	Cork College of Commerce

	Procedure Title: B5.6
	Learner Records 
	Version:  V1.1
	Date: February 2006

	Purpose:  This procedure describes how records are maintained of learner participation and achievement

	Staff Involved:  Course Directors, Class Teachers, Subject Teachers, Facility Coordinator, FETAC Coordinator, Disability Officer, Counsellors, Office Administrative Staff

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

	Programme Attendance Record 
	     

· Completion of Facility Database 
	· Class Teacher 
	· Facility Database

	Subject Attendance and Participation Record
	· Subject Teacher Attendance Register (White Roll Book)
	· Subject Teacher
	· White Roll Book

	Progress review
	· Assessment and progress records 
	· Course Director

· Class Teacher

· Subject teachers
	· Subject Progress Record

· Assignment Records

· Course Management Meetings 

      Minutes 

	Identification of special needs 
	· Dissemination of information at Induction

· Distribution of Application Forms

· Counselling Service
	· Disability Officer 

· Course Director

· Class Teacher 
	· Disability Policy and Procedure

· Application Forms

· Disability Officer Files

· Counsellor Meeting/Log

· DOES Documentation 

	Data Collection Forms

Records of Certification  


	· Storage and filing of records on ongoing basis 
	· FETAC Coordinator

· Course Director

· Administrative Staff
	· Copies of Registration Maintained in College

· Copies of All Certification Maintained in College 

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	Deputy Principal

FETAC Coordinator

Course Director
	 

Ongoing over year
	 

Review of Evidence Generated 
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