Step-by-Step Guide

Applying to Use a Shared Programme 
Complete the application ‘Use a shared Programme’ form – Option A available at: http://www.fetac.ie/fetac/providers/registration/validation.htm. 

· Click on the “Use a Shared Programme” link and download the application form. Fill it in and save it so you can attach it to your application once you have worked through the following steps. You will need the programme title for this application form.  You will also need to insert the name of the Director of your School into the form. Finally you will need to outline when the programme will be reviewed.  FESS recommends that you put a statement along the lines of “This programme will be reviewed in line with [Name of your School]’s quality assurance procedure B5.9 Programme Review”

Please work through the following steps to make your application to QQI/FETAC to use a shared programme – you will be making one application per programme that you wish to have validated by QQI/FETAC.

1. Go to www.qqi.ie and click on Login on the top right hand side of the screen

2. Click on the first option: QBS Programme Validation Services Login
3. Type in your Provider’s Username and Password

4. Once you are in the QBS then click the Programme Validation Tab
5. Click on the “Use an Existing Programme” link 
6. Select “Shared” and click Next

7. Click on “Shared Programme”

8. Select the programme you wish to be validated by QQI/FETAC to use – remember you can only select one programme. If you want to be validated in multiple programmes you will have to work through these steps multiple times

9. Once the programme pops into the “Selected” section of the table click Add

10. Note the Programme Name and fill it in to the application form you downloaded from the QQI/FETAC website, as per the opening paragraph of this e-mail (if not already done)
11. Click Next

12. Click Next to bypass the screen looking for a Context Descriptor Form (if you have already downloaded and completed the ‘Use a Shared Programme Form’)
13. Fill in the Programme Contact Information under the Details Tab 

14. Click Next

15. Under the Awards Tab select the awards (major and minors/components) 

16. Click Next

17. Under the Outline Tab, for the field named “Duration Description” input the following sentence – “The programme duration will be in line with the duration as outlined in the programme descriptor developed for sharing by the VEC sector” 
18. Under the Outline Tab, for the field named “Programme Profile” input the following sentence – “The programme profile is in line with the profile as outlined in the programme descriptor developed for sharing by the VEC sector” 
19. Click Next 

20. Click “Manage Documents”

21. Under ”Document Type”, select “Other”

22. Browse to where you saved the completed Word version of the application form and select it

23. Click “Upload Document”

24. Click “OK”

25. Click “Submit”
