	Procedure Title: B6.2

	Information to Learners

	Purpose:  To Establish How Learners have access to the information necessary for them to participate successfully in Assessment

	Staff Involved:  Principal, Course Directors, Subject Teachers, FETAC Co-ordinator, Disability Officer, Quality Assurance Officer, Auxiliary Staff (office)

	Activities:
	Method(s)
	Who
	Evidence

	1. Dissemination of Information to Students

· Examining Body

· Subjects

· Assessment Format

· Type of Award

· Module Descriptor

· Grading Structures
	Registration Meeting
Course Induction Meeting

Introductory Lessons

Student Handbook

Student Diary

Assessment Cover Sheets

Subject/Course Guidelines

Assessment Briefs

Noticeboards

Class Examination Timetable

Assessment Exam Registers for Candidates  
	Class Teachers
Subject Teachers

Course Management Team

Administration Staff
	Induction Guidelines
Student Handbook

Student Diary

Noticeboards

Assessment Cover Sheets

Subject/Course Guidelines

Assessment Briefs

Class Examination Timetable

Assessment Exam Registers for Candidates  

	2. Dissemination of Information to Students

· Exam/Assessment Rules

· Procedures

· Policy on Submission of Projects

· Policy on Deadlines

· Policy on Plagiarism
	Student Handbook
Student Diary


	Class Teachers

Subject Teachers

Course Management Team

Administration Staff
	Student Diary
Student Handbook with Policy Documents

	3. Dissemination of Information to Students

· Project /Assignment Briefs

· Assessments/Projects Weightings and % Value

· Final Submission Dates for Projects/Assignments

· Submission Guidelines
	FETAC Module Descriptors
Induction

Posted Schedule of Deadlines

Student Handbook
	Class Teachers

Subject Teachers

Course Management Team

Administration Staff
FETAC Officer
	FETAC Module Descriptors

Induction Guidelines

Documentation re; Schedule of Deadlines

Student Handbook

	4. Providing Students with Information on Reasonable Accommodations Available

· Additional Time in Exams

· Use of a Scribe

· Use of a Laptop

· Additional Supports
	Induction to identify target students
Class teacher meetings with students

HEA Disability Forms
	FETAC Officer
Disability Officer

Admin Staff

Subject Teachers

Class Teachers
	Examination Officers Reports
Disability Documentation

	5. Dissemination of Information to Students

· Dates

· Locations
· Exam Rules and Regulations
	Tutors meeting in September to plan Deadlines for year
Post schedule of events to students

Noticeboard
	Subject Teachers
Class Teachers

Administration Staff

Course Management Team
	Noticeboard
Schedule of Deadlines

Post Log



	6. Appeals
	
	
	

	

	Monitoring

	Monitor
	Frequency
	Monitoring Method(s)

	Quality Assurance Group
	Annually
	Examination and Analysis of Documentation 


