	Procedure Title: B6.1


	Co-ordinated Planning of Assessment

	Purpose:  Programme design, delivery and assessment are co-ordinated so as to facilitate learners to maximise the value of their assessments across the programme

	Staff Involved:  Principal, Course Directors, Subject Teachers, FETAC Co-ordinator, Study Advisors, VTOS Co-ordinator, Disability Officer, Quality Assurance Officer, Auxiliary Staff 

	Activities:
	Method(s)
	Who
	Evidence

	1.Examination Paper Preparation
	Subject Teacher Meetings

Department Meetings

Meetings with Auxiliary Staff regarding storage
	Subject Teachers

Special Accommodation Officer

Auxiliary Staff

FETAC Coordinator
	Exam Papers (colour coded) and Template based



	2. Project/Assessment Preparation
	Subject Teacher Meetings

Department Meetings

Meetings with Students
	Subject Teachers

Clerical/Admin

Course Directors

Students
	Assessments Briefs

Assessments



	3. Timetable
	Exam requirements submitted to clerical/admin by teachers

Management Team Meeting

Draft exam/ assessment timetables prepared for comment
	Subject Teachers

Course Directors

Students

Principal

Clerical/Admin

Special Accommodation Officer

FETAC Officer


	Draft Exam Timetable

Final Exam Timetable

Draft Assessment Template

Final Assessment Template

Minutes of Meetings

	Activities:
	Method(s)
	Who
	Evidence

	4. Accommodation  and Location of Exams
	Match class size with centre

Teacher Meeting re: Special Requirements/Additional Resources

Establish secure official exam centres and storage facilities

Disseminate Information Centrally
	Principal

Course Directors

Teaching Staff
Auxiliary Staff

Scribes etc. if required

Audio Visual Equipment  Post Holder
	Examination Notice board

Exam Schedules

Exam Timetables

Secure Storage and Exam centres



	5. Supervision of Exams

· Procedures for      supervision

· Exam Paper collection

· Exam Paper dropoff
	Establish examination guidelines for students, supervisors, teachers, caretakers, attendants
Establish Documentation for exam procedure
	Principal
Supervisors,

Auxiliary Staff
FETAC Co-ordinator

Teaching Staff

Special Accommodations Officer


	Exam Guideline Booklet

	Monitor
	Frequency
	Monitoring Method(s)

	Quality Assurance Group
	Three times per year, twice prior to exams and once after exams
	Minutes of Meetings

Change in Documentation


