Nagle Community College, Mahon  Cork.

Procedure Title:

B4.1
Information Provision





Date: Oct 2005

Purpose:
NCC is committed to providing clear and accessible information on programmes and associated services in the college. This information enables students to make informed choices regarding the programme(s) on offer and assist in their successful participation in the programme.

Staff 

Involved:
Principal, Deputy Principal, Heads of Department, Course Directors, Marketing Staff, IT Staff , Guidance Councilors, …. All staff!

	Method(s) used to carry out this procedure


	Who does it
	Evidence generated by this procedure

	Publication of detailed college prospectus
	Principal, Course Directors, Marketing Staff


	College Prospectus

	Development and publication of material on NCC website and access for students to relevant sites
	IT staff, Web Design Team, Course Director

IT teaching staff
	www.naglecc.ie, www.fetac.ie, www.nqai.ie 

	Provision of individual course outlines, on-going updates and/or course handbooks
	Course Directors and Subject teachers
	Course outlines, memos, handbook, notice-boards, 

	Initial student induction session and follow-up information sessions on a department /course /student council and individual student basis
	Head of Department, Health and Safety officer, Head of IT, guidance and special needs officers, student service officer
	Agendas/action plans

	Educational Exhibitions/ managing 'first contact' office, telephone and e-mail enquiries / provision of appropriate documentation and orientation at interview and induction stages
	Marketing Staff, Effectively All NCC Staff, NCC secretarial service, teachers at information desk and designated staff
	Rota of attendance and enquiry records/ secretarial Records

	Method(s) used to carry out this procedure


	Who does it
	Evidence generated by this procedure

	Individual meetings with students, once per term
	Course Director

Student Teacher
	Schedule of meetings and record of feedback

	Production of comprehensive and highly informative College Diary, including year planner
	Principal, Student Services, Guidance and Counseling Staff, IT Staff 
	College Diary


Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	Principal, ALL Staff
	Every TWO years
	Rewriting, redesign, upgrading of college prospectus including new courses

	IT Staff and Web-design team
	Ongoing
	Upgrade of web-based content and developing links

	Head of Dept. 

Course Director

Subject Teachers
	Ongoing and End of year
	Review of course handouts/handbook at end of year meeting

Student evaluation sheets

	
	
	

	
	
	


