Code of Business Conduct
for
Members and Employees of

Quality and Qualifications Ireland

GENERAL PRINCIPLES/CONFLICTS of INTEREST
Members’ Obligations

On appointment to the Authority, and in addition to the requirements under the Ethics in
Public Office Acts, 1995 and 2001, each Member should furnish to the Director of
Corporate Services of the Authority details relating to his/her employment and all other
business interests including shareholdings, professional relationships etc., which could
involve a conflict of interest or could materially influence the Member in relation to the
performance of his/her functions as a Member of the Authority.

Any interests of a Member’s family of which he/she could be expected to be reasonably
aware or a person or body connected with the Member which could involve a conflict of
interest or could materially influence the Member in the performance of his/her functions
will also be disclosed. For this purpose, persons and bodies connected with a Member
should include:

(a) A spouse, parent, brother, sister, child or step-child;
(b) A body corporate with which the Member is associated;

(c) A person acting as the trustee of any trust, the beneficiaries of which include
the Member or the persons at (a) above or the body corporate at (b) above;
and

(d) A person acting as a partner of the Member or of any person or body who, by
virtue of (a) - (c) above, is connected with the Member.

Each Member should furnish to the Director of Corporate Services details of business
interests on the lines above of which he/she becomes aware during the course of
his/her membership.

a) Where it is relevant in any matter which arises for the Authority, the Member
will be required to indicate to the Director of Corporate Services the
employment and any other business interests of all persons connected with
him/her, as defined at (a) above.



b)

d)

f)

9)

h)

)

The Authority may exercise discretion regarding the disclosure by Members
of minor shareholdings. As a general guideline, shareholdings valued at
more than €15,000 or of more than 5 per cent of the issued capital of a
company will be disclosed.

If a Member has a doubt as to whether this Code requires the disclosure of an
interest of his/her own or of a connected person, that Member will consult the
Chairperson.

Details of interests disclosed will be kept by the Director of Corporate
Services of the Authority in a special confidential register and will be updated
on an annual basis. Changes in the interim will be notified to the Director of
Corporate Services as soon as possible. Only the Chairperson, Director of
Corporate Services and Chief Executive of the body will have access to the
register.

Should a matter relating to the interests of the Chairperson arise, he/she will
depute the Deputy Chairperson to chair the Authority meeting and should
absent himself/herself when the Authority is deliberating or deciding on a
matter in which the Chairperson, or a person or body connected with the
Chairperson, has an interest.

Authority papers on any deliberations regarding interests will not be made
available to the Member concerned prior to a decision being taken. Decisions
once taken will be notified to the Member.

It is recognised that the interests of a Member and persons connected with
him/her can change at short notice. A Member will, in cases where he/she
receives documents relating to his/her interests or of those connected with
him/her, return the documents to the Director of Corporate Services at the
earliest opportunity.

A Member will absent himself/herself when the Authority is deliberating or
deciding on matters in which that Member (other than in his/her capacity as a
Member of the Authority) or a person or body connected with the Member has
an interest.

Where a question arises as to whether or not a case relates to the interests of
a Member or a person or body connected with that Member, the Chairperson
of the Authority should determine the question.

Former Members will treat commercial information received while acting in
that capacity as confidential. Upon their retirement/resignation from the
Authority, Members will be required to sign a confidentiality statement
committing to upholding the principles of the Code of Practice for the



Governance of State Bodies and confirming that all information received while
a Member will be treated as confidential. A log of confidentiality statements
signed by Members will be maintained by the Authority.

k) Members should not retain papers obtained during their terms as Members
and should return such documentation to the Director of Corporate Services,
or otherwise indicate that all such papers in their possession have been
disposed of in an appropriate manner. Members will be required to sign a
statement on their retirement/resignation from the Authority, confirming that
they have returned or disposed of in an appropriate manner, all papers
obtained during their term of office. A log of contact with Members in relation
to confirmation of the return/disposal of such papers will be maintained by the
Authority. In the event that Members require access to Authority papers from
the time of their term on the Authority, this can be facilitated by the Director of
Corporate Services.

Attention is also drawn to Schedule 1, Section 10 of the Qualifications and Quality
Assurance (Education and Training) Act 2012, which relates to conflicts of interest
and which is attached at Appendix 1.

Employees’ Obligations

The Chief Executive, as a Member of the Authority, is obliged to complete a statement
of interests.

Employees must declare in writing to the Director of Corporate Services, who maintains
a confidential record, any personal or family interest or possible conflict of interest that
might affect their impartiality in carrying out their duties immediately if such exists or as
soon as it occurs.

Employees of the Authority may not involve themselves in outside employment or
business interests which are in conflict, or in potential conflict, with the business of the
Authority, or would prevent them from carrying out their duties. Where a question arises
as to whether or not a case involved a conflict of interest for an employee, the matter
should be brought to the attention of his/her immediate superior. Where such cases
warrant it, the Chief Executive shall determine the question and his/her decision shall be
final.

Where an employee is retiring/resigning from employment with the Authority, they will
be required to sign a confidentiality statement committing to upholding the principles of
the Code of Practice for the Governance of State Bodies and confirming that all
information received while in the Authority will be treated as confidential. A log of
confidentiality statements signed by employees will be maintained by the Authority.
Retiring/resigning employees will also be required to confirm that they have returned or
disposed of in an appropriate manner, all papers obtained during their employment.



GIFTS and ENTERTAINMENT
Employees’ Obligations

Employees of the Authority must not accept or give gifts, hospitality, preferential
treatment, or any other benefits or favours which might affect or appear to affect the
ability of the donor or the recipient to make independent judgement on business
transactions

Some suppliers, consultancies/service providers and contractors may send unsolicited
gifts to named employees with whom they have contact. In such cases employees
notify the Finance Manager who will decide whether the gift may be accepted. In the
case of non-personal gifts these are distributed in an equitable manner among all staff.

Entertainment of Authority employees by suppliers is acceptable within normal
commercial criteria. These are defined as follows:

e A meal may be accepted at a local venue (but this must not include
residential stay).

e Aticket for a sports or other public entertainment event at a local venue may
be accepted.

e Under no circumstances may cash or cash vouchers be accepted by any
employee.

Under no circumstances may any employee, acting in a professional or personal
capacity, solicit or request a gift, donation or support from suppliers of goods or services
to the Authority, without the express written permission of the Chief Executive or an
officer nominated by him.

Where a question of the giving of a gift to people or organisations doing business with
the Authority arises, the approval of the Chief Executive or of his delegated nominee
should be sought beforehand. Gifts of this kind must be token and should not normally
exceed €100 in value.

INTEGRITY and LOYALTY

Members’ and Employees’ Obligations

The Authority is committed to competing vigorously and energetically but also ethically
and honestly.

Members and employees may not acquire business information or the business secrets
of competitors or potential competitors by improper means.



Members and employees may not use the Authority's resources or time for personal
gain, for the benefit of persons or organisations unconnected with the Authority or its
activities, or for the benefit of competitors.

Members and employees of the Authority acknowledge the responsibility to be loyal to
the Authority and are fully committed to all its business activities, and to conform to the
highest standards of business ethics.

INFORMATION
Members’ and Employees’ Obligations

The Authority will provide access to general information relating to its activities, in a way
that is open and enhances its accountability to the general public. The Authority will
provide accurate and timely accounts and reports which reflect its business
performance.

Authority Members and employees must at all times maintain the confidentiality of
information obtained in the course of the Authority's business and their attention is
drawn to the paragraphs above under the heading ‘Conflicts of Interests’.

Authority Members and employees must respect the confidentiality of sensitive
information held by the Authority. This includes:

a) commercially sensitive information, including but not limited to, future plans or
details of major organisational or other changes such as restructuring

b) personal information; and
c) information received in confidence by the Authority.

There will be appropriate prior consultation with third parties where, exceptionally, it is
proposed to release sensitive information in the public interest.

Authority Members and employees must not disclose privileged or confidential
information when Authority membership or employment ceases. It is strongly
recommended that the acceptance of further employment where there is potential for
conflict of interest should be avoided for a reasonable period of time after the exercise
of a function in the Authority has ceased.

The Authority will comply with the requirements of the Data Protection Acts 1998 to
2018 and the Freedom of Information Acts 1997 to 2014.



OBLIGATIONS
Members’ Obligations

If a Board Member finds evidence that there is non-compliance with any statutory
obligations that apply to the Authority, he/she should immediately bring this to the
attention of their fellow Board Members with a view to having the matter rectified. The
matter should also be brought to the attention of the relevant Minister by the
Chairperson indicating (i) the consequences of such non-compliance and (ii) the steps
that have been or will be taken to rectify the position. If instances of nhon-compliance
have occurred they should be logged, by the secretariat, in an annual log of all
instances brought to the attention of the Minister. The risk register should be updated to
reduce the scope of re-occurrence.

Board Members should endeavor to attend all Board Meetings.
Employees’ Obligations

The purchasing activities of the Authority are to be conducted in accordance with best
business practice.

The Authority has approved detailed Tendering and Purchasing Procedures, as well as
approved levels of authority for approval of expenditure and these are strictly adhered
to. The Tendering and Contract procedures are compatible with and complement EU
Public Procurement Directives as well as other relevant international trade control
mechanisms.

The Tendering and Purchasing Procedures are designed to provide an objective
framework to assess the products and value-for-money of suppliers, and to provide the
organisation with goods and services at competitive prices.

Tendering procedures and approval levels are fully documented and must be seen as
the backdrop to this Code of Business Conduct.

Members’ and Employees’ Obligations
The Authority is fully committed to:
a) The fulfillment of all its regulatory and statutory obligations
b) The operation of controls to prevent fraud, including adequate controls to
ensure compliance with prescribed procedures in relation to the claiming of

expenses for business travel

c) Co-operating with internal audit in the internal audit process.



d) Ensuring that its accounts and reports accurately reflect its business
performance and are not misleading or designed to be misleading

e) Compliance with employment equality and equal status legislation
e) Fairness in all business dealings
f) Valuing customers and treating all customers equally.

g) Promoting the development of a culture of ‘speaking up’ whereby workers can
raise concerns regarding serious wrongdoing in the workplace without fear of
reprisal.

h) Placing the highest priority on promoting and preserving the health, safety
and welfare of its employees

i) Ensuring that community concerns are fully considered, and
J) Minimising any detrimental impact of its operations on the environment.

All Members of the Authority and employees of the Authority are required to bear these
principles in mind in the conduct of their duties.

INFORMATION AND PROFESSIONAL DEVELOPMENT

All Members of the Authority shall be supplied with appropriate and timely information
for Board meetings and shall have the opportunity to probe and question the executives
and to seek such further information as they consider appropriate. QQI’s professional
advisors are available for consultation with Members of the Authority and shall attend
Board meetings as required.

All Members have access to the advice and services of the Secretary who is
responsible for ensuring that Board procedures are followed. The Secretary is also
responsible for advising Members of the Authority, through the Chairperson, on all
governance matters. Individual Members may seek and obtain independent
professional advice at the reasonable expense of QQI in furtherance of their duties as a
Member of the Authority.

The Authority has procedures whereby Members receive formal induction and
familiarisation about QQI’s business operations and systems, and continuing training
relating to the discharge of their duties as Members and (as appropriate) management.



ENFORCEMENT and RESPONSIBILITY
Members’ and Employees’ Obligations

It is essential that the provisions of this code be understood and observed by all
employees of the Authority and in particular by all Members of the Authority.

It is not possible for a set of rules or guidelines to provide for all situations which may
arise. Members and employees of the Authority will bear in mind, therefore, that it is
primarily their responsibility to ensure that all of their activities, whether covered
specifically or otherwise in this document, are governed by the ethical principles
described here.

A copy of this Code of Business Conduct is distributed to all current Members of the
Authority and employees of the Authority and to all new Authority Members and
employees on their appointment. Authority Members and employees will acknowledge
that they have received and understood the requirements of this Code.

CIRCULATION AND REVIEW

Following approval by the Authority, this Code will be circulated to all Authority
Members and employees each of whom will acknowledge receipt and understanding of
same. The Authority commits to review the Code annually or as appropriate.

Approval by the Authority was given for this Code of Business Conduct at the
Board meeting on 3 December 2012. The Authority approved revisions to this
Code of Conduct at the Board Meetings held on 30 September 2016, 10 February
2017 and 22 June 2018.



Appendix 1

Qualifications and Quality Assurance (Education and Training) Act 2012, Schedule
1, Section 10:

10.(1) Subparagraph (2) applies where at a meeting of the Authority any of the following
matters arise, namely-
(a) an arrangement to which the Authority is a party,
(b) an arrangement to which the Authority proposes to become a party,
(c) a contract or other agreement with the Authority, or
(d) a proposed contract or other agreement with the Authority.

(2) Any member of the Authority present at the meeting referred to in subparagraph (1)
who has a pecuniary interest or other beneficial interest in, or material to, the matter
concerned shall-

(a) disclose to the Authority at the meeting the fact of that interest and its nature,

(b) not influence (or seek to influence) a decision to be made in relation to the
matter,

(c) absent himself or herself from the meeting or that part of the meeting during
which the matter is being discussed,

(d) take no part in any deliberation of the Authority relating to the matter, and

(e) not vote on a decision relating to the matter.

(3) Where an interest is disclosed pursuant to this paragraph, the disclosure shall be
recorded in the minutes of the meeting concerned and, for so long as the matter to
which the disclosure relates is being dealt with by the meeting, the member of the
Authority by whom the disclosure is made shall not be counted in the quorum for the
meeting.

(4) Where at a meeting of the Authority a question arises as to whether or not a course
of conduct, if pursued by a member of the Authority, would constitute a failure by
him or her to comply with the requirements of subparagraph (2), the question may,
subject to subparagraph (5), be determined by the chairperson of the meeting,
whose decision shall be final, and where the question is so determined, particulars
of the determination shall be recorded in the minutes of the meeting.

(5) Where, at a meeting of the Authority, the chairperson of the meeting is the member
in respect of whom a question to which subparagraph (4) applies falls to be
determined, then the other members of the Authority attending the meeting shall
choose one of their number to be chairperson of the meeting for the purpose of
determining the question concerned.

(6) Where the Minister is satisfied that a member of the Authority has contravened
subparagraph (2), the Minister may, if he or she thinks appropriate, remove that
member from office.



