	Coláiste Stiofáin Naofa

	Procedure Title: B5.6
	Learner Records
	Version:  1.0
	Date: Sept 05

	Purpose:  to describe how learner records in relation to attendance and achievement are maintained

	Staff Involved: Course Director, Head of Department and Administration

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

	Attendance Register
	Subject Teacher
	Attendance Register

	Attendance Register
	C Director
	Attendance Register

	Assessment and Progress Records
	C Director
	Progress Record

	Certification Records
	C Director and Hd of Exams
	Certification Records held by Hd of Exams and Administration.

	Annual Course Review
	C Director
	Completed Annual Course Review

	Annual Review of Examinations
	Hd of Exams
	Completed Annual Report

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	Hd of Department
	Once a term
	Hd of Dept Meetings and Review of Evidence generated above

	P/D Principal
	Annual
	Review of Annual Course Review Form and Head of Department Review Form
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