	Coláiste Stiofáin Naofa

	Procedure Title: B6.10
	Return of certification data
	Version:  1.0
	Date: Sept 05

	Purpose: To ensure that data submitted to examination boards are checked for accuracy

	Staff involved: Head of Dept., Course Director, Office Staff, Examination Sec

	Method
	Who does it
	Evidence generated by this procedure

	Registration
	Office Staff
	Facility files

	Registration Check
	Head of Dept., Course Director 
	Signed Facility Printouts

	Exam Entries
	Course Director, Exam Sec
	Entry forms,

	Exam Entries checked
	Course Director, Learner
	Photocopy of entry form initialed

	Monitoring

	Monitor
	Frequency
	Monitoring Method(s)

	Exam Sec.
	Annually
	Review sample of initialed forms

	Principal/ Deputy Principal
	Five years
	Review sample of initialed forms/ Facility printouts
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