Sample Policy – St. John’s

Information to Learners Procedure
1. Purpose  of the Procedure

The purpose of this procedure is to ensure that learners have access to the information necessary for them to successfully participate in assessment.    This information should include details of:

· learner responsibilities in relation to assessment
· assessment methods and schedules

· reasonable accommodations available

· policy on assessment repeats

· appeal process

2. Scope/to whom it applies

The procedure applies in particular to those who have responsibility for the providing information to students and maintaining student files

3. Procedure Details
Referral and Networking

a. The referral process happens when a staff member offers a service

b. All referrals should be undertaken in line with current Equal Opportunities legislation, Data Protection Act and with particular regard to student confidentiality

c. The referral process should be fully explained to students covering why the referral is appropriate and what the student is expected to do

d. The college recognises the need for the flow of communication through various departments to ensure the ease of access for students to develop their career plans.  This is achieved through cross college meetings as well as interdepartmental liaison.  

Maintenance of Information

a. Relevant and adequate information is provided to answer enquiries falling within the scope of the college.  Students have access to a range of information that helps them make informed decisions about learning and work opportunities.

b. All information is up-to-date and accurate.  Information is reviewed regularly and replaced with a newer version where possible

c. Students can get help to enable them to access and use information themselves

d. The language, format and style of information and media used is suitable for students

Learner Contact/Query

Student queries may be face-to-face, over the telephone, by post or email.  Students are given:

information about the services provided by the college 

a. Assistance to identify the sue they can make of the service

b. Details of any costs they need to pay

c. Information on office times and availability of staff is readily accessible

d. Students are given assistance with understanding, accessing and searching for information if they require it

e. Where appropriate, the need for other services is discussed and agreed with the student

Learner Records

a. Student records must be reliable, accurate, comprehensive, legible and up-to-date.  

b. Access to student records and other documents is controlled so as to maintain student confidentiality and comply with the Data Protection Act

c. Student Records should be securely stored and only accessible to staff directly concerned with the delivery of a service to the student.  

d. Students are entitled to copies of all documents referring to them that have been created during their contact with the college

Advice

An advice session is an immediate response to an enquiry.  The student’s enquiry is explored and the student may be referred to the relevant person/service. 

4. Monitoring Process

This procedure is monitored on an on-going basis by the Student Liason Officer who prepares an annual report for Senior Management.

5. Associated documents

Data Protection Act
Attendance Policy


