entry/Access and Exemptions Requirements: Level 5 or equivalent and or prior learning experience.
Participants may wish to apply for exemption from parts of this programme based on prior learning experience, valid and
reliable evidence will need to be provided.

Who should attend this course: Those planning to work in the horticulture industry where pesticide could be used or those
looking for formal qualifications

Programme Outline: Plant Structures, Plant Processes, Growth and Development, Plant Diversity and Health and Safety
People attending this programme will: Acquire a broad knowledge and understanding of plant structures, growth
and development. Be familiar with the basic living processes of plants and their relationship with environmental
factors. Acquire skills of observation, investigation and recording. Be familiar with the characteristic features of a
wide selection of plant life. Have developed safe working practices in the use of equipment, chemicals and other
materials.

Programme Title: Reception Skills

FETAC Code: B20149

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in a Reception Skills

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: .Those planning to working work as a front line representative of any organisation.
Programme Outline: The Receptionist’s Role, The Working Environment, Front Line Activities Telephone Techniques
Information and Communication, Technologies

People attending this programme will: Appreciate the professional skills required by a receptionist to operate in a front line
position in a company. Learners will appreciate the importance of the layout and maintenance of a reception area. Candidates
will understand and implement the procedures involved in the operation of an efficient front office area. Each learner will
thoroughly understand the different systems, equipment and operations within a reception area. Confidently participants will
demonstrate a professional attitude to colleagues and clients.
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Programme Details

Programme Title: Retail Selling

FETAC Code: B20037

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Retail Selling

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: Those planning to work as a front line representative of any retail organisation, or those
with experience seeking formal qualifications.

Programme Outline: Personal Selling Techniques, Customer Relations, Handling Payments

People attending this programme will: Be able to conduct a sale requiring personal selling from opening through to the
closing stage. They will also demonstrate thorough product knowledge when conducting a sale and appreciate the ethics of
selling. Participants will also be able to handle payments using a wide range of methods. Appreciate the importance of good
presentation and interpersonal skills.

Programme Title: Safety and Health at Work

FETAC Code: D20165

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 3 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 Safety and Health at Work

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience.
Participants may wish to apply for exemption from parts of this programme based on prior learning experience, valid and
reliable evidence will need to be provided.

Who should attend this course: All employers, employees (including fixed-term and temporary employees) and
self-employed people in their work place

Programme Outline: Legislation, The Health and Safety Authority, Hazard identification, risk assessment and control
measurements, Health and safety management, Accidents in the workplace, Manual handling and ergonomics, Workplace
hazards, Health promotion

People attending this programme will: Show an understanding of the concepts of health and safety, Be able to clearly
recognise the factors that influence health, safety and welfare., Apply the principles and procedures of health and safety to the
workplace. Thoroughly understand the importance of hazard identification and risk assessment. Promote safe working
practices and procedures. Be familiar with latest core legislation in the area of safety, health and welfare.

Programme Title: Skills for Trainers

FETAC Code: L32274

Programme Level: This programme leads to a level 6 award on the National Framework of Qualifications.

Duration: This programme will run for 6 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 6 Skills for Trainers

Specific Entry/Access and Exemptions Requirements: Level 5 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: Managers or supervisors responsible for the training and development of staff, people who
wish to pursue a career in training and education and individuals wishing to gain a professional, accredited qualification in the
area of training.

Programme Outline: The learning process, The learning Environment, Trainer Environment, Trainer Communication Skills,
Developing a Training Plan, Practical Presentation Skills

People attending this programme will: Understand the learning process and how people learn, Outline the factors needed
to motivate learners and create a positive and inclusive learning environment. Demonstrate the essential communication skills
necessary for successful delivery of training. Demonstrate effective facilitation skills. Structure training accordance to training
programme requirements and the needs of individuals. Apply practical training methods to the delivery of training.

Hughes Consultancy and Training LTD, Trading
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Programme Details

Programme Title: Soil Science and Growth Media

FETAC Code: C20055

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Soil Science and Growth Media

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: Those planning to work in the horticulture industry,this is a mandatory module for
the level 5 Certificate in Horticulture Awards.

Programme Outline: Soil Origins, Soil Properties, Soil Fertility, Growing Media, Health and Safety

People attending this programme will: Be familiar with the origins, characteristics and properties of soils and soil-less
growing media. Be capable of manipulating the properties of soil to support crop production. Appreciate the importance of the
practices and requirements of soil nutrition and cultivation for crop production. Develop safe working practices when dealing
with machinery and agri-chemicals. Care and foster a respect for the environment as a finite resource.

Programme Title: Start Your Own Business

FETAC Code: B20153

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 Start Your Own Business

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience.
Participants may wish to apply for exemption from parts of this programme based on prior learning experience, valid and
reliable evidence will need to be provided.

Who should attend this course: People interested in starting there own business

Programme Outline: The Business Environment, Planning and Decision Making, The Business Plan, Implementation,
Evaluation and Review

People attending this programme will: Develop appropriate knowledge and skills for starting a business. Understand the
processes involved in starting, operating and evaluating a business. Appreciate how a range of internal and external factors
can influence the development of a business. Appreciate the importance of good planning, organisation, implementation and
evaluation skills.

Programme Title: Supervisory Management

FETAC Code: L32199

Programme Level: This programme leads to a level 6 award on the National Framework of Qualifications.

Duration: This programme will run for 6 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 6 Supervisory Management

Specific Entry/Access and Exemptions Requirements: Level 5 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence
will need to be provided

Who should attend this course: Managers or supervisors responsible for the managing and development of staff.
Programme Outline: Supervisory Management, Operational Planning, Team Leadership, Organisational Skills.

People attending this programme will: acquire the theoretical knowledge enabling them to understand the role and
responsibilities of a supervisor, acquire a range of supervisory and management skills, develop good interpersonal
communication skills, demonstrate the confidence to deal with a variety of challenging Situations, develop good work
practices appropriate to their role as supervisor/line manager.
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Programme Details

Programme Title: Tiling

FETAC Code: N12954

Programme Level: This programme leads to a level 4 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 4 in Tiling

Specific Entry/Access and Exemptions Requirements: Level 3 or equivalent and or prior learning experience. Participants
may wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence will
need to be provided

Who should attend this course: People interested in the building and contracting industry

Programme Outline: Tools and equipment, Preparation and design, Tiling techniques, Safety

People attending this programme will: Handle tiling tools and equipment safety. Have an awareness of basic planning design
and calculations necessary to carry out tiling. Will understand the different types of materials used in tiling.

Programme Title: Train the Trainer

FETAC Code: E30179

Programme Level: This programme leads to a level 6 award on the National Framework of Qualifications.

Duration: This programme will run for 6 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 6 in Train the Trainer

Specific Entry/Access and Exemptions Requirements: Level 5 or equivalent and or prior learning experience.

Participants may wish to apply for exemption from parts of this programme based on prior learning experience, valid and

reliable evidence will need to be provided.

Who should attend this course: Managers or supervisors responsible for the training and development of staff, people who
wish to pursue a career in training and education and individuals wishing to gain a professional, accredited qualification in the
area of training.

Programme Outline: Theory of Training and Adult Learning , The Role of the Trainer , Training Needs Analysis and Programme
Design , Preparing for Training Delivery , Delivery and Assessment, Evaluation of Training

People attending this programme will: Be organised to know how to develop and implement appropriate assessment meth-
ods. Maximise effective work in group/teams. Improve listening skills and effectiveness in training. Guarantees improved capacity
for working effectively with different types of trainees and participants. Develop and implement appropriate assessment methods.
Facilitate positive interaction in groups and teams. Maximize different learning styles and engage and facilitate any audience.

Programme Title: Woodcraft

FETAC Code: A10203

Programme Level: This programme leads to a level 4 award on the National Framework of Qualifications.

Duration: This programme will run for 5 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 4 in Woodcraft

Specific Entry/Access and Exemptions Requirements: Level 3 or equivalent and or prior learning experience. Participants may
wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence will need
to be provided

Who should attend this course: People interested in the building and contracting industry

Programme Outline: Tools & Equipment, Preparation & Design, Woodcraft Techniques, Safety

People attending this programme will: Learn to handle woodwork tools and equipment safety. Develop an awareness of the
need for planning and design. Develop the basic skills necessary to carry out simple woodcraft assignments.

Programme Title: Work Experience

FETAC Code: W20008

Programme Level: This programme leads to a level 5 award on the National Framework of Qualifications.

Duration: This programme will run for 3 contact days and will require participants to complete some work in their own time.
Certification: FETAC Level 5 in Work Experience

Specific Entry/Access and Exemptions Requirements: Level 4 or equivalent and or prior learning experience. Participants may
wish to apply for exemption from parts of this programme based on prior learning experience, valid and reliable evidence will need
to be provided

Who should attend this course: Participants who attend this programme usually want to complete a full major FETAC Level 5
award and require these compulsory modules to complete their module list.

Programme Outline: Planning and preparation, Experience, Review and Evaluation

People attending this programme will: Develop critical awareness of the changing nature of work., Set achievable goals for
work experience. Utilise learning opportunities in the work environment. Understand how work is planned and organized at differ-
ent levels in a specific area. Appreciate the importance of safety and welfare in the workplace. Explore future employment oppor-
tunities (including opportunities for self employment, contract work, work in the social economy, etc).
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Methods Used In Delivery

The training methods used on the training programme are as follows: -

Buzz Groups
Experiential Learning
Self Directed Learning
Trainer centred Learning

=A =4 -8 -9

Required fluency in generic skills: (literacy/numeracy/interpersonal skKills):

In order for learners to be admitted onto our courses they must have some generic skills such as, literacy, numeracy, and
interpersonal skills. In all of our programmes we would expect learners to take part in some independent learning outside the
course i.e. practical work and/or reading. We also expect our learners to have access to internet, reading material tools and
equipment. A range of accommodations and supports are available, according to specific needs. Please indicate any support
needed to a learner, at point of booking. Learners will be provided with a pack, FETAC assignment criteria and tutor for stated
contact days. HCT are committed to providing support to learners where/when it is required. In all cases, participants will have
to complete a reasonable accommodation request, for more information, please contact our office on: 056 7712755.

Specific Support Available:

A range of accommodations and supports are possible, according to specific needs. This programme comes with
a very comprehensive manual, which proves to be an excellent source of reference after the programme.

Resources Required in Order to Successfully Complete the Module:

Some personal learning/ study time will be required from participants. Programme Packs, Assessment Briefs and
some equipment will be provided as part of the programme.

FETAC Hughes Consultancy and Training LTD, Trading
; as HCT Learning and Development
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Programme Review

In order to ensure that the programme is relevant and up-to-date it will be reviewed against the background of the
methods and standards currently applied in Industry. We do this by.

Client Mid Programme Monitoring Review Report: HCT will carry out Client Mid programme monitoring
reports as part of all programmes, these reports facilitate in developing HCT programmes.

Mid Programme Review: All learners must complete a Mid Programme Evaluation Form. Tutors are re-
quested to ensure that this form is completed correctly and in full with valid and relevant comments on im-
provement etc. This form must be returned to HCT mid way through the programme to ensure that HCT can
review the learner comments and make deliver on any recommendations or deal with any issues that may
have arisen.

Learner/Tutor Feedback: Meetings that take place with the tutor and learners during a training programme is
to be documented using the HCT standard meeting form.

Client End of Programme Feedback: At the end of each programme HCT contacts the client for feedback this is
to ensure continues development of programmes.

End of Programme Review: HCT requires that all tutors attend an end of programme meeting with the HCT
Training Coordinator. All remaining paperwork should be submitted at this stage along with any assignments.
The purpose of this meeting is to highlight any issues or problems and to discuss the development and im-
provement of the programme going forward so as to ensure consistent improvement in programme delivery
etc.

End Programme Learner Feedback
All learners are required to complete the End of Programme Feedback Form. HCT requests that tutors en-
sure these forms are completed in full with relevant suggestions and remarks.

Participant Feedback of Assessment: 6 — 8 weeks after learners have received their results HCT will contact
them with a request for feedback on the assessment process

Post Programme Feedback: It is the policy of HCT to ensure that individual learners receive timely and con-
structive feedback on their assignment. Learners will receive a provisional results letter once External Verifi-
cation has been carried out. On receipt of this letter learners have 2 weeks to appeal their result.

Programme Review: Programme reviews will take place throughout the year, tutors deemed experts in their
chosen subject will be required to attend a meeting with HTC to review and improve programme content and
assessment.

FETAC Hughes Consultancy and Training LTD, Trading
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Our Clients

HCT has been worked in partnership with many private, public and community based companies these
include:

Leaders and Partnerships

Community Employment Schemes

Skill Nets

Department of Social Welfare

FAS

Nursing Homes

Childcare Facility's

People involved in the Landscaping and Construction industry

= =4 & -8 & 8 2 1

Our Clients include, Meath Partnership, Carlow/Kilkenny Skillnet, South Kerry Skillnet, Peter O Brien & Sons
LTD (ALCI 2010 All Ireland Landscape Winners & Bloom 2010 Silver Medal Winner), IWA Waterford, IWA
Carlow, IWA Wexford, IWA Tipperary, IWA Kilkenny, IWA Arklow, IWA Roscrea.

Some feed back from our participants
IWACarlow:iThe ability to gain hands on experience of de v

Meath Partnership: | would like to take this opportunity to express my profound thanks to the trainer for being so
diligent and so methodical in there delivery. I'm very grateful to Hughes also, | really believe in myself from the
training that | have received.

Carl ow/ Kilkenny Skillnet: AGreat course, highly rec
defiantly true, 0

SOS Kilkenny: “Ex cel |l ent tutor, Excellent at explaining thinjs,
Nursing Home: A Excellent Course, 0
Landscaping:ilt was the best course | 6ve been on, and | 6v el e
style of teaching has really suited me as a |l earnero
South Kerry Skillnet: AVery enjoyable and informatiyv 0
3
| |
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Key Dates

Below is a list of Dates as to when candidates will be entered onto the FETAC System to receive certification, it is
your job to families yourself with these dates:

The dates for FETAC certification for 2012 are as followed:

Submission 1

1. 12" February All authenticated results must be submitted and the declaration completed.
2. 16" February Final Statement of results available to centres to download

3. 29» February Issue of certificates to all centres for February certification period

Submission 2

1. 12+ April All authenticated results must be submitted and the declaration completed.
2. 16" April Final Statement of results available to centres to download

3. 30" April Issue of certificates to all centres for February certification period

Submission 3

1. 12" June All authenticated results must be submitted and the declaration completed
2. 16" June Final Statement of results available to centres to download

3. 15" July Issue of certificates to all centres for February certification period

Submission 4

1. 12" August All authenticated results must be submitted and the declaration completed
2. 16" August Final Statement of results available to centres to download

3. 31+ August Issue of certificates to all centres for February certification period

Submission 5

1. 12+ October All authenticated results must be submitted and the declaration completed
2. 16" October Final Statement of results available to centres to download

3. 31+ October Issue of certificates to all centres for February certification period

Submission 6

1. 12" December All authenticated results must be submitted and the declaration completed
2. 16" December Final Statement of results available to centres to download

3. 4 January Issue of certificates to all centres for February certification period

O
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FETAC Assessment Procedures

Once learners have handed in their assignment they will go through the following:

Internal Verification:

Internal Verification is the process by which HCT’s assessment policies and procedures relating to the planning,
managing and implementation of all aspects of assessment practices are internally verified or monitored.

The process includes checking that all HCT’s assessment procedures have been applied across the range of
assessment activities relating to a programme, from planning to finalising results.

HCT is committed to establishing an Internal Verification process for each assessment period which will:
Verify that all assessment procedures have been applied across the range of assessment activities.
Confirm the completeness and accuracy of learner evidence, that the evidence exists and is marked and that
grades are recorded accurately.
The Internal Verifier will complete the following:

1 The Sampling Strategy.

1 Verifying Adherence to Assessment Procedures.
1 Check and Confirm the Completeness and Accuracy of Assessment Results.
1 The Internal Verification Report.

The External Authenticator:

HCT will engage an external authenticator/s for each assessment period to provide independent authoritative
confirmation of fair and consistent assessment of learners in accordance with national standards. Thus the
credibility of the HCT assessment processes will be established and assurance provided that HCT assessment
results have been marked in a valid and reliable way and are compliant with the requirements for the award.
The external authenticator will be independent of HCT. The external authenticator will moderate assessment
results for an award or across a number of awards within a related field or sub-field. The external authenticator
will have broad subject matter expertise in the appropriate field or subfield. The outcome of the external
authentication process at HCT will be an external authentication report which will comment on the effectiveness
of the application of the assessment process and procedures and in particular comment on the extent to which
the marks/grades conform to national standards.

Results Approval Panel Meeting: HCT will establish a Results Approval Process for each assessment period.
This process ensures that learner results are fully quality assured and signed off by the centre prior to a request
to FETAC for certification. The Results Approval Process will also ensure that the appropriate decisions are
made regarding the outcome of assessment and the authentication processes. Due consideration will be given to
relevant IV and EA report/s. An action plan for corrective action will be initiated as circumstances require.
Membership of the panel will include senior staff from HCT; the FETAC Coordinator, internal verifier, Tutors, etc.
The specific role of the panel is to review and approve the provisional results, review reports of the Internal Veri-
fier and External Authenticator, agree to the submission of the final results to FETAC and to request certification.
In addition, any issues arising in relation to the assessment results are identified and recommendations are made
for corrective action.

Once results are approved they are issued to learners flagging the opportunity to appeal.

On receipt of their results, learners are given a minimum of 14 days to lodge an appeal.
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