	Coláiste Stiofáin Naofa

	Procedure Title: B4.1
	Information Provision
	Version:  1.0
	Date: Sept 05

	Purpose:   CSN is committed to providing clear and accessible information on programmes and associated services in the college. This information enables students to make informed choices regarding the programme(s) on offer and assist in their successful participation in the programme.

	Staff Involved:  Principal, Deputy Principal, Heads of Department, Course Directors, Marketing Staff, IT Staff , Guidance Councilors, Disability Officer, …. All staff!

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

	Publication of detailed college prospectus
	Principal, Course Directors, Marketing Staff


	College Prospectus

	Development and publication of material on CSN website and access for students to relevant sites
	IT staff, Web Design Team, Course Director

IT teaching staff
	www.csn.ie, www.fetac.ie, www.nqai.ie 

	Provision of individual course outlines, on-going updates and/or course handbooks
	Course Directors and Subject teachers
	Course outlines, memos, handbook, notice-boards, 

	Initial student induction session and follow-up information sessions on a department /course /student council and individual student basis
	Head of Department, Health and Safety officer, Head of IT, guidance and special needs officers, student service officer
	Agendas/action plans

	Educational Exhibitions/ managing 'first contact' office, telephone and e-mail enquiries / provision of appropriate documentation and orientation at interview and induction stages
	Marketing Staff, Effectively All CSN Staff, CSN secretarial service, teachers at information desk and designated staff
	Rota of attendance and enquiry records/ secretarial Records

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)
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