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ST. JOHN’S CENTRAL COLLEGE 

COURSE INTERVIEW POLICY AND PROCEDURES

 INTERVIEW ARRANGEMENTS:

· 
Four panels needed. Each panel to have two teachers.

· 
Panels need not be fixed.

· 
Each panel will consist of an assistant principal and a teacher involved in course delivery, if possible.

· 
The Deputy Principal and the Director of Courses will organise and co-ordinate the  panels.

· 
Panels for September will be organised on the first day back in September.

· 
Reduce to 1 or 2 panels, as required, after the start up-date.

INTERVIEW PROCEDURES:

· 
Interview all applicants, including late applicants.  Interview Panels should familiarize themselves with the Course Applicant Interview Guidelines before interviewing applicants.

· 
Offer a place / Do not offer a place.  If a place is offered complete an Offer of Place Card, give it to the interviewee and tell them to bring it with them to registration.  If a place is not offered put the interviewee on a waiting list and inform him/her of this. If a place is offered later to an applicant placed on the waiting list all documentation must be completed before they are allowed to take up their place in the College.

· 
Inform interviewees about Student Services and Examination Fees.
· 
Ascertain if applicants who have left education for six  months or more are unemployed.  If they are get them to fill out a VTOS form.
· 
Applicants will not normally be accepted on to a regular course after the 15th October of any year.  Those who apply between the 15th October and the last college day in October should have their applications rigorously scrutinized by the Director of Courses and the Course Coordinator. Anybody whose application has not been processed by the last college day in October should be offered a place on a specifically designed course to meet the needs of such applicants.

· 
If practical, there should be a gap of at least one day between interview and registration.
ST. JOHN’S CENTRAL COLLEGE 

COURSE INTERVIEW GUIDELINES

All applicants should be interviewed under the following headings:
· 
Interest in area  for which interviewee is applying

· 
Knowledge of area  for which interviewee is applying

· 
Suitability for course (Ask specific questions)

· 
Academic performance / Work experience (as appropriate)  

· 
Previous school record / Work record (as appropriate)

· 
Interests, hobbies, social activities

· 
Financial issues  - Will they need to work? How will this fit in with their studies?  Inform them about grants.

· 
Any medical condition/disability of which the College should be aware

· 
Will the student need the use of a crèche?

Interview panels should:
· 
Be sensitive regarding personal questions

· 
Where possible ask open rather than closed questions. Closed questions tend to elicit yes or no style answers.
Get commitments from interviewees regarding:

· 
Attendance

· 
Punctuality

· 
Meeting project and assignment deadlines

· 
Work experience

· 
Observation of college regulations
If the applicant is acceptable complete and give them an Offer of Place card and a copy of the Course Requirements sheet.  Then complete an Interview Mark Sheet for the applicant. 

At the end of the interview, offer a place if the panel has no reservations. When reservations are indicated the interviewee should be asked to leave the room while his/her application is being discussed.  If a decision is then made to offer a place the applicant should be called back and informed of this.  If a decision is made not to offer a place the applicant should be placed on a waiting list. He/she should then be called back and informed of this.

ST. JOHN’S CENTRAL COLLEGE 

INTERVIEW ASSESSMENT SHEET

APPLICANT’S NAME:   ____________________________________________________________

COURSE:                         ____________________________________________________________

How did you hear about the course ?
(Please tick appropriate box below) 

Careers Exhibition  (
Friend  (
Guidance Counsellor  (
Notice (
Press  (
          

Radio/TV  (
         School Visit   (
Shopping Centre  (

Other _____________________  










(please specify)
Interview the applicant under the following headings:

FOCUS ON THE AREA 

ACADEMIC PERFORMANCE / WORK EXPERIENCE (as appropriate)

PREVIOUS SCHOOL RECORD / WORK RECORD (as appropriate)

APPLICANT’S EXPECTATIONS OF THE COURSE

Please indicate the level of benefit which the applicant is likely obtain from participating in the course based on his/her interview performance:
(Please tick appropriate box below) 

Very Low   (                  Low   (                 Moderate   (       High   (       Very High   (   
ACCEPTED:  (      




                                                                  (Please tick as appropriate)
PLACED ON WAITING LIST:  (   

COMMENTS:  _________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

ST. JOHN’S CENTRAL COLLEGE

COLLEGE REQUIREMENTS

 PLEASE READ CAREFULLY  
 Students attending St. John’s Central College must:

· 
be punctual at all times

· 
attend all classes regularly 

· 
arrange any part-time work so that it will not interfere with punctuality and attendance

· 
inform the College if for any reason they cannot attend

· 
provide medical certification at their own expense, if 
necessary, for absences due to illness of more than three days

· 
have  books, notes, tools, equipment or apparel 
necessary to 
participate fully in the course   

· 
meet all project and assignment deadlines 

· 
Participate fully in the course Work Experience Programme

· 
observe all regulations as laid down by the College from 
time to time

· 
inform themselves fully of the contents of the College’s 
Student Handbook on taking up their place in the College 

Students are strongly advised to retain this document and any others received from the College for future reference. 

Copies of the Offer of Place Card (pink card) and the Course Admissions Card (blue card) are provided below. 
ST. JOHN’S CENTRAL COLLEGE

SAWMILL ST., CORK                        
OFFER OF PLACE

You must bring this card to Registration
Name:  ____________________________________________________________
Place offered in:  ____________________________________________________

       
 This offer is contingent upon adequate enrolment to form a class and upon any other conditions as laid                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 down by the College, from time to time, being met. 

       
 Tel:   021 427 6410
  Official Signature:  _____________________________    Date:  ________
       
 Fax:  021 431 4681

 ST. JOHN’S CENTRAL COLLEGE

SAWMILL ST., CORK

COURSE ADMISSION CARD

You must bring this card to Induction Day 
         


Name:  _________________________________________________________​                                                                                               
         
has been registered as a student of  the following course:   

        
_______________________________________________________
         
Please note that your continued participation on the course is contingent upon your observation of all                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
College Regulations throughout the duration of the course.                                                                                                                                                                                                                                                                                                                            












   


         
Tel:   021 427 6410




 
RECEIPT NO:  _____________________

Fax:  021 431 4681





 

ST. JOHN’S CENTRAL COLLEGE 

 PROCEDURES FOR THE REGISTRATION OF STUDENTS

The procedures as set out below should be observed for the registration of all students, including late applicants.

· Panels of six teachers will be needed to assist with registration in September.
· 
The Deputy Principal and the Director of Courses will organise the panels before the first day of registration and they will coordinate the registration process itself.
· 
Registration will take place in the third week of August for students accepted at the June interviews 
and at designated days in September for students accepted at the September interviews.
· 
A briefing meeting for members of the panels will be held prior to registration.
· 
Register each successful applicant on the production of his/her Offer of Place Card (i.e. pink card). If the card cannot be produced verify whether or not the applicant was offered a place on the course for 
which he/she wishes to register. If the result is positive issue a new Offer of Place Card and register, if negative send the applicant for interview.

·  
Check each Registration Form and each Student Profile Form carefully and ensure that they are 
fully and accurately completed.  

· 
A Course Admission Card (i.e. blue card) should be completed at the time of registration and stamped with the College Stamp. The receipt number for fees paid should be written on the card.  In the case of VTOS students write VTOS and where the fee is waived write waived in the space for the receipt number.  
· 
Inform each candidate that they must present this card on Induction Day (i.e. their first day in the College) to be allowed to participate in their course.  
· 
Each member of the Registration Panel will be given guidelines regarding registration for different courses. 
· 
Provide information on VTOS, grants, accommodation, etc. to all students at the time of registration.

NOTE:

Private arrangements should never be made about the registration of students.  The procedure set out above must be observed in all cases. 

ST. JOHN’S CENTRAL COLLEGE 

 PROCEDURES FOR INDUCTION AND ADMISSION OF STUDENTS

A list of all courses and designated classrooms will be placed inside the front door during Induction Days.  This area will be staffed by two teachers.

(ii)
Organise a pre-induction /pre-admissions briefing meeting for Course Coordinators and the Senior Management Team.

(ii)
Induction will take place over two days on agreed dates in September of each year.

(a)    At assembly in the canteen:
.

(i)
Students will assemble in the canteen at a specified time.

(ii)  
All relevant Course Coordinators will assemble at the front of the canteen.

(iii)  
The Deputy Principal will introduce the Principal, the VTOS Coordinator, the Accommodation 
Officer, the Clubs and Societies Officer and the Guidance Counsellors to the students prior to their dispersal to classrooms.

(b)    In the classroom:

(i)
Begin by making students welcome and putting them at ease.

(ii)
Distribute temporary class timetables and stress that they are temporary.
(iii)
Give students detailed information on each of the following:

· course content,

· demands of the course,

· importance of punctuality,

· importance of attendance,  

· Importance of ensuring that any part-time work commitments do not interfere with punctuality and attendance, 

· importance of meeting completion deadlines for all projects and assignments (without giving details of particular projects or assignments),

· importance of the Work Experience Programme.

(iv)
Inform students that: 

· all absences must be properly explained e.g. a medical certificate provided at their own expense if necessary, 

· they may not absent themselves from timetabled class periods to do work outside the College, 

· they must attend all classes for which they are timetabled,

· they must have available, when required, any books, notes, tools, equipment or apparel necessary to participate fully in the course.

(v)
Distribute Folders, Student Handbooks, Study Handbooks and Contracts.

(vi)
Go through the Student Handbook carefully with the students.

(vii)
Go through the Student Contracts carefully with them, emphasizing their importance. Get them to 
sign them.

(viii)
Collect the Course Admission Card from each student making sure that it has the College Stamp on it. Check the name, date of birth and address of each student on the class list for accuracy and then place his/ her name on the temporary register.  Any student who cannot produce a Course Admission Card or whose card is unstamped should be referred to designated teachers in a specified room to verify that they have been interviewed and registered. Do likewise for any student 
whose name is not on the class list.  If any student on the list is not present delete their name from it.

(ix)
Ensure that the class list is given to Redmond Jennings, immediately after the class has been dismissed.  


ST. JOHN’S CENTRAL COLLEGE 

PROCEDURES FOR STUDENT TRANSFER
The following procedure should be observed in all cases before a student is allowed to transfer between classes / courses:

(a)  
The student seeking transfer must complete a Class / Course Transfer Form and submit it to the Director of Courses.
(b)  
The student will be interviewed by a panel consisting of the
Director of Courses and the class 
teachers concerned.
(c)  
Before the student is interviewed the situation regarding accommodation and catching up on 
material already covered must be ascertained.
(d)  
The student should be referred to the Guidance and Counselling Service if that is deemed necessary by the Interview Panel.

(e)  
Once the student has been interviewed the Course Transfer Form must be countersigned by the class teachers concerned with the transfer and by the Director of Courses.

(f)  The Director will give a copy of the Course Transfer Form to Redmond Jennings, a copy to the Attendance Officer, retain a copy for his own records and have the original placed in the student’s file.

(g)  The Attendance Officer will check that the student’s name is deleted from his/her former class register and inserted into his her new class register.

(h)  Where a student is clearly unhappy in a course the class teacher should endeavour to have him/her redirected.  However, the procedures as set out in this document must be observed.

Transfers will not normally be considered after the 15th October of any year.  Those who apply  for a transfer between the 15th  October and the last college day in October should have their applications rigorously scrutinized by the Interview Panel.  At this stage a transfer should only be allowed in exceptional circumstances.

NOTE:

Private arrangements should never be made about the transfer of students between classes/courses.

To ensure that students can be tracked efficiently within the system the procedures set out  above must be observed in all cases.

ST. JOHN’S CENTRAL COLLEGE

CLASS / COURSE TRANSFER FORM

I __________________________________________________  wish to apply for transfer from 

___________________________________________________________ (name of class/course) 

to

__________________________________________________________  (name of class/course)
Student Signature:  __________________________________________

Date:  _______________
**********

Student Interviewed on the  _______   of _________________________________   20______

Transfer approved

Yes

 No

(please tick)

Signature of class teachers:
  1  _____________________________________

 
 2  ______________________________________

Signature of Director of Courses:   ________________________________________________
Copies to Director of Courses,  Facility officer and Attendance Officer.  Original to student file.
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ST. JOHN’S CENTRAL COLLEGE 

ATTENDANCE POLICY AND PROCEDURES 

One of the primary roles of St. John’s Central College is the preparation of its students for the world of work. Therefore, it treats the attendance of students in the college in the same way that an employer would treat the attendance of employees in the workplace. This means that students may not absent themselves from any class without the prior permission of their class teacher.  Such permission should be granted only in exceptional circumstances.   

(i)       Marking the Register:

· 
The green register should be marked 15 to 20 minutes into the first lecture of the day for each class and again during the first lecture immediately after the lunch break.   

NB: This is the official record of attendance, which the College is legally obliged to keep.
· 
A Teacher’s Personal Register (i.e. a white register) should be kept by each teacher to track students so as to ensure that they do not skip class after the green register has been taken.
· A Procedure for Marking the Green Register sheet is included at the back of the register. 
(ii)      Dealing with Absences:

· 
When a student is absent for more than three days they should be contacted by postcard.  This should be recorded by placing a C at the top right hand corner of the O (absent mark) for the day.
· 
The Attendance Officer should be informed by the class teacher if a student returns after an 
absence of more than three days  without permission or medical certification.  If a student is at risk 
of losing his/her place in the College he/she should be referred immediately to the Attendance Committee through the Attendance Officer.
· 
Where a student is absent for more than ten days without permission or medical certification they will be written to by the Chairman of the Attendance Committee and invited to come before the Committee to offer an explanation within seven days.  Since students who are absent for more than ten days, without permission or medical certification, are normally deemed to have left their course they will only be allowed back if they can provide the Committee with a satisfactory explanation and adequate guarantees as to their future good attendance. 

· 
Where the Attendance Committee decides that a student should not be allowed back he/she will be 
informed of his/her right to appeal to the College Appeals Committee. A letter to this effect will be sent to the student on the day of the interview by the Chairman of the Attendance Committee. The student will be allowed seven days to respond in writing.

· 
All notes and medical certificates should be handed into the office for placement in the students’ files. 
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 (iii)    
Responsibility of the Student:

· 
Students  should notify the college immediately if they are absent from class or work experience for any reason.
· 
Permission must be sought in writing from the class teacher for absences which students will be aware of in advance (e.g. dental appointments).  However, where possible such appointments should be made outside of college time.
· 
An a la carte approach to attendance, which also includes both punctuality and lecture skipping, by students is not permissible i.e. students must attend all timetabled classes punctually.
· 
If students are late for their first lecture of the day it is their responsibility to ensure that they are marked in on the register.
· 
Students must attend for Work Experience, whether in the form of Work Placement or Work Practice, since it is part of the curriculum for all courses. Students who absent themselves from Work 
Experience will be deemed to have been absent from College.  
(iv)
The College Attendance Committee:

· 
The Attendance Committee is constituted as follows:

· The Deputy Principal  (Chair)

· The Attendance Officer

· The VTOS Coordinator

The Attendance Committee may invite a Class Teacher/Subject Teacher to participate at its discretion. 

· 
The role of the Committee is to:

· inquire into the reasons for absences

· ascertain if the student needs any particular support or referral to the Guidance and Counselling Service 

· decide on the nature and type of sanctions that ought to be imposed if sanctions are deemed appropriate

(v)
The College Appeals Committee: 

· 
The College Appeals Committee is constituted as follow:
· The Deputy Principal (Chair)
· Two members of the BOM one of whom must be a student
· The Examinations Secretary
· 
The role of the Committee is to:
· Hear the appeals of students who have been absent over the permitted number of days

· Adjudicate on appeals.

ST. JOHN’S CENTRAL COLLEGE

A copy of the postcard that should be sent to students who are absent for more than two days is provided below.

ST. JOHN’S CENTRAL COLLEGE
SAWMILL ST., CORK
Tel:   4276410

Dear


Your absence from the College has been noted.  Please contact us 
immediately to let us know why 

you have been unable to attend.


Signed:   ___________________________ 

Date:   ____________

****************************

A copy of the letter to be sent to students who are considered to have left the course because they have been absent for more than the ten days allowed is provided below.

Dear

College attendance policy states that students who are absent for more than ten days during the academic year, without permission or medical certification, will normally be  deemed to have left their course.  Since your total absences now exceed the maximum ten days the college’s Attendance Committee will afford you an opportunity to provide an explanation for tour absences ___________________ the _____ of ______________ 20___ .  

If  you are unable to attend at this time please contact me immediately so that an alternative arrangement can be made.  

Yours sincerely, 

_______________

Bertie Og Murphy

(Committee Chairman)

************************

A copy of the letter informing a student about his/her right of appeal is given below. 

Dear

If you wish to appeal the decision of the  Attendance Committee of St. John’s Central College to exclude you from further participation in your course you may do so by submitting it to the undersigned, in writing, within the next seven days.  

Appeals are heard by the College Appeals Committee.  You will be informed by letter of the date and time of your appeal in due course.

Yours sincerely, 

_______________

Bertie Og Murphy

(Committee Chairman)

ST. JOHN’S CENTRAL COLLEGE

PROCEDURE FOR MARKING GREEN REGISTERS 

(i)  
Marking the Register (General):

· 
The green register, which is the official record of attendance that the College is legally obliged to keep, should be marked 15 to 20 minutes into the first lecture of the day for each class and again 
during the first lecture immediately after the lunch break.

· 
The register should be collected from the staff room by the teacher 
who has the first lecture of the day with the class and by the teacher who has the first lecture with them immediately after lunch.

· 
If a register is missing from the staff room the class teacher should 
be informed as soon as possible.
· 
Registers should be returned to the staff room as soon as possible after being marked.

· 
Since all classes may not start at 8.50am in the morning it is 
important that teachers make themselves aware of the daily starting time of each class that they teach.

(ii)  
Marking the Register in the Morning:

· Student in attendance for first lesson of the day  
· Student absent for first lesson of the day
· Student arrives late for first lesson (e.g. 25 mins.)             9.15    (i.e. the time the
         student arrives)   
(iii)  
Marking the Register in the Afternoon:

· Student present AM but absent PM change 

to
· Student absent AM but present PM change      
     to
· Student attends both AM and PM leave     

unchanged.
· Student is absent both AM and PM leave     

unchanged.
· Student is late PM (e.g. 20 mins.)        





 
 2.15    (i.e. the time the
                                                                                                            student arrives)             

No other marks, crossing out of students names or alterations should be made to the register by anybody other than the class teacher who should ensure that it is always kept up to date.









 St. John’s Central College Applicant Interview Record

	No
	Name
	Address
	Course
	How you heard of Course
	Last school/college/course attended
	 Acc-

 ept

   [Y/N]
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Signature of Interviewers:
       1.
……………………………………     2.  …………….…………………………

Date:  ………………

ST. JOHN’S CENTRAL COLLEGE

WAITING LIST

	No
	Name
	Address
	Course
	VTOS [Y / N]

	1
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	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
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	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	


Signature of Interviewers:
       1.
………………………………………     2.  ………….…………………………

Date:  ………………



   


      College


      Stamp











