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	Purpose:   To have in place support systems for students with special needs so they can successfully complete programmes

	Staff Involved:  Office Staff, Course Co-ordinators, Guidance councillors, Subject teachers, Heads of departments, Disability Officer

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

	Positive action with regard to entry/ selection procedures
	Office staff course co-ordinators interviewers, disability officer
	Interview sheets

	Assistance to learners in matching them to programmes
	Office staff course co-ordinators interviewers, guidance councillors, disability officer 
	Appointment records

	Guidance counselling service
	Guidance councillors, disability officer
	Induction, Timetable, appointments 

	Learner induction
	Group induction, course co-ordinator, subject teachers, disability officer
	Induction pack, prospectus, modules, specific learning outcomes-handouts 

	Compensatory tuition and study skills
	Resource teacher, staff of UCC, guidance councillors 
	Appointments

	Mentoring System
	Course Co- coordinator, head of department, subject teachers. Work experience supervisors, guidance councillors
	Supervisors report, BETAC records

	Tutorials
	Course Co-ordinators, subject teachers
	Timetables

	Mechanisms for giving feedback on formative assessment
	Subject teachers
	Corrected drafts of work, BETAC records, marking sheets

	Reasonable accommodation for people with disability
	Course co-ordinators, disability officer 
	Appointments, action sheets, Health and safety reports

	ESOL support
	
	

	Individual learning and training plans
	Course Co-ordinators, subject teachers, Resource teacher, guidance councillors 
	Assignment briefs, module descriptors, year plan, assessment schedule, course planner, deadlines

	Other supports appropriate to the needs of learners
	Student services, Student council, Course Co-ordinators, subject teachers, Resource teacher, guidance councillors, disability officer 
	Minutes of student council meetings, action plans, course reviews, 

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)
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