C o l á i s t e  S t i o f á i n   N a o f a

College of Further Education
Details of Monitoring and Review Procedures

Quality Assurance Systems

Organisational Structure

The college currently operates a reporting system that can be best described by the organisational chart (App. 1).  Each Head of Department (Assistant Principal) is responsible for a group of related courses – normally 4 or 5 courses or 100 – 150 students. The duties or area of responsibility of a head of department are attached (App. 2), assistant Principals are also responsible for areas such as Examinations, Marketing or Information Technology Resources.  A sample of the duties are attached (App. 3).  Heads of Departments may have an assistant Head of Department.  An assistant Head of Department may also be responsible directly to the Deputy Principal such as the Health and Safety post attached (App. 4).

Each course is managed by a Course Director whose administration duties are listed in the Course Co-ordinator Guidelines attached (App. 5).  Courses commence in mid September and continue until mid May.  Course review meetings are held as follows:


Agenda Item





Date

Recruitment and Induction



Early September (App. 6)


Course Content and Delivery


Assessment and Certification


Late September

Previous Years student destination

Completion and Certification


Late October

Work Experience

Learning Environment, Student Services

Mid/Late December

Retention and Tracking



Mid February

Assessment





Early April

Final Review





Mid/Late May

More frequent meetings take place between sub groups or task groups undertaking an action arising from the course review meeting.

Minutes/Action plans are published following each review meeting and staff members are identified as responsible for achieving the objectives outlined (App. 7).

The Head of Department is responsible to the Principal for the implementation and reporting of all elements of the relevant action plans which arise directly from the reviews undertakers:

Final review meetings in mid/late May form the basis for plans for the following academic year.  This enables the Curriculum/Accommodation requirements form (App. 8) to be completed.  The Annual course review report (App. 9) is completed in late October.  Responsibility for implementation lies with the Heads of Department (Assistant Principals), Deputy Principal/Principal.

Course review – students survey takes place in late December and late April.  A copy of student survey is attached (App. 10).

The learning environment/student services is reviewed monthly by the student council facilitated by the Student Activities Officer.  The student council is elected from a general body of class representatives.  Responsibility for implementation lies with the Head of Department, Deputy Principal/Principal.  The Assistant Principal also co-ordinates the counselling/Guidance provision.
Procedures for internal monitoring of programmes.
At a Department staff meeting in late September each year a schedule of dates, sample attached (App. 11) is drawn up for assessment in the various units during the academic year.

The schedule is presented to each student at the start of the course and students sign a record card to acknowledge that they have received the schedule and noted the deadlines involved.

At Induction (mid. September) students are presented with an induction pack including the following:

· College Diary

· Class Timetable

· College Calendar

· Year Planner of events/deadlines

· Summary of modules and assessments.  A more detailed syllabus is given in early/mid October.

A sample induction pack is attached (App. 12)

A template (see Assignment template attached) (App. 13) for assignment setting which includes task/title, outcomes being assessed, length of assignment, presentation format, submission dates and reading list is followed by each teacher.  Assignments are to be marked and returned within 2 weeks of submission.

Internal Cross moderation

Teachers are required to submit a representative sample of assignment to another designated staff member for double marking purposes to ensure consistency of standards.  See Cross Moderation Report Form attached (App. 14)

Examination Guidelines

The Examinations Department have developed a number of guidelines in relation the following:


-
Exam paper verification form



(App. 15)


-
Examination sign in/Tracking Form


(App. 16)


-
Confirmation of Examination entries


(App. 17)


-
Arrangements for candidates with special needs
(App. 18)


-
Assessment regulations for Candidates

(App. 19)


-
Guidelines for devising Written Examinations
(App. 20)

Appeals Procedure

Grounds for Appeal.

Where a student considers the marks allocated to a section of an assignment, or the overall grade to be inadequate, the student is entitled in the first instance to appeal the result to the teacher.

Stage 1:
A stage 1. appeal meeting must take place between teacher and student within one week of assignment being returned.

Stage 2:
If the student is not satisfied with the outcome of  Stage 1. Appeal, he/she is entitled to request that the assignment work be reviewed by the course co-ordinator within 2 weeks of the Stage 2. appeal being lodged.  The course co-ordinator may ask another tutor to review the assignment work.

Stage 3:
If the student is not satisfied with the outcome of the Stage 2 appeal, he/she may lodge a Stage 3 appeal.  The Independent Appeals Board which undertakes Stage 3 appeals is made up of Course Co-ordinator, Head of Department and Deputy Principal/Principal.  Stage 3. appeals must be completed within 3 weeks of a student request.

Staff Development

An assistant Head of Department is responsible to the Deputy Principal for 

staff development and training.  A Budget is set aside each year and agreed by the Colleges Board of Management for Staff Development.

Staff Development opportunities are highlighted at the following stages;

-
New Course Proposals


(App. 21)

· Course review meetings

· Annual Course review report


(App. 9)

· Curriculum/Accommodation Review

(App. 8)

· Individual Applications


(App. 22)

(App. 23)

The Department of Education and Science operates a scheme – Teacher Fee Refund Scheme, which encourages individual teachers to undertake in-career development. A copy of guidelines are attached.



(App. 24)

Equal Opportunities Policy
Attached.






(App. 24)

Action Plans arising from Review Meetings
Subject of Review:

_____________________________________________

Course:


_____________________________________________

Date of Review Meeting:
_____________________________________________

Attendance:


_____________________________________________

Chairperson:


_____________________________________________

	Areas for Change
	Action Required
	By Whom
	When

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Report to:  _____________________________________ Assistant Principal

Progress Report to next Management Meeting due on ______________________Date

Progress Report to Staff/Students on ___________________________________Date

I have monitored the implementation of the above Action Plan.  Comments.                                                                   

 ___________________________________________________

 ____________________________________________________________



 _____________________________________________________________

Signed:  __________________________       Assistant Principal

Date:      __________________________











Action Plans arising from Review Meetings
Subject of Review:

Induction Programme                                                                  

Course:


Communications and Public Relations (CPR)

Date of Review Meeting:
13/10/2000
Attendance:
A. Morris, N. Ward, M. O’Sullivan, J. Younge, M. Graham

Chairperson:
A. Morris
	Areas for Change
	Action Required
	By Whom
	When

	Dates for Induction Programme
	Change date to Oct.  Place on Calendar 2001
	M. Lonergan
	13/10/2000

	Details of Student Services
	Co-ordinator of Student Services to speak to each course group
	D. Clancy
	Week Beg.  16/10/2000

	Time Allocated to Individual Seminars
	Extend by 30 mins. In Draft Programme for 2001
	A. Morris
	13/10/2001

	Insufficient detail on Assessment
	Tutors to give time and detailed account at tutorials
	A. Morris to inform Tutors.
	Tutorials planned for Week Beg. 16/10/2000


Report to:
A. Morris


  Assistant Principal

Progress Report to next Management Meeting due on 20/10/2000 Date

Progress Report to Staff/Students on  ___________________________  Date

I have monitored the implementation of the above Action Plan.  Comments.

Presenters and Tutors briefed.

All actions underway.

Signed:  ___________________________________  Assistant Principal

Date:  _____________________________________

Proposed Programme of Non-timetabled Activities 2002 – 03

(Visiting Speakers, Workshops, Field trips, External Visits)

Please list in order of priority

	Description of Activity
	Duration/Dates
	Estimated Cost (inc. VAT)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Annual Requirements 2002 – 03

Please list in order of priority

1. Additional Equipment – (In addition to attached Equipment List for some courses)

	Description
	Quantity
	Estimated cost (incl. VAT)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2.    Renewals and Repairs to Equipment

	Description
	Quantity
	Estimated cost (incl. VAT)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3.   Class Materials

	Description
	Quantity
	Estimated cost (incl. VAT)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.    Staff Development

	Description
	Quantity
	Estimated cost (incl. VAT)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Course Accommodation 2002 – 03

Course Title: ____________________________________________

	
	

	Specialised Accommodation required:
	Estimated Costs

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Furniture and Classroom equipment
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Decoration and Floor Covering
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Fittings, Fixtures, Safety Issues
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Student Expenses 2002 – 03

Course Title:  ______________________________
Note:  Student Expenses may only include the following:

1. Text books and other personal equipment, (e.g. uniform, clothing, etc.,) which becomes the property of the student.
2. Project work/materials

3. Membership of Professional Bodies or Associations

4. Examination Fees and Expenses

5. Student Service Charges

Please ensure this list is accurate and final.  In order to avoid refunding students 

Throughout the year, please ensure that all students receive that which they have paid      

for.

	Item
	Cost (Incl. VAT and currency differences)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Annual Course Review Report Template

	


Course Title



Certification:   Year 1.         ___________________________________________


  Year 2.         ___________________________________________

Enrolment

	@ 30/09
	Late
	Total

	
	
	


	Early Leavers

Student’s name
	Category

(see code below)
	Reason

(see code below)
	Students who did not sit Exams

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Student Name         Category
	Attendance Rate %
	Work Placement
	Exam Results

D  M  P
	Current Location (see code below)

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	

	7.
	
	
	
	

	8.
	
	
	
	

	9.
	
	
	
	

	10.
	
	
	
	

	11.
	
	
	
	

	12.
	
	
	
	

	13.
	
	
	
	

	14.
	
	
	
	

	15.
	
	
	
	

	16.
	
	
	
	

	17.
	
	
	
	

	18.
	
	
	
	

	19.
	
	
	
	

	20.
	
	
	
	

	21.
	
	
	
	

	22.
	
	
	
	


Special Achievements/Developments






______________________________________






______________________________________






______________________________________

Links with;       Industry

______________________________________






______________________________________

















______________________________________



  Higher Education
______________________________________






______________________________________






______________________________________

Staff Development  


______________________________________






______________________________________

Any other Information  


________________________________________________________

______________________________________________________________

______________________________________________________________


______________________________________________________________


	Early Leavers Reason Code
	Current Location Code
	Category of Student Code

	H
	Health
	CRE
	Course related employment
	L.C.
	School Leaver

	F
	Finance
	NCRE
	Non course related

Employment
	LCA
	LCA

	E
	Employment
	FE
	Further Education
	V
	VTOS

	ET
	Other Education/Training
	HE
	Higher Education
	A
	Adult Learner

	C
	Course not suitable
	U
	Unemployed
	O
	Overseas Learner

	O
	Other
	E
	Emigrated
	
	

	
	
	O
	Other
	
	


STUDENT COUNCIL

STAFF DEVELOPMENT

New Course Proposal

Course Title  ___________________________     Duration _____________

Certification


Year 1:   ________________________________





Year 2 (if applicable):  ______________________
Aims – Objectives of Course



________________________________________________________



________________________________________________________

List of Modules (if applicable)

	
	Module Code

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Target Group

___________________________________________________




___________________________________________________

Entry Requirements
___________________________________________________




___________________________________________________

Links with

Industry
_______________________________________






_______________________________________



Higher Education
_______________________________________






_______________________________________

Career Prospects
___________________________________________________




___________________________________________________

Any Special Equipment/Material Requirements

______________________________________________________________

______________________________________________________________

Any Staff Development Requirements

______________________________________________________________

______________________________________________________________

Signature
______________________________________
	Course Review – Student Survey

Course Content and Delivery, Assessment and Certification


You are requested to complete this form and return to the Course Tutor by December 15th 2000 

Course: ______________________________
Tutor:
_____________________________

Please indicate relevant category of student:

VTOS      □
     LCA      □

School Leaver
 □
Adult Learner
  □
Overseas Student     □
Course Content:

What is your view of the course content?

___________________________________________________________________

___________________________________________________________________

Please list subjects or topics, which you would like to see, included on the course.
__________________________________________________________________

Delivery:

Please state your level of satisfaction with the quality of teaching on various subjects on your course.

___________________________________________________________________

___________________________________________________________________

What improvements would you like to see implemented?

___________________________________________________________________

___________________________________________________________________

Time allocated to each Subject:

Is the time allocated to each subject satisfactory – Please make suggestions:

___________________________________________________________________

___________________________________________________________________

Resources:

Please comment on the adequacy of the equipment, materials and resources available for your course:

___________________________________________________________________

___________________________________________________________________

List any additional resources which you consider necessary for this course:

___________________________________________________________________

___________________________________________________________________

Assessment:
Please comment on the assessment methods used for your course:

Number of Assignments
_______________________________________

Relevance of Assignments
_____________________________________

Dates for submission

_______________________________________

Marking and Appeal Systems
_______________________________________

Other



_______________________________________

Certification:

Are you satisfied with the certification offered by the College?

___________________________________________________________________

Please comment freely on the course:
 ___________________________________________________________________
___________________________________________________________________

	Sample Assignment Template


Assignment Number:_____________ 
Title of Assignment: ___________________

Course Title: ____________ 
Subject:______________ 
Teacher: _______________

Course Co-ordinator: ___________________________________________

Subject Assessor (if not Subject Teacher):__________________________

Module Code:

___________________________

Learning Unit:
 
___________________________

Outcomes being Assessed:

______________________________________________________________

______________________________________________________________

______________________________________________________________

Assignment Brief:

· Date issued to Student

____________________________

· Date due to Subject Teacher
____________________________

· Date of Result


____________________________

· Number of Words (where applicable)  _________________________

· Task/Title



____________________________

Signed:
________________________________
Subject Teacher/Assessor

Signed:
________________________________
Assistant Principal

	Cross Moderation / Sampling Report


Course:

___________________________________________________

Subject:

___________________________________________________

Subject Teacher:
___________________________________________________

Assignment Number:
_____________________________________________

Assignment Title:
___________________________________________________

Date of Sampling:
_________________

Sampled by:
_____________________

Number of Assignments Examined:
____________________________

	Script No.
	Original Mark
	Rec. Mark
	Agreed Mark
	Comment

	
	
	
	
	


Signed:
___________________________________

Date:

___________________________________
Guidelines for devising Written Examinations

