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	Purpose: This procedure describes how learners are selected and entered onto programmes in a fair and consistent manner

	Staff involved: Course Directors, Subject Teachers, Student Services, Examinations Secretary,

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

	Statement of entry requirements
	Course Directors
	College Prospectus

	Details as to how decisions are made regarding allocation of places
	 
	Interview ranking order record

	Programme details
	Course Directors
	College Prospectus

	Advice for learners re programme selection
	Student Services (Guidence Councillors)
	Guidence Councillors appointments record

	Details of supports /accomodations available
	Student Services (Guidence Councillors), Examination Secretary, Course Director
	Guidence Councillors appointments record    Notice Boards, Induction Packs

	Appeals mechanism
	Department Head, Deputy Principal/Principal
	Review of procedures followed

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	Principal, Deputy Principal
	Two Years
	Review Prospectus

	Principal, Deputy Principal
	Five Years
	Review Induction Packs, Information Notices, Guidance Councillors appointment record

	Department Head
	Five Years
	Review Interview Records
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