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	Purpose:  This procedure describes how the resources necessary for successful participation by learners are allocated to and maintained on programmes.

	Staff Involved:  Principal, Deputy Principals, Course Directors, Class Teachers, Subject Teachers, Study Advisors, FETAC Coordinator, Training Coordinator, Disability Officer, Caretakers

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

	Identification of needs of learners
	· Course Management Meetings

· Analysis of Application Forms 

· Requirements Identified as per  B5.2 and B5.4
	· Deputy Principal

· Course Director 

· Class Teachers

· Subject Teachers

· Disability Officer 
	· Completed application forms

· Itemised Needs Analysis

· Programme Brief

	 

Procurement of Identified Resources 
	· Purchase Orders 

· Training courses 
	· Senior Management

· Course Director

· Administrative Staff
	· Order Forms/Invoices

· Training Records,

· Record of Budget Allocation 



	Maintenance of resources 
	· Ongoing inventory, meetings, reports 
	· Senior Management, Course Director, Administrative Staff, Caretaker
	· Minutes of Meetings

· Fault Reports

· Service Engineer Reports, 

	Student Representatives Requests and Reports
	· Meetings 
	· Principal

· Student Representatives, 

· Course Directors 
	· Minutes of Meetings

· Written Correspondence 

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	Deputy Principal 

Course Director
	 

Ongoing 
	 

Ongoing Review
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