
2024

HIGHER LEVEL APPRENTICESHIP 
ACCOUNTING TECHNOLOGIST LEVEL 6

APPRENTICE HANDBOOK

Accounting
Technicians
Ireland



A P P R E N T I C E  H A N D B O O K

C
on

te
nt

s
The Accounting Technologist is a newly established professional 

accounting role aimed at fostering sustainable value creation 

within businesses.  

 

This role is pivotal in long-term financial, social, and environmental 

outcomes, thus ensuring businesses are equipped for the 

transition towards a more sustainable economic model. 

A new profession designed 

for future business needs 
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1. Introduction 
1.1. ABOUT THIS APPRENTICE HANDBOOK

The purpose  o f  th i s  handbook  i s  to  p rov ide  in fo rmat ion  about :

•  the  pro fess ion  in  wh ich  the  apprent ice  i s  employed ,

•  the  ‘on  the  job ’  and  ‘o f f  the  job ’  s t ructures  o f  the  programme,

•  the  governance  st ructures  a round  the  programme and  the  pro fess ion .

1.2 WHAT IS AN ACCOUNTING TECHNOLOGIST?

The  Account ing  Techno log i s t  i s  a  p ro fess iona l  qua l i f i cat ion  that  enab les 

ind iv idua l s  to  work  a t  the  in te rsect ions  o f  modern  f inance ,  i n fo rmat ion 

systems ,  and  organ i sat iona l  governance :

ACCOUNTING 
TECHNOLOGIST

INFORMATION 
SYSTEMS

ACCOUNTING  
& FINANCE

ORGANISATIONAL 
GOVERNANCE

Business 
Information Systems

Business Intelligence

Data Management

Data Analytics and Analysis

Information 
Security

Risk Management

IS Governance

Business Transformation

Strategic Management

Corporate 
Finance

Financial 
Reporting

Taxation / Auditing

Performance Management

Corporate Governance

Sustainability Reporting
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Depend ing  on  the  spec i f i cs  o f  the  occupat iona l  ro le ,  the  Account ing  Techno log i s t  i s 

l i ke ly  to  be  a  member  o f  a  team that  has  respons ib i l i t i es  fo r :

•  f i nanc ia l  repor t ing  and  f inanc ia l  management ,

•  non- f inanc ia l  repor t ing  ( inc lud ing  susta inab i l i ty  and  ESG respons ib i l i t i es) ,

•  per fo rmance  management ,

•  s ta tu tory  tax  compl iance ,

•  data  and  in fo rmat ion  systems  management  ( inc lud ing  data  ana ly t i cs  f rameworks 

and  d ig i ta l  t rans format ion  pro jec ts) ,

•  dec i s ion-suppor t  fo r  o rgan i sat iona l  governance .

1.3. ABOUT THE ACCOUNTING TECHNOLOGIST APPRENTICESHIP 
PROGRAM

The Account ing  Techno log i s t  i s  a  newly  estab l i shed  pro fess iona l  account ing  ro le 

a imed at  foste r ing  susta inab le  va lue  c reat ion  w i th in  bus inesses .  Th i s  ro le  i s  p ivota l 

i n  opt im is ing  long- te rm f inanc ia l ,  soc ia l ,  and  env i ronmenta l  outcomes ,  thus  ensur ing 

bus inesses  a re  equ ipped  fo r  the  t rans i t ion  towards  a  more  susta inab le  economic 

mode l .

The  programme was  deve loped  by  Account ing  Techn ic ians  I re land  ( indust ry  l ead) , 

and  a  Consor t ium,  compr i s ing  pro fess iona l  bod ies ,  emp loyers ,  and  academic  exper ts 

f rom Open  Un ivers i ty,  Be l fast  Met ropo l i tan  Co l l ege ,  Southern  Reg iona l  Co l l ege , 

South  West  Reg iona l  Co l l ege  and  the  Techno log ica l  Un ivers i ty  o f  the  Shannon  in  the 

Repub l i c  o f  I re land .

The  programme i s  ta i lo red  to  meet  the  evo lv ing  demands  o f  the  account ing  and 

f inance  sector,  focus ing  on  cu l t i vat ing  both  the  techn ica l  and  in te rpersona l  sk i l l s 

o f  apprent ices ,  encompass ing  a reas  such  as  accountancy,  data  ana ly t i cs ,  and 

susta inab i l i ty  p ract i ces .

Approved  and  overseen  by  the  Depar tment  fo r  the  Economy in  Nor thern  I re land , 

the  Leve l  6  Account ing  Techno log i s t  H igher  Leve l  Apprent icesh ip  (HLA)  i s 

underp inned  by  the  BSc  (Hons)  in  Account ing  Techno logy  va l idated  by  Open 

Un ivers i ty.  The  the  Leve l  6  Account ing  Techno log i s t  HLA operates  a t  degree  l eve l , 

adopts  an  earn-and- lea rn  mode l  to  address  the  evo lv ing  needs  o f  the  account ing 

and  f inance  sector.  I t  emphas i ses  the  deve lopment  o f  techn ica l  exper t i se  a longs ide 

in te rpersona l  sk i l l s ,  cover ing  key  a reas  such  as  accountancy,  data  ana ly t i cs ,  and 

susta inab le  p ract i ces .

Complet ion  o f  the  programme ensures  a l ignment  w i th  indust ry  s tandards ,  p rov id ing 

apprent ices  w i th  essent ia l  workp lace  pro f i c ienc ies  such  as  modern  f inance , 
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i n fo rmat ion  systems  management ,  o rgan i sat iona l  governance ,  f i nanc ia l ,  susta inab i l i ty 

repor t ing ,  and  e f fec t ive  commun icat ion .  P rov ided  that  a l l  re levant  c r i te r i a  a re  met , 

upon  success fu l  comple t ion  o f  the  apprent icesh ip  and  award  o f  the  BSc  (Hons)  in 

Account ing  Techno logy,  a l l  cand idates  may  then  app ly  to  AT I  fo r  permiss ion  to  use 

the  t i t l e  “Cer t i f i ed  Account ing  Techno log i s t ”  des ignat ion .

1.4. PROGRAMME PARTNERS:

ATI  ac ts  an  Indust ry  Lead  and  co l l aborat ive  coord inator  fo r  the  Leve l  6  Account ing 

Techno log i s t  HLA .  The  qua l i f i cat ion  i s  va l idated  by  the  Open  Un ivers i ty  in  Nor thern 

I re land  and  de l i ve ry  i s  th rough  Be l fast  Met ropo l i tan  Co l l ege  and  Southern  Reg iona l 

Co l l ege .

2. Programme Structure
2.1. PROGRAMME DURATION

The Account ing  Techno log i s t  Apprent icesh ip  Programme i s  two  years  in  durat ion .  Each 

year  compr i ses  th ree  semesters .

The  apprent ice  engages  in  ‘o f f  the  job ’  academic  l ea rn ing  in  c lass 1 w i th  the i r  se lec ted 

co l l ege  and  'on  the  job '  p ract i ca l  l ea rn ing  in  the i r  workp lace  th roughout  the  two year 

journey  and ,  dur ing  th i s  t ime ,  rece ives  gu idance  f rom both  a  co l l ege  mentor  and  a 

workp lace  mentor.  The  ob ject ive  o f  dua l  mentorsh ip  i s  to  ensure  that  the  apprent ice 

rece ives  a  we l l - rounded  lea rn ing  exper ience  that  b lends  academic  deve lopment  w i th 

pract i ca l  and  re levant  work  exper ience .

2.2. OVERVIEW OF THE PILLAR AND MODULE STRUCTURE

The programme i s  o rgan i sed  in to  four  core  p i l l a r s  as  fo l lows :

Pi l la r  1 :   P rofess iona l  Exper ience

The  Pro fess iona l  Exper ience  p i l l a r  i s  the  ‘on  the  job ’  e lement  o f  the  programme and 

compr i ses  two modu les .

Year  1  -  Profess iona l  P ract i ce  and  Indust ry  Pro jec t  1   (20  c red i t s)

Year  2  -  P ro fess iona l  P ract i ce  and  Indust ry  Pro jec t  2   (20  c red i t s)

Pi l la r  2 :  Account ing  and  F inance

The  Account ing  and  F inance  p i l l a r  compr i ses  3  c lass room-based  modu les :

Year  1  -  Per fo rmance  Management   ( 10  c red i t s)

 Taxat ion  and  F inanc ia l  Repor t ing  ( 10  c red i t s)

Year  2  -  F inanc ia l  Management     ( 10  c red i t s)

Pi l la r  3 :  In format ion  Systems

The  In fo rmat ion  Systems  p i l l a r  compr i ses  th ree  c lass room-based  modu les .

Year  1  -   I n fo rmat ion  Systems  fo r  Account ing  and  F inance  Pro fess iona l s    ( 10  c red i t s)

Year  2  -  Data  Ana ly t i cs       ( 10  ECTS c red i t s)

 Adv.  Data  Ana ly t i cs  and  Vi sua l i sa t ion  ( 10  ECTS c red i t s)

1  The  c lass room de l i ve ry  w i l l  be  a  b lend  o f  l i ve  and  v i r tua l  sess ions ,  w i th  gu idance  prov ided  by 

the  se lec ted  co l l ege
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Pi l la r  4 :  Organ isat iona l  Governance

The  ‘Organ i sat iona l  Governance ’  p i l l a r  compr i ses  2  c lass room-based  modu les .

Year  1  -  Susta inab i l i ty  fo r  Account ing  and  F inance  Pro fess iona l s  ( 10  c red i t s)

Year  2  -   Governance  and  St rateg ic  Management  fo r  Bus iness  ( 10  c red i t s)

The pi l lar  and module structure of the programme is summarised in the fol lowing table:

Pillar Year Semester Core Modules Credits

Accounting and Finance 1 1+2 Performance Management 10

Accounting and Finance 1 1+2 Taxation and Financial Reporting 10

Information Systems 1 1+2
Information Systems for Accounting  
and Finance Professionals 10

Organisational Governance 1 1+2
Sustainability for Accounting and 
Finance Professionals 10

Work Practice 1 3*
Professional Practice and Industry 
Project 1 20

Pillar Year Semester Core Modules Credits

Accounting and Finance 2 1 Financial Managementt 10

Information Systems 2 1 Data Analytics 10

Information Systems 2 2 Adv. Data Analytics and Visualisation 10

Organisational Governance 2 2
Governance and Strategic 
Management for Business 10

Work Practice 2 3*
Professional Practice and Industry 
Project 2 20

*The  Pro fess iona l  P ract i ce  and  Indust ry  Pro jec ts  re la tes  to  “on  the  job”  deve lopment 

and  shou ld  be  worked  on  across  the  year  and  submi t ted  at  the  end  o f  semester  3 

fo r  assessment .

The  apprent ice  must  sat i s fy  the  requ i rements  o f  a l l  10  modu les  over  the  durat ion  o f 

the  programme wh i l e  work ing  w i th  a  reg i s te red  employer  in  o rder  to  graduate  f rom 

the  programme and  be  recogn i sed  as  a  Cer t i f i ed  Account ing  Techno log i s t .

2.3. ‘ON THE JOB’ – WORK-BASED EXPERIENTIAL LEARNING AND 
DEVELOPMENT

Workp lace  l ea rn ing ,  a l so  common ly  known as  ‘on  the  job ’  t ra in ing ,  i s  a  core 

component  o f  the  Account ing  Techno log i s t  Apprent icesh ip  and  i s  an  essent ia l 

i n tegrated  par t  o f  the  pro fess iona l  deve lopment  o f  the  apprent ice .  Exper ient ia l 

workp lace  l ea rn ing  fac i l i t a tes  d i rec t  p ract i ca l  app l i cat ion  o f  c lass room knowledge 

in  authent ic  work  env i ronments ,  enhances  techn ica l  understand ing ,  and  fac i l i t a tes 

re f inement  o f  p ro fess iona l  competenc ies  and  sk i l l s .

For  the  two years  o f  the  programme,  the  apprent ice  i s  employed  by  a  reg i s te red 

employer  and  works  four  days  per  work ing  week  fo r  that  employer  in  o rder  to 

obta in  the  breadth  and  depth  o f  p ro fess iona l  exper ience  requ i red  to  qua l i fy  as  a 

Cer t i f i ed  Account ing  Techno log i s t . 

The  apprent ice  presents  ev idence  o f  su f f i c i ent  and  re levant  workp lace  l ea rn ing 

and  deve lopment  by  re fe rence  to  the  requ i rements  o f  the  pro fess iona l  exper ience 

p i l l a r  modu les .  Each  year  o f  the  two year  p rogramme inc ludes  one  mandatory 

‘P ro fess iona l  P ract i ce  and  Indust ry  Pro jec t ’  modu le ,  the  requ i rements  o f  wh ich 

a re  ent i re ly  work-based  and  a re  comple ted  each  year  over  the  course  o f  the  th ree 

semesters .

2.4. ‘OFF THE JOB’ – ACADEMIC LEARNING AND DEVELOPMENT

The ‘o f f  the  job ’  component  o f  the  Account ing  Techno log i s t  Apprent icesh ip 

i s  c l ass room based  and  i s  de l i ve red  by  the  Open  Un ivers i ty  approved  Fur ther 

Educat ion  (FE)  Co l l eges  in  co l l aborat ion  w i th  AT I 2.

The  academic  year  i s  d iv ided  in to  th ree  (3)  semesters .  Dur ing  the  f i r s t  two 

semesters ,  apprent ices  a re  requ i red  to  a t tend  c lasses  one  day  per  week ,  common ly 

known as  ' co l l ege  days , '  wh ich  a re  typ ica l l y  schedu led  on  the  same day  each  week . 

The  th i rd  semester  i s  ded icated  to  the  comple t ion  o f  the  Pro fess iona l  P ract i ce  and 

Indust ry  Pro jec t (s) ,  wh ich  must  be  submi t ted  fo r  assessment  a t  the  end  o f  th i s 

semester.  Academic  ca lendars  a re  pub l i shed  at  the  beg inn ing  o f  each  semester, 

deta i l i ng  the  p lans  fo r  synchronous  and  asynchronous  teach ing  and  the  schedu les 

fo r  fo rmat ive  and  summat ive  assessments .

2  Be l fast  Met ropo l i tan  Co l l ege  and  Southern  Reg iona l  Co l l ege .
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2.5 SUMMARY OF THREE SEMESTER STRUCTURE

Semesters  1  and  2

•  F i f teen  weeks  o f  teach ing ,  l ea rn ing  and  assessment

•  One  "o f f - the- job"  co l l ege  day  per  week  w i th  an  approved  par tner  FE  Co l l ege  and 

four  "on- the- job"  days  per  work ing  week  w i th  a  reg i s te red  employer

•  E ight  hours  o f  synchronous  and  asynchronous  teach ing  on  the  des ignated 

co l l ege  day  each  teach ing  week

•  A l l  ‘o f f  the  job ’  academic  requ i rements  a re  comple ted  in  semesters  1  and  2

•  Apprent ices  shou ld  concur rent ly  work  on  the i r  'On  the  Job '  p ro fess iona l 

exper ience  pro jec ts  a longs ide  the i r  academic  s tud ies  th roughout  the  year. 

These  pro jec ts  a re  schedu led  fo r  submiss ion  at  the  end  o f  the  th i rd  semester  fo r 

assessment .

Semester  3

•  Complet ion  o f  P ro fess iona l  P ract i ce  and  Indust ry  Pro jec t  modu le

3. Overview of Programme 
Modules

3.1. YEAR 1

On the  Job

Profess iona l  P ract ice  and  Indust ry  Pro ject  1

Enab les  apprent ices  to  ga in  p ract i ca l  exper ience  as  a  p ro fess iona l  Account ing 

Techno log i s t  by  engag ing  in  "On  the  Job"  ac t iv i t i es  w i th in  a  rea l  bus iness 

env i ronment .  Work ing  a longs ide  the i r  mentor,  apprent ices  app ly  the  techn ica l 

sk i l l s  l ea rned  dur ing  the  'o f f  the  job '  components  o f  the  program.  Throughout 

the  year,  they  a re  requ i red  to  comple te  pro jec t  work  and  ma in ta in  a  re f l ec t ive 

log  in  the i r  work ing  env i ronment ,  both  o f  wh ich  a re  assessed  at  the  end  o f  the 

year.  Th i s  p rocess  he lps  in  the  deve lopment  o f  p ro fess iona l  competenc ies  and 

sk i l l s .

Off  the  Job

Year  1 

Per formance  Management 

The  modu le  bu i lds  on  ex i s t ing  knowledge  o f  foundat iona l  management 

account ing  whereby  the  apprent ice  deve lops  the  capab i l i ty  to  app ly  advanced 

techn iques  that  re la te  to  the  p lann ing ,  cont ro l l i ng ,  and  mon i to r ing  o f 

per fo rmance  in  bus iness  o rgan i sat ions .

Taxat ion  and  F inanc ia l  Report ing

Profess iona l s  work ing  in  the  f i e ld  o f  account ing  requ i re  an  understand ing  o f  the 

regu la tory  f rameworks  o f  account ing  and  taxat ion  as  we l l  as  the  ab i l i t y  to  app ly 

the  f rameworks  to  in fo rm stakeho lders  and  thus  cont r ibute  to  o rgan i sat iona l 

success  and  susta inab i l i ty. 

Th i s  modu le  fu r ther  deve lops  the  key  concepts  f rom pr io r  s tudy  and  has 

l i nkages  w i th  the  modu les  in  the  Organ i sat iona l  Governance  p i l l a r. 
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Off  the  Job

Year  2 

F inanc ia l  Management

Th is  modu le  deve lops  the  ab i l i t y  o f  the  apprent ice  to  app ly  f i nanc ia l  management 

concepts  to  a  va r ie ty  o f  bus iness  scenar ios  and ,  thereby,  enhance  the  apprent ice ‘s 

f i nanc ia l  l i te racy.

Data  Ana ly t ics

Th is  modu le  equ ips  the  apprent ice  w i th  the  mathemat ica l  and  comput ing  sk i l l s 

and  too l s  necessary  to  ana lyse  and  in te rpre t  datasets  and  to  present  the  resu l t s 

e f fec t ive ly  in  a  va r ie ty  o f  v i sua l  fo rmats .  Competenc ies  acqu i red  by  the  apprent ice 

inc lude  data  de f in i t ion ,  data  man ipu la t ion ,  and  ana ly t i cs  features  o f  SQL 

(St ructured  Query  Language) .

Adv.  Data  Ana ly t ics  and  Visua l i sat ion      

Th i s  modu le  enhances  the  apprent ice ’s  knowledge  and  understand ing  o f  data 

ana ly t i cs  and  data  v i sua l i sa t ion .  The  apprent ice  i s  exposed  to  advanced  methods , 

too l s ,  and  techn iques  w i th  re fe rence  to  ‘b ig  data ’  app l i cat ions  and  re la ted  data 

pr ivacy  cons iderat ions .

Governance  and  St rateg ic  Management  for  Bus iness

Th is  modu le  a ims  to  prov ide  apprent ices  w i th  an  understand ing  o f  corporate 

governance  and  st ra teg ic  i ssues ,  focus ing  upon  the  system operat ing  in  a  g loba l 

context .

In format ion  Systems  for  Account ing  and  F inance  Profess iona ls  

I n  th i s  modu le ,  apprent ices  w i l l  apprec ia te  the  s ign i f i cance  o f  Bus iness  In fo rmat ion 

Systems  (B IS) ,  i t s  te rmino logy  and  techno logy  as  they  re la te  to  bus iness  funct ions , 

and  the  processes  that  suppor t  opt im isat ion  o f  dec i s ion-mak ing  and  In fo rmat ion 

Secur i ty.   Apprent ices  w i l l  a l so  ga in  an  ins ight  i n to  IT  governance  and  d ig i ta l 

t rans format ion .  The  impact  o f  d i s rupt ive  techno log ies  to  bus iness  w i l l  a l so  be 

d i scussed  w i th in  the  modu le . 

Susta inab i l i ty  fo r  Account ing  and  F inance  Profess iona ls

Th is  modu le  in t roduces  the  concepts  o f  susta inab i l i ty,  susta inab le  deve lopment 

and  susta inab i l i ty  repor t ing  to  apprent ices .  Env i ronmenta l ,  Soc ia l ,  and  Governance 

(ESG)  per fo rmance  and  met r i cs ,  and  susta inab i l i ty  ana ly t i cs  fo r  f i nance  w i l l  a l so  be 

d i scussed . 

3.2 YEAR 2

On the  Job

Profess iona l  P ract ice  and  Indust ry  Pro ject  2

Bu i ld ing  on  the  pract i ca l  and  techn ica l  sk i l l s  deve loped  in  Year  1  o f  the 

apprent icesh ip ,  th i s  modu le  o f fe rs  apprent ices  the  oppor tun i ty  to  enhance  c r i t i ca l 

th ink ing ,  research ,  ana lys i s ,  and  commun icat ion  sk i l l s  on  a  c ross - funct iona l  bas i s 

w i th in  an  authent ic  work  env i ronment .  Throughout  the  year,  the  apprent ice  must 

work  on  a  p ro jec t (s)  and  ma in ta in  a  re f l ec t ive  log ,  co l l aborat ing  c lose ly  w i th 

the i r  work  p lace  mentor  and  rece iv ing  suppor t  f rom the i r  co l l ege .  Add i t iona l l y, 

the  modu le  fac i l i t a tes  persona l  and  pro fess iona l  re f l ec t ion ,  a l low ing  apprent ices 

to  cons ider  the i r  deve lopment  th roughout  the  program.  Th i s  re f l ec t ion  a ids  in 

ident i fy ing  l i fe long  lea rn ing  oppor tun i t i es  and  potent ia l  ca reer  pathways  that  a l ign 

w i th  the i r  persona l  va lues  and  pro fess iona l  ob ject ives .
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4. Teaching, Learning,  
and Assessment
The  H igher  Leve l  Apprent icesh ip   Account ing  Techno log i s t  Leve l  6  combines 

c lass room ( ‘o f f  the  job ’ )  and  workp lace  ( ‘on  the  job ’ )  l ea rn ing  and  deve lopment .

4.1 ‘Off the Job’ Teaching and Learning

Synchronous  and  Asynchronous  Learn ing

Al l  "o f f - the- job"  modu les  a re  de l i ve red  by  an  approved  FE  co l l ege  par tner  one 

day  a  week ,  w i th  c lasses  schedu led  dur ing  the  ent i re  day.  A  typ ica l  co l l ege  day 

combines  synchronous  and  asynchronous  l ea rn ing .

For  the  Account ing  Techno log i s t  Apprent icesh ip ,  synchronous  l ea rn ing  means 

that  l ec ture rs  and  apprent ices  a re  in  c lass  a t  the  same t ime .  Examples  o f 

the  nature  o f  a  synchronous  l ea rn ing  c lass  inc lude  t rad i t iona l  s ty le  l ec tures , 

i nst ructor - l ed  d i scuss ion ,  apprent ice- led  d i scuss ion ,  and  in te ract ive  ind iv idua l /

group  presentat ions .  The  apprent ice  may  be  requ i red  to  comple te  read ings  and 

ass ignments  in  advance  to  prepare  fo r  a  synchronous  l ea rn ing  c lass .

Asynchronous  l ea rn ing  means  that ,  whereas  l ea rn ing  t ime  i s  schedu led ,  l ec tu re rs 

and  apprent ices  a re  not  in  c lass  a t  the  same t ime .  For  th i s  type  o f  schedu led 

l ea rn ing  t ime ,  the  apprent ice  may,  fo r  example ,  be  requ i red  to  work  independent ly 

w i th  mater ia l  p repared  in  advance  by  the  l ec ture r,  may  be  requ i red  to  research 

a  spec i f i c  top ic  dur ing  c lass  t ime ,  o r  may  be  requ i red  to  comple te  spec i f i ed 

tasks  dur ing  c lass  t ime  as  inst ructed  in  advance  by  a  l ec ture r.  The  outcomes  o f 

asynchronous  l ea rn ing  t ime  may  subsequent ly  fo rm the  bas i s  o f  a  d i scuss ion  or 

p resentat ion  in  a  synchronous  l ea rn ing  c lass .

Independent  Learn ing

The  apprent ice  shou ld  a l so  expect  to  a l locate  t ime  to  the  ‘o f f  the  job ’  modu les 

on  days  o ther  than  the  des ignated  co l l ege  day.  Th i s  i s  common ly  re fe r red  to  as 

‘ i ndependent  l ea rn ing ’ .  Th i s  t ime  i s  typ ica l l y  requ i red  to :

•  rev iew and  rev i se  course  mater ia l s ;

•  p rev iew and  prepare  mater ia l s  ahead  o f  upcoming  c lasses ;

•  source  and  read  re levant  a r t i c les  o f  i n te rest  i ndependent ly  to  add  r i chness  to 

l ea rn ing ;  and

•  p lan  fo r  ass ignments  and  assessments .
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Onl ine  Learn ing  Et iquet te

I f  any  c lasses  a re  de l i ve red  on l ine ,  the  apprent ices  shou ld  fo l low the  on l ine 

l ea rn ing  e t iquet te : 

•  be  in  a  space  that  i s  amenab le  to  s tudy  fo r  the  durat ion  o f  the  c lass  (qu ie t , 

no  d i s t rac t ions) ;

•  have  good re l i ab le  in te rnet  connect iv i ty ;

•  have  a  good qua l i ty  headset  ( inc lud ing  mic rophone) ;

•  log  on  to  on l ine  c lasses  15  m inutes  be fore  commencement  o f  c lass  to  conf i rm 

aud io ,  m ic rophone ,  and  v i r tua l  access  to  the  c lass ;

•  a t tend  a l l  c l asses  –  i f  the  apprent ice  i s  unab le  to  a t tend  a  c lass ,  the 

apprent ice  must  ema i l  the i r  emp loyer  and  programme manager  to  exp la in  the 

absence  f rom c lass ;

•  ac t ive ly  engage  w i th  l ec ture rs  and  fe l low c lassmates ;  and

•  respect  l ec ture rs  and  fe l low c lassmates .

4.2 Assessment Framework for the Apprenticeship Programme

In  c ra f t ing  an  e f fec t ive  assessment  f ramework  fo r  our  apprent icesh ip 

programme,  we  a imed to  prov ide  a  comprehens ive  eva luat ion  o f  both  o f f - the- job 

and  on- the- job  l ea rn ing .  These  assessments  se rve  not  on ly  to  gauge  the 

progress  and  pro f i c iency  o f  our  apprent ices  but  a l so  to  ensure  they  a re 

we l l -equ ipped  to  meet  the  demands  o f  the  Account ing  Techno log i s t  occupat ion 

upon  comple t ion  o f  the  programme.

The  in tegrat ion  o f  o f f - the- job  and  on- the- job  assessments  i s  p ivota l  i n  p rov id ing 

a  ho l i s t i c  eva luat ion  o f  apprent ices '  ab i l i t i es .  By  a l ign ing  theoret i ca l  l ea rn ing 

w i th  pract i ca l  app l i cat ion ,  we  ensure  that  apprent ices  deve lop  the  requ i s i te 

sk i l l s  and  competenc ies  to  th r ive  as  an  Account ing  Techno log i s t .  Regu la r 

p rogress  mon i to r ing  fu r ther  suppor t  apprent ices  in  the i r  deve lopment  journey, 

equ ipp ing  them wi th  the  too l s  necessary  fo r  success .

Off - the- job  Assessment :

Our  o f f - the- job  assessments  a re  des igned  to  measure  apprent ices ' 

understand ing  o f  theoret i ca l  concepts  and  the i r  ab i l i t y  to  app ly  th i s  knowledge 

in  p ract i ca l  scenar ios .  Cont inuous  assessments  fo rm the  backbone  o f  th i s 

approach ,  i ncorporat ing  qu izzes ,  shor t  tests ,  p ract i ca l  demonst rat ions ,  and 

progress  rev iews  as  needed .  These  per iod ic  eva luat ions  not  on ly  o f fe r  rea l - t ime 

feedback  but  a l so  fac i l i t a te  the  ident i f i cat ion  o f  a reas  requ i r ing  improvement 

when  used  as  a  fo rmat ive  too l ,  enab l ing  apprent ices  to  cont inuous ly  re f ine  the i r 

sk i l l s .

P ro jec t  work  const i tu tes  another  c ruc ia l  aspect  o f  our  o f f - the- job  assessment 

s t ra tegy.  Apprent ices  w i l l  work  on  pro jec ts  that  m i r ro r  rea l -wor ld  cha l l enges , 

necess i ta t ing  the  app l i cat ion  o f  the i r  theoret i ca l  knowledge  to  dev i se  rea l  l i fe 

so lu t ions .  These  pro jec ts  not  on ly  foste r  c r i t i ca l  th ink ing  and  prob lem-so lv ing 

sk i l l s  but  a l so  inst i l l  impor tant  a t t r ibutes  such  as  independence ,  teamwork , 

and  adherence  to  indust ry  s tandards .  Success fu l  comple t ion  o f  p ro jec t  work 

demonst rates  apprent ices '  read iness  to  tack le  the  complex i t i es  o f  the i r  chosen 

f i e ld .

Termina l  exams  se rve  as  the  cu lm inat ion  o f  our  o f f - the- job  assessment  process 

fo r  a  number  o f  modu les  in  the  programme.  By  eva luat ing  apprent ices ' 

cumu lat ive  knowledge  and  sk i l l s ,  te rmina l  exams  ensure  that  they  have  at ta ined 

the  requ i s i te  l eve l  o f  knowledge . 

I n  the  event  o f  fa i l i ng  any  exams ,  the  apprent ice  w i l l  be  g iven  the  oppor tun i ty 

to  s i t  fo r  repeat  examinat ion .  However,  the  apprent ice  o r  the i r  emp loyer  must 

cover  the  repeat  exam fees  as  per  co l l ege  po l i cy.

On-the- job  Assessment :

Complement ing  our  o f f - the- job  assessments  i s  the  on- the- job  assessment 

component ,  wh ich  cu lm inates  in  Semester  3  o f  each  academic  year  and  i s 

fac i l i t a ted  th rough  the  Apprent icesh ip  Logbook .  Th i s  logbook  se rves  as  a 

repos i to ry  fo r  document ing  on- the- job  t ra in ing  act iv i t i es ,  superv i sor  feedback , 

mentor  eva luat ions ,  and  re f l ec t ions  on  sk i l l  deve lopment .  Through  workp lace 

re f l ec t ions  and  requ i red  presentat ions ,  apprent ices  a re  ab le  to  in tegrate 

c lass room lea rn ing  w i th  pract i ca l  tasks ,  rece iv ing  const ruct ive  feedback  on  the i r 

per fo rmance  and  progress .

Regu la r  workp lace  mentor  meet ings  and  catchups   p rov ide  va luab le  ins ights 

in to  apprent ices '  j ob  per fo rmance ,  s t rengths ,  and  a reas  fo r  improvement . 

These  rev iews  se rve  as  a  p la t fo rm for  se t t ing  goa l s ,  a l ign ing  w i th  programme 

ob ject ives ,  and  char t ing  a  pathway  towards  cont inuous  improvement . 
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5. Roles and Responsibility 
5 .1  THE APPRENTICE

Role

The  apprent ice  i s  employed  on  a  fu l l - t ime  permanent  cont ract  by  a  reg i s te red 

employer  who  fac i l i t a tes  the i r  par t i c ipat ion  in  the  Account ing  Techno log i s t  Degree 

Apprent icesh ip  Programme.  The  apprent ice ’s  l ea rn ing  and  deve lopment  journey  i s  a 

combinat ion  o f  ‘on  the  job ’  ( four  days  per  week  in  the  workp lace)  and  ‘o f f  the  job ’ 

(one  day  per  week  in  co l l ege) .

The  apprent ice  rema ins  in  the  employment  o f  a  reg i s te red  employer  a t  a l l  t imes 

dur ing  the  programme.  The  ‘o f f  the  job ’  component  o f  the  programme does  not  a l te r 

the  apprent ice ’s  s ta tus  as  an  employee  o f  that  employer.  Ne i ther  does  the  'o f f  the 

job '  component  o f  the  programme imp ly  any  cont ract  o f  employment  between  the 

apprent ice  and  AT I  o r  between  the  apprent ice  and  the  co l l ege .

As  a  reg i s te red  student ,  the  apprent ice  i s  encouraged  to  make  fu l l  use  o f  the  soc ia l , 

spor t ing  and  suppor t  systems ,  such  as  the  co l l ege  l ib ra ry,  IT  system,  ca reers  gu idance 

se rv ice ,  counse l l i ng  se rv ice ,  spor ts  and  recreat iona l  fac i l i t i es ,  co l l ege  c lubs  and 

soc ie t i es .

Respons ib i l i t ies

The  apprent ice  must :

•  a t tend  the  mandatory  induct ion  programme;

•  a t tend  and  par t i c ipate  in  a l l  schedu led  ‘o f f  the  job ’  c l asses  (note  that  un just i f i ed 

and/or  hab i tua l  absence  f rom ‘o f f  the  job ’  co l l ege  days  cou ld  resu l t  i n  te rminat ion 

o f  the  apprent icesh ip) ; 

•  take  respons ib i l i t y  fo r  and  commit  to  own lea rn ing  and  deve lopment  th roughout 

the  programme;  

•  accept  and  imp lement  feedback ; 

•  respect  AT I  P rogramme Ru les  and  Regu lat ions ,  the  Code  o f  P ract i ce ,  any  ru les  and 

regu la t ions  in  p lace  at  co l l ege ,  and  any  employment  cont ract  ob l igat ions ; 

•  per fo rm a l l  p rogramme tasks  w i th  due  care  and  d i l igence  and  observe  a l l  hea l th 

and  sa fe ty  regu la t ions  dur ing  both  ‘on  the  job ’  and  ‘o f f  the  job ’  e lements  o f  the 

programme;
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•  take  respons ib i l i t y  to  ensure  that  a l l  ‘on  the  job ’  requ i rements  a re  fu l l y 

understood  and  ach ievab le  by  the  end  o f  the  t ra in ing  per iod ; 

•  ac t ive ly  par t i c ipate  in  d i scuss ions ,  meet ings ,  and  in te ract ions  w i th in  the 

workp lace  to  enhance  l ea rn ing  and  deve lopment ; 

•  seek  the  adv ice  o f  the  employer  and/or  workp lace  mentor  and/or  co l l ege 

mentor  a t  an  ear ly  s tage  i f  p rogramme re la ted  i ssues  a r i se ;  

•  contact  AT I  i f  the  re la t ionsh ip  between  employer  and  the  apprent ice  i s 

te rminated  fo r  any  reason  by  e i ther  par ty ; 

•  acknowledge  that  i f  the  requ i red  standards  o f  the  programme are  not  ach ieved 

or  the  Code  o f  P ract i ce  i s  b reached ,  the  programme may  be  consequent ly 

te rminated ;  and 

•  acknowledge  that  b reach  o f  any  ‘on  the  job ’  o r  ‘o f f  the  job ’  assessment  ru les 

may  resu l t  i n  d i sc ip l i na ry  ac t ion  in  accordance  w i th  AT I ’s  p rocedures ,  wh ich  may 

resu l t  i n  de lay  in  comple t ion  or  i n  te rminat ion  o f  the  programme.

5 .2  THE EMPLOYER

Role

The  reg i s te red  employer  i s  ent rusted  w i th  the  respons ib i l i t y  o f  fac i l i t a t ing  an 

env i ronment  in  wh ich  the  apprent ice  has  oppor tun i t i es  to  app ly  ‘o f f  the  job ’ 

c l ass room knowledge  and  understand ing  in  an  authent ic  'on  the  job '  workp lace  and 

to  comple te  essent ia l  i n tegrated  ‘on  the  job ’  e lements  o f  the  programme.

The  employer  g rants  the  apprent ice  exposure  to  work  across  a reas  o f  the 

o rgan i sat ion  that  a l ign  w i th  and  complement  ‘o f f  the  job ’  c l ass room educat ion . 

Th i s  i n tegrated  approach  enab les  the  apprent ice  to  progress  f rom conceptua l 

c l ass room understand ing  to  the  acqu i s i t ion  o f  tang ib le  workp lace  exper ience  under 

superv i sed  cond i t ions . 

The  employer  cons iders  the  apprent ice ' s  p ro f i c iency  l eve l  when  ass ign ing  tasks , 

thereby  ensur ing  an  appropr ia te  ba lance  between  the  complex i ty  o f  the  tasks  and 

the  apprent ice ' s  s tage  o f  deve lopment . 

Respects  AT I  P rogramme Ru les  and  Regu lat ions ,  the  Code  o f  P ract i ce ,  any  ru les 

and  regu la t ions  in  p lace  at  co l l ege ,  and  any  employment  cont ract  ob l igat ions 

s t ipu la ted  by  the  employer. 

Per fo rms  a l l  p rogramme tasks  w i th  due  care  and  d i l igence  and  observe  a l l  hea l th  and 

sa fe ty  regu la t ions  dur ing  both  ‘on  the  job ’  and  ‘o f f  the  job ’  e lements  o f  the  programme.

Get  reg i s te red  as  a  HLA approved  Employer  by  the  re levant  co l l ege  by  s ign ing  a  Tr i 

par t i te  agreement  thereby  agree ing  to  a l l  D fE ' s  ru les  &  s t ipu la t ions  in  re la t ion  to 

Employer  HLA par t i c ipat ion .

Respons ib i l i t ies

The  employer  must :

•  I ssue  an  employment  cont ract  to  the  apprent ice ,  tak ing  the  occupat iona l  p ro f i l e 

fo r  an  Account ing  Techno log i s t  and  the  respect ive  ro les  and  respons ib i l i t i es  o f  the 

employer  and  apprent ice  in to  cons iderat ion ;

•  ass ign  a  qua l i f i ed ,  knowledgeab le ,  and  exper ienced  workp lace  mentor  to  the 

apprent ice  who  can  fu l f i l  the  respons ib i l i t i es  o f  the  ro le ; 

•  foste r  a  pos i t i ve  o rgan i sat iona l  env i ronment  in  wh ich  the  apprent ice  can  app ly 

c lass room knowledge  and  understand ing  under  the  superv i s ion  o f  the  mentor  and 

l i ne  manager ;  and 

•  ma in ta in  commun icat ion  w i th  AT I  i n  re la t ion  to  the  apprent ice ’s  p rogress  and 

deve lopment .

5 .3  THE WORKPLACE MENTOR

Role

The  workp lace  mentor  gu ides  and  suppor ts  the  workp lace  deve lopment  o f  the 

apprent ice  th roughout  the  Account ing  Techno log i s t  Apprent icesh ip  Programme.  The 

mentor  se rves  as  a  knowledgeab le  resource ,  o f fe r ing  pract i ca l  i ns ights  and  gu idance 

that  complement  the  apprent ice ' s  ‘o f f  the  job ’  c l ass room lea rn ing .

The  workp lace  mentor  must :

•  Have  an  RQF Leve l  7  award  or  equ iva lent  and/or  m in imum of  f i ve  years  o f  re levant 

exper ience ;

•  Occupy  a  pos i t ion  a t  a  sen io r  l eve l  i n  the  o rgan i sat ion ;  and

•  Be  a  d i f fe rent  person  to  the  apprent ice ’s  d i rec t  l i ne  manager.
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The  workp lace  mentor :

•  Suppor ts  and  mentors  the  apprent ice  by  shar ing  the  knowledge ,  sk i l l s ,  and 

competenc ies  that  a re  re levant  to  the  pro fess iona l  ro le  o f  an  Account ing 

Techno log i s t ;

•  Fac i l i t a tes  the  apprent ice ' s  l ea rn ing  and  deve lopment  th rough  var ious 

methods  such  as  shadowing ,  coach ing ,  observ ing ,  and  work ing 

co l l aborat ive ly  w i th  o ther  team members ;

•  Assesses  the  apprent ice ' s  t ra in ing  and  deve lopment  on  a  t ime ly  bas i s ,  o f fe rs 

const ruct ive  feedback  to  h igh l ight  s t rengths  and  a reas  fo r  improvement , 

and  o f fe rs  gu idance  on  how the  apprent ice  can  adapt  to  var ious  cha l l enges 

encountered  in  the  workp lace ;

•  Ensures  the  apprent ice  has  ample  ‘on  the  job ’  oppor tun i t i es  to  ach ieve  the 

spec i f i ed  Account ing  Techno log i s t  p rogramme lea rn ing  outcomes ;

•  Commun icates  w i th  the  l i ne  manager  and  employer  about  mat te rs  concern ing 

the  l ea rn ing  and  deve lopment  o f  the  apprent ice ;

•  Acts  as  an  advocate  fo r  the  apprent ice  in  the  case  o f  a  d i spute  w i th  the  l i ne 

manager ;

•  Gu ides  the  apprent ice  in  re la t ion  to  ‘on  the  job ’  assessments ;  and

•  Ensures  the  apprent ice  ma in ta ins  comple te  and  accurate  records  o f  the i r 

workp lace  exper ience  and  assessments .

5 .4  THE COLLEGE MENTOR

Role

The  ro le  o f  the  co l l ege  mentor  i s  to  gu ide  and  suppor t  the  apprent ice  pr imar i l y 

i n  re la t ion  to  academic  l ea rn ing  and  deve lopment .  The  mentor  assumes  a 

pastora l  ca re  ro le  and  engages  w i th  the  apprent ice  on  a  per iod ic  bas i s  th rough 

the  programme.  The  apprent ice  may  ra i se  concerns  (whether  ‘on  the  job ’  o r  ‘o f f 

the  job ’ )  w i th  the  co l l ege  mentor,  who  l i a i ses  as  appropr ia te  w i th  the  workp lace 

mentor  and  AT I  to  reso lve  the  concerns .

Respons ib i l i t ies

The  co l l ege  mentor :

•  Fac i l i t a tes  ass im i l a t ion  o f  the  apprent ice  in to  co l l ege  l i fe  and  re la ted  suppor t 

s t ructures  a t  the  outset  o f  the  programme (soc ia l ,  spor t ing  and  deve lopment  suppor t 

systems ,  such  as  the  co l l ege  l ib ra ry,  IT  system,  ca reers  gu idance  se rv ice ,  counse l l i ng 

se rv ice ,  spor ts  and  recreat iona l  fac i l i t i es ,  co l l ege  c lubs  and  soc ie t i es) ;

•  Ar ranges  per iod ic  rev iew meet ings  w i th  the  apprent ice  a t  l east  tw ice  each  year  to 

d i scuss  p rogress  by  re fe rence  to  agreed  deve lopmenta l  m i l estones ;  and

•  Acts  as  condu i t  fo r  any  concerns  that  the  apprent ice  may  have  that  a re  re la ted  to 

any  aspect  o f  the  programme.

5 .5  OTHER RELEVANT ROLES

Col lege  Programme Manager

The  co l l ege  programme manager  oversees  the  academic  ‘o f f  the  job ’  l ea rn ing  component 

o f  the  programme.  They  can  gu ide  the  apprent ice  in  re la t ion  to  the  academic  s tandards 

requ i red  to  graduate  f rom the  programme.

Col lege  Lecturer

The  co l l ege  l ec ture r  l eads  on  ind iv idua l  p rogramme modu les .  They  can  l i a i se  w i th  the 

apprent ice  to  prov ide  modu le - re la ted  feedback .  The  apprent ice  can  request  add i t iona l 

suppor t  f rom the  co l l ege  l ec ture r,  that  re la tes ,  fo r  example ,  to  understand ing  o f  the 

mater ia l ,  submiss ion  o f  ass ignments  o r  p reparat ion  fo r  an  assessment .

Apprent ice  Forum Representat ive

The  apprent ice  fo rum representat ive  i s  nominated  and  appo in ted  by  the i r  c l ass  g roup . 

Th i s  i nd iv idua l  represents  the i r  c l ass  g roup  at  each  schedu led  AT I  quar te r ly  apprent ice 

fo rum meet ing .  The  purpose  o f  the  AT I  apprent ice  fo rum i s  to  p rov ide  a  p la t fo rm 

for  c lass  representat ives  to  prov ide  s tudent  feedback  re la ted  to  the  operat ion  and 

deve lopment  o f  the  apprent icesh ip  programme.

Comrade  Scheme

Each  apprent ice  can  be  ass igned  a  buddy  f rom the i r  c l ass  g roup  at  the  beg inn ing  o f  the 

academic  year  to  suppor t  each  other  th roughout  the  programme.  For  example ,  i f  e i ther 

i s  absent ,  the  o ther  can  adv i se  on  content  to  catch  up  on  fo r  ‘o f f  the  job ’  l ea rn ing .
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6. Data Protection
Pr ivacy  Not ice  to  apprent ices  (and 

parents/guard ians  o f  s tudents  under  18 ) . 

By  par t i c ipat ing  in  the  Account ing 

Techno log i s t  Apprent icesh ip  and 

at tend ing  approved  par tner  FE  co l l ege 

you  acknowledge  that  your  persona l  data 

( inc lud ing  spec ia l  category  persona l 

data)  sha l l  be  processed  by  Account ing 

Techn ic ians  I re land  and  the  approved 

par tner  FE  co l l ege .  Th i s  P r ivacy  Not ice 

g ives  you  some he lp fu l  i n fo rmat ion  about 

who  we  a re ,  what  persona l  data  we 

co l l ec t  about  you ,  why  we  co l l ec t  i t ,  who 

we  share  i t  w i th ,  how long  we  keep  i t , 

and  your  r ights .

We a re  Account ing  Techn ic ians  I re land 

(AT I ) .  Our  contact  address  i s  2nd  F loor, 

CA House ,  47-49  Pearse  St reet ,  Dub l in  2 . 

Phone  01  648  8 100. 

We a re  the  l ead ing  pro fess iona l  body  fo r 

Account ing  Techn ic ians  in  I re land  w i th 

more  than  10 ,000 members  and  students 

on  the  i s l and  o f  I re land . 

Founded in  1983 ,  we  prov ide  nat iona l l y 

and  in te rnat iona l l y  recogn i sed 

qua l i f i cat ions  wh ich  open  the  door  to 

an  award ing  career  as  an  Account ing 

Techn ic ian ,  as  we l l  as  fu r ther  s tudy. 

We educate ,  t ra in  and  represent  our 

members  th roughout  the i r  p ro fess iona l 

l i ves .  When  you  a re  an  AT I  s tudent ,  we 

co l l ec t  and  use  your  persona l  data .  The 

type  o f  i n fo rmat ion  we  co l l ec t  about 

you  depends  on  var ious  fac tors ,  such 

as  whether  you  a re  under  18 -years  o r 

an  adu l t  l ea rner,  the  type  o f  course 

you  a re  enro l l ed  on  e tc .  The  persona l 

data  we  co l l ec t  can  inc lude  in fo rmat ion 

about  your  ident i ty  and  contact  deta i l s , 

images/photo,  fami ly  deta i l s ,  admiss ions/ 

enro lment  deta i l s ,  p rev ious  schoo l s , 

academic  progress ,  PPS  number,  spec ia l 

educat ion  needs ,  nat iona l i ty,  l anguage , 

med ica l  data ,  i n fo rmat ion  about 

behav iour  and  at tendance ,  i n fo rmat ion 

about  hea l th ,  sa fe ty  and  we l fa re , 

f i nanc ia l  i n fo rmat ion  ( re .  fees ,  g rants , 

scho la rsh ips  e tc . )  and  other  persona l 

data . 

Fur ther  deta i l s  o f  the  data  we  co l l ec t 

about  you  can  be  found  in  our  Data 

Protect ion  Po l i cy.  I f  you  a re  under  18 

years  when  you  enro l ,  we  co l l ec t  the 

name,  address ,  contact  deta i l s  and 

other  i n fo rmat ion  about  your  parents/

guard ians .  I f  you  a re  under  18  years ,  your 

parent/guard ian  i s  consu l ted  and  asked 

to  g ive  consent  fo r  ce r ta in  th ings  l i ke 

tak ing  your  photograph ,  e tc .  We use  your 

persona l  data  fo r  purposes  inc lud ing 

your  app l i cat ion  fo r  enro lment ,  to 

p rov ide  you  w i th  appropr ia te  educat ion 

and  suppor t ,  to  mon i to r  your  academic 

progress ,  to  ca re  fo r  your  hea l th  and 

we l lbe ing ,  to  ca re  fo r  our  s ta f f  and 

students ,  to  p rocess  grant  app l i cat ions 

and  scho la rsh ips ,  to  coord inate , 

eva luate ,  fund  and  organ i se  educat iona l 

p rogrammes ,  to  comply  w i th  our 

mon i to r ing  and  repor t ing  ob l igat ions  to 

Government  Bod ies  and  fund ing  bod ies , 

to  p rocess  appea l s ,  reso lve  d i sputes  and 

de fend  l i t igat ion  e tc . 

Fur ther  i n fo rmat ion  on  what  data  we 

co l l ec t ,  why  we  co l l ec t  i t  ,  how we  use  i t , 

and  the  l ega l  bas i s  fo r  same,  p lease  go  to 

our  Data  Protect ion  Po l i cy  ava i l ab le  on 

our  webs i te .

We share  your  persona l  data  w i th  th i rd 

par t i es ,  i nc lud ing  approved  par tner  FE 

co l l eges  and  Open  Un ivers i ty.

The  Government  bod ies  to  wh ich 

we  t rans fe r  your  persona l  data  w i l l 

use  your  persona l  data  fo r  the i r  own 

purposes  ( inc lud ing  to  ver i fy  o ther 

i n fo rmat ion  they  a l ready  ho ld  about 

you ,  fo r  f raud  prevent ion  measures ,  e tc . ) 

and  they  may  aggregate  i t  w i th  o ther 

i n fo rmat ion  they  a l ready  ho ld  about 

you  and  your  fami ly.  We a l so  share  your 

persona l  data  w i th  o ther  th i rd  par t i es 

i nc lud ing  apprent icesh ip  prov iders , 

work-  exper ience  p lacements  and  fu ture 

employers  e tc . 

We a re  l ega l l y  requ i red  to  prov ide 

cer ta in  records  re la t ing  to  the  progress 

o f  a  s tudent  (under  18  years)  i n  h i s/

her  educat ion  to  the  s tudent ’s  parents/

guard ians ,  i nc lud ing  resu l t s  o f 

examinat ions .  Once  a  s tudent  reaches  18 

years ,  the  s tudent  shou ld  l e t  us  know i f 

they  w ish  us  to  cease  prov id ing  cer ta in 

records  re la t ing  to  the i r  educat iona l 

p rogress  to  the i r  parent/guard ian .  For 

fu r ther  i n fo rmat ion  on  who we  share 

your  data  w i th ,  when  and  in  what 

c i rcumstances ,  and  why,  p lease  see  our 

Data  Protect ion  Po l i cy  ava i l ab le  on  our 

webs i te .

We do  not  t rans fe r  your  persona l  data 

to  a  th i rd  par ty  outs ide  the  EEA .  Cer ta in 

compan ies  who  process  persona l  data 

on  beha l f  o f  AT I  may  t rans fe r  data  fo r 

p rocess ing  outs ide  the  EU,  however  th i s 

w i l l  on ly  be  done  w i th  the  agreement 

o f  AT I  and  w i th  the  assurance  that 

appropr ia te  sa feguard ing  measures 

a re  in  p lace  to  protect  the  data .  We 

w i l l  adv i se  data  sub jects  i f  the i r  data 

i s  to  be  t rans fe r red  outs ide  the  EU. 

For  fu r ther  i n fo rmat ion ,  p lease  see  our 

Data  Protect ion  Po l i cy  ava i l ab le  on  our 

webs i te .

We do not  engage  in  Automated 

Dec is ion  Mak ing/prof i l ing . 

Some persona l  data  i s  on ly  kept  fo r  a 

shor t  per iod  (e .g .  we  w i l l  dest roy  at  the 

end  o f  an  academic  year  because  i t  i s  no 

longer  needed) .  Some data  we  re ta in  fo r 

a  longer  per iod  (e .g .  re ta ined  a f te r  you 

l eave  or  o therw ise  f i n i sh  your  s tud ies 

w i th  AT I ) .  For  fu r ther  i n fo rmat ion  on 

the  re tent ion  per iods ,  p lease  go  to  our 

Data  Protect ion  Po l i cy  ava i l ab le  on  our 

webs i te .  You  have  the  fo l low ing  statu tory 

r ights  that  can  be  exerc i sed  at  any  t ime : 

•  R ight  to  compla in  to  superv i sory 

author i ty ;

•  R ight  o f  access ;

•  R ight  to  rec t i f i cat ion ; 

•  R ight  to  be  fo rgot ten ; 

•  R ight  to  rest r i c t  p rocess ing ; 

•  R ight  to  data  por tab i l i ty ;  and

•  R ight  to  ob ject  and  automated 

dec i s ion  mak ing/pro f i l i ng .

For  fu r ther  i n fo rmat ion ,  p lease  see  our 

Data  Protect ion  Po l i cy  ava i l ab le  on  our 

webs i te .

For  any  Data  Protect ion 

quer ies  p lease  contact  dp@

account ingtechn ic ians i re land . i e

Photographs  o f  Learners  ( in  add i t ion  to 

your  student  ID) .

ATI  ma in ta ins  a  database  o f  photographs 

and  d ig i ta l  images  ( inc lud ing  v ideo)  o f 

events  he ld  over  years . 
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I t  has  become customary  fo r 

p rogrammes  to  take  photographs  o f 

l ea rners  engaged  in  ac t iv i t i es  and 

events ,  i n  the  in te rest  o f  c reat ing  a 

p ic tor ia l  as  we l l  as  h i s to r i ca l  record . 

Photographs/d ig i ta l  images  may  be 

pub l i shed  on  our  webs i te  and  soc ia l 

med ia  accounts  such  as  Twi t te r  and 

Facebook  or  i n  b rochures ,  yearbooks , 

news le t te rs ,  l oca l  and  nat iona l 

newspapers  and  s im i l a r  educat ion  and 

t ra in ing- re la ted  pub l i cat ions . 

I n  the  case  o f  webs i te  and  soc ia l  med ia , 

photographs/d ig i ta l  images ,  l ea rner/

student  names  w i l l  not  appear  on  the 

webs i te  as  a  capt ion  to  the  p ic tu re . 

Consent  w i l l  be  sought  f rom lea rners  re : 

the  tak ing  o f  the i r  photograph  and/  or 

pub l i sh ing  i t  on  var ious  med ia . 

I f  you  w ish  to  have  your  photograph/

d ig i ta l  image  removed f rom the  webs i te 

a t  any  t ime ,  you  shou ld  wr i te  to  the 

Ch ie f  Operat ing  Of f i ce r.
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8. Monitoring and Quality Assurance
ATI  i s  respons ib le  fo r  the  mon i to r ing  and  qua l i ty  assurance  o f  the  programme on 

and  o f f - the- job .  The  employer  and  apprent ice  can  expect  to  rece ive  mon i to r ing 

v i s i t s  f rom approved  co l l ege  prov iders .  The  ob ject  o f  i n -  company  mon i to r ing  i s 

to  ver i fy  that  the  t ra in ing  and  assessment  pract i ces  in  the  workp lace  meet  the 

s tandards  requ i red  fo r  each  on- the- job  e lement  o f  the  apprent icesh ip .

9. Student Code of Conduct 
The  Code  o f  Conduct  se ts  out  the  behav iour  that  AT I  expects  o f  you .  The  Student 

Code  o f  Conduct  i s  estab l i shed  on  th ree  pr inc ip les :  respect ,  respons ib i l i t y  and 

academic  in tegr i ty.

Respect :  AT I  p romotes  a  cu l tu re  wh ich  protects  the  d ign i ty  and  respect  o f 

everyone  and  wh ich  suppor ts  your  r ight  to  s tudy  in  an  env i ronment  wh ich  i s  f ree 

f rom d i sc r im inat ion ,  bu l l y ing ,  ha rassment  and  sexua l  ha rassment .  A l l  members 

o f  the  AT I  Commun i ty  a re  expected  to  respect  each  other  and  cont r ibute  to  the 

c reat ion  o f  a  pos i t i ve  env i ronment .  Under  th i s  Code  you  a re  expected  to :

•  Conduct  yourse l f  i n  a  manner  that  demonst rates  respect  fo r  your  fe l low 

students  and  sta f f  members ; 

•  Commun icate  w i th  your  fe l low students  and  sta f f  members  in  a  respect fu l 

and  cour teous  manner.  Th i s  i nc ludes  fo rma l  commun icat ions  w i th  AT I  such  as 

feedback  mechan i sms  and  surveys ,  i n  add i t ion  to  AT I ’s  soc ia l  med ia  channe l s . 

You  a re  expected  to  ac t  i n  a  respons ib le  way  and  take  respons ib i l i t y  fo r  your 

conduct .  You  a re  expected  to :

•  Ab ide  by  AT I  and  Open  Un ivers i ty  academic  and  student  regu la t ions ,  po l i c ies 

and  procedures  inc lud ing  the  Student  Code  o f  Conduct ;

•  Acknowledge  and  respect  the  author i ty  o f  s ta f f  o f  AT I  i n  the  per fo rmance  o f 

the i r  dut ies  and  co-  operate  w i th  them accord ing ly ;

•  Take  respons ib i l i t y  fo r  your  behav iour,  i n  and  outs ide  o f  c lass ,  and  ensure  that 

your  ac t ions  don ’ t  have  a  negat ive  impact  on  yourse l f ,  o thers  o r  AT I ;  

•  Upho ld  the  same h igh  s tandards  o f  good conduct  wh i l e  under tak ing  work-based 

p lacements ;  and

•  Ensure  that  you  understand  and  adhere  to  your  respons ib i l i t i es  and  ob l igat ions 

under  any  regu la t ions  o r  codes  requ i red  by  AT I  and  Open  Un ivers i ty  approved 

Par tner  Co l l eges . 

Academic  In tegr i ty :  I s  a  fundamenta l  p r inc ip le  that  shou ld  underp in  a l l 

academic  act iv i ty.

You  shou ld  va lue  academic  honesty.  Work ing  independent ly,  express ing  or ig ina l  ideas , 

and  appropr ia te ly  acknowledg ing  ideas  o f  o thers  a re  impor tant  sk i l l s  that  w i l l  benef i t 

you  beyond your  t ime  at  AT I .  Those  engag ing  in  academic  m isconduct  negat ive ly 

impact  o ther  s tudents  and  d im in i sh  the i r  own lea rn ing  exper ience .

You  a re  expected  to :

•  At tend  lec tures  and  engage  in  a l l  o ther  l ea rn ing  act iv i t i es  o f  your  p rogramme;  l ea rn 

the  core  va lues  and  sk i l l s  requ i red  to  apprec ia te  your  d i sc ip l i na ry  t rad i t ion  and 

va lue  the  need  fo r  i n tegr i ty  and  honesty ;

•  Ab ide  by  the  Examinat ion  Regu lat ions  as  se t  out  by  AT I  and  Open  Un ivers i ty 

and  any  other  academic  conduct  po l i c ies  that  may  estab l i sh  to  ensure  a  fa i r  and 

equ i tab le ; 

•  assessment  system for  a l l  s tudents ;  and 

•  Ensure  that  the  work  you  present  fo r  assessment  i s  your  own work  and  that  the  use 

o f  work  and/or  ideas  o f  o thers  a re  acknowledged us ing  a  recogn i sed  re fe renc ing 

system.

10. Apprentices Feedback 
ATI  encourages  the  par t i c ipat ion  o f  apprent ices  in  our  feedback  systems .  These 

feedback  systems  inc lude : 

•  Apprent ice  o r ientat ion 

•  Apprent ice  surveys 

•  Apprent ice  fo rums 

•  P rogramme Team surveys 

•  P rogramme Team meet ings 

Fur ther  deta i l s  o f  how you  can  prov ide  feedback  w i l l  be  commun icated  to  you 

th roughout  the  year.
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11. Complaints Procedure 
ATI  we lcomes  a l l  feedback  –  i nc lud ing  compla in ts  f rom apprent ices . 

Th i s  feedback  a l lows  us  to  improve  our  se rv ices  and  cor rect  any 

misunderstand ings .  Each  compla in t  i s  taken  ext reme ly  se r ious ly,  and  you  w i l l  not 

be  d i sadvantaged  in  any  way  fo r  mak ing  a  compla in t .  A l l  compla in ts  a re  dea l t  w i th 

in  the  s t r i c test  o f  conf idence .  There  a re  a  number  o f  d i f fe rent  reasons  you  may  fee l 

that  you  need  to  contact  us ,  e .g . :  poor  qua l i ty  o f  se rv ice ,  the  wrong  in fo rmat ion ,  an 

i ssue  a r i s ing  w i th  a  member  o f  s ta f f ,  not  de l i ve r ing  on  t ime ,  e tc .

I f  you  have  a  concern  o r  a  compla in t  that  you  w ish  to  ra i se  w i th  us ,  you  shou ld 

a lways  fee l  that  you  can  do  so  in  conf idence  and  w i thout  be ing  d i sadvantaged . 

I f  you  have  a  concern  o r  compla in t ,  you  can : 

•  Contact  the  Programme Co l l ege  Co-ord inator  a t  your  co l l ege  in  the  f i r s t 

i nstance ,  i f  your  concern  o r  compla in t  re la tes  d i rec t ly  to  the  qua l i ty  o f  teach ing 

and  lea rn ing  and/or  an  i ssue  w i th  a  s ta f f  member,  e tc .

•  Contact  the  AT I  P rogramme Manager  by  phone  or  ema i l  i f  you  fee l  your  concern 

has  not  been  dea l t  w i th  proper ly  a t  co l l ege  l eve l ,  and/or  your  compla in t  re la tes 

to  se rv ices  d i rec t ly  o f fe red  by  AT I . 

I f  you  fee l  your  concern  has  not  been  dea l t  w i th  proper ly  o r  i f  you  fee l 

that  the  i ssue  i s  se r ious  enough  to  war rant  a  fo rma l  compla in t ,  you  shou ld 

comple te  a  compla in t  fo rm 3 and  send  i t  to  us  a t  the  fo l low ing  ema i l  address : 

account ingtechno log i s t@account ingtechn ic ians i re land . i e

12. Apprenticeship Contacts
ATI  have  ded icated  Apprent icesh ip  Programs  leads  that  a re  ava i l ab le  to  answer  any 

fu r ther  p rogramme or  reg i s t ra t ion  quest ions .

Northern  I re land  |  Ph i l ip  McEvoy :  pmcevoy@account ingtechn ic ians i re land . i e

3  www.account ingtechn ic ians i re land . i e/about -us/po l i c ies/compla in ts  fo rm
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