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	Purpose:  To describe the procedure where information relevant to programmes and services is available to the staff involved in the delivery.

	Staff Involved: Principal/D Principal, Heads of Dept and Course Directors

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

	Staff Meetings at least once a Term
	Principal/D Principal
	Agendas/Minutes

	Department Meetings at start and end of Term
	Head of Dept
	Agendas/Action Plans

	Course Meetings at start and end of Term
	Course Director
	Agendas/Course Action Plans

	Staff Handbook
	Head of Dept
	Staff Handbook

	Notice Boards/Post boxes
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	Principal
	Once a Term
	Review Minutes/Action Plans
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