	Cork College of Commerce

	Procedure Title: B6.2
	Information to Learners 
	Version:  V1.1A
	Date: September 2005

	Purpose:  This procedure describes how the college disseminates information to students in relation to Assessments

	Staff Involved:  Deputy Principals, Examinations Coordinator, Examination Secretary, Course Directors, Subject Teachers,

Student Services Officer, Student Disability Officer/Services.

	Activities
	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	1.

Disseminating information to students

· Examining Body

· Subjects

· Assessment Format

· Type of Award

· Basic Requirements

· Module Descriptor

· Grading structures 
	· Registration Meeting 

· Course Induction Meeting 

· Introductory Lessons

· Student Handbook

    (Specific Courses) 

· Proposed Schedule 

    of  Assessments

· Student Diary/Guide
	· Course Director

· Class Teacher

· Subject Teachers 

· Student Affairs

    Officer
	· Registration 

· Induction Guidelines

· Student Diary/Guide

· Student Course Booklet/Guide

· Websites

· College Intranet

· Notice Boards



	2.

Disseminating information to students

· Examination/Assessment 

   Rules

· Procedures

· Policy on Submission of

   Projects

· Policy on Deadlines

· Policy on Plagiarism


	· Registration Meeting

· Handouts on Policies

· Notices

· Student Diary/Guide

· Introductory Lessons

· Assessment Cover Sheets
	· Course Directors

· Subject Teachers

· Examination Secretary


	· Minutes of Meetings

· Handouts

· Student Diary/Guide

· Student Class Notes

· Cover Sheets

· College Intranet

	3.

Disseminating information to students

· Project/Assignment 

   Briefs

· Assessment/ Projects

   Weightings & Value in %

· Final Submission Dates

   for Projects/Assignments

· Examinations Weightings

   & Value in %

· Submission Guidelines  


	· Subject/Course Guidelines 

· Project/Assignment Briefs

· Assignment Brief Cover

   Sheets

· Notice Boards
	· Subject Teachers

· Course Director

· Examination Secretary
	· Subject/Course Guidelines 

    Document

· Assignment Briefs 

· Project/Assignment Briefs

· Cover Sheets 

· Notice Boards

· Examining Body Websites



	Activities
	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	4.

Providing students with information on reasonable Accommodations available
· Additional time in 

   Examinations

· Use of a scribe

· Use of a lap top

· Additional supports
	· Induction Meeting

· Student Diary 

· Student Disability Policy & 

   Briefing Document

· Student Disability Services 
	· Student Disability

     Services Officer

· Course Directors

· Subject Teacher
· Counselling Service
	· Registration Guidelines

· Course Induction Guidelines

· Student Diary/Guide

· Disability Officer Records/Student

    files

· Examination Officer Records/files



	5.

Disseminating information to students

· Dates

· Locations

· Examination Rules &

   Regulations
	· Class Examination

   Timetables

· Notice Boards

· Assessment and 

   Examination Regulations  

   for Candidates
	· Examination Secretary

· Course Directors

· Examinations Coordinator

· Deputy Principals
	· Timetable Printouts per Class 

· Assessment and Examination      

    Regulations for Candidates 

    Document

·   Notice Board 

	6.

Appeals  


	· FETAC system in place
· External Examination 
     Bodies systems 
	· FETAC

· Examination Secretary


	· Examination Officer Records/files



	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	· Deputy Principal

· Examination Coordinator

· Examination Secretaries

· Quality Assurance Group 


	· Ongoing

· Annual Review


	· Consultation with Subject Teachers

· Consultation with Course Directors

· Ongoing Meetings throughout the year

· Annual Review Meeting

· Quality Assurance Group Meetings
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