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	Purpose:  This procedure describes who will be responsible for coordinating/conducting the self-evaluation.  The allocation of resources, expertise, time and support services. 

	Staff Involved:  Principal, Deputy Principals, Course Directors, Facility Coordinator, Quality Assurance Management Group, Quality Assurance Officer, Auxiliary Staff - office,  (additional Involvement - Board of Management, External Evaluators)

	Activities

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

	· Assignment of Responsibility
	· Principal

· Board of Management

· Quality Assurance Group

· Deputy Principals

· Quality Assurance Officer 

· Course Directors

· Facility Coordinator

· Auxiliary Staff (office)
	· Minutes of QA Management Group Meetings

· Self Evaluation Schedule 

· QA Procedural Document B9



	· Resources


	· Quality Assurance Management Group

· Auxiliary Staff (office)/Clerical Support

· Quality Assurance Officer 

· College based Technical Support

· VEC Technical Support


	· Minutes of QA Management Group Meetings

· Files, e-mail trail, details of searches.

· College Intranet 

· QA Procedural Document B9



	· Expertise
	· Quality Assurance Management Group

· Quality Assurance Officer 

· VEC Quality Assurance Working Group

· External Evaluator
	· Minutes of QA Management Group Meeting

· Section B9 QA Procedural Document 



	· Time
	· Assistant Principal Post (Dedicated QA)

· Special Duties Post (Dedicated QA)

· Course Management Meetings
	· Schedule/Time Plan 

· Agenda/Minutes of Course Management Meeting

	· Support Services
	· VEC Quality Assurance Working Group

· FETAC briefings


	· Meetings

· VEC website – QA support 

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	· Board of Management

· External Evaluator


	· Annually (Series of programme evaluations presented each year)


	· Approval of Draft Plan and Reports

· Approval ‘Signing Off’ – SEPS Report and PIP Report
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