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1. INTRODUCTION:

The Freedom of Information (FOI) Act establishes three new statutory rights:

· a legal right for each person to access information held by public bodies;

· a legal right for each person to have official information relating to him/herself amended where it is incomplete, incorrect or misleading;

· a legal right to obtain reasons for decisions affecting oneself.

The Act asserts the right of members of the public to obtain access to official information to the greatest extent possible consistent with the public interest and the right to privacy of individuals.

This manual is prepared in accordance with publication requirements set out in Section 15 of the Act.  Its purpose is to facilitate access to official information held by this Institute, by outlining the structure and functions of the Institute, information on the classes of records we hold and information on how to make a request to the Institute under the Freedom of Information Act, 1997.

2.
ROUTINELY AVAILABLE INFORMATION:

Athlone Institute of Technology will continue as before, to make available without the use of the FOI Act, information in relation to its functions, activities and schemes.

The Freedom of Information Act is designed to allow public access to information held by public bodies which is not routinely available through other sources. 

This manual provides a guide to the structure of the Institute so as to help you access information under the Freedom of Information Act

Access to information under the Act is subject to certain exemptions and involves specific procedures and time limits pertaining to the accessing of information under the FOI Act.

3.
DESCRIPTION AND FUNCTIONS:

Athlone Institute of Technology was established in 1970. The principal aim of the institute is to provide education and training for the economic, technological, scientific, commercial, industrial, social, and cultural development of the State, with particular reference to the midlands. The main campus is situated off the Dublin Road approximately 1.5 miles from the town centre.

The institute has developed rapidly since its foundation, and to facilitate this growth the original building has been extended on several occasions within its 42-acre landscaped campus. The main campus building currently houses the Schools of Business, Engineering, Humanities and Science; the Library; the Information Technology Centre; the main student canteen facilities and the institute’s administration offices. The institute also has a building on Northgate Street in the town centre which has been refurbished to cater for the institute’s design programmes. Building is now complete on a Hospitality, Tourism and Leisure building and a new Student Services Complex is expected to be developed in the near future.  The Institute’s new East Campus is the location of the new Nursing and Health Science building, a new Innovation Centre and the recently refurbished Engineering Trades Department.

The institute has franchised courses to the Zambia Centre for Accountancy Studies (ZCAS), Lusaka, Zambia, and is currently developing other links on a national and international basis.

The John Count McCormack Centre on the main campus is a multipurpose building used as a sports complex, as a venue for student social events, and for large gatherings of the student body such as examinations, freshers’ week exhibitions, registration and graduation. The year 1999 saw the opening of ‘Scribes’ the Student Social Centre, and the institute’s state-of-the-art fitness suite was opened in late 2000.  The institute has on the main campus a number of high quality playing pitches catering for various games in gaelic football/hurling, soccer and rugby.

The institute currently offers an extensive range of undergraduate and postgraduate programmes to over 5,000 staff and students, which has been a factor in attracting many industries to the town and the region. It is an important contributor to the local economy and to the shaping of Athlone's future.

4. MISSION  STATEMENT

Athlone Institute of Technology aims to contribute to the technological, scientific, commercial, economic, industrial, social and cultural development of the state, with particular reference to the midland region, through the provision of a balanced education to the highest international standard founded in accessibility, mobility, collaborative links and research excellence.

5. MANAGEMENT STRUCTURE

5.1.
Institute Senior Management Organisation Chart
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5.2
Management Organisation Chart for the Institute’s Registrar’s Office
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5.3
Management Organisation Chart for the Institute’s Head of Academic Development and Administration

[image: image3.wmf]Acacemic Admin &

Student Affairs Mgr

Ms. G. Carroll

Student Services

Manager

Ms. P. McTiernan

Information

Technology

Manager

Mr. P. Murphy

Sports and Recreation

 Officer

Mr. G. Brett

Head of Academic

Development &

Administration

Mr. Eoin Langan


5.4
Management Organisation Chart for the Institute’s Office of Development
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5.5
Management Organisation Chart for the Institute’s Financial Function 
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5.6
Management Organisation Chart for the Institute’s School of Business
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5.7
Management Organisation Chart for the Institute’s School of Humanities 
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5.8
Management Organisation Chart for the Institute’s School of Engineering
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5.9
Management Organisation Chart for the Institute’s School of Science
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6.
ACCESSING INFORMATION FROM THE INSTITUTE UNDER FOI LEGISLATION 

6.1
Access of Records

Under the FOI Act anyone is entitled to seek access to information not otherwise publicly available.   Each person has a right to:

· access to records held by the Institute;

· correction of personal information relating to oneself held by the Institute where it is inaccurate, incomplete or misleading;

· access to reasons for decisions made by the management of the Institute directly affecting oneself.

The following records come within the scope of the Act:-

· All records relating to personal information held by the Institute irrespective of when created

· All other records created from commencement of the Act – 21 April, 1998

· All other records necessary to the understanding of a current record.

The following records do not come under the scope of the Act:

· Non-personal information created before the commencement date of the Act – 21 April, 1998

· Personal information relating to anyone other than the person requesting the information (with some exceptions)

· Sensitive information excluded by the Minister under the terms of the Act

· Information that has already been published and is routinely available from the Institute.

Application for Information under FOI

· All applications must be in writing and should indicate that the information is sought under the Freedom of Information Act.  (Application forms can be obtained from the FOI Office in the Institute.)

· Requests should be as specific as possible to enable the relevant information to be efficiently identified and retrieved.

· If information is desired in a particular format i.e. photocopy, computer disk, etc. the requester should also indicate this in their application.

· The requester may be required to prove his/her identity, particularly when requesting personal information using an acceptable form of identification, i.e. passport, driving licence, birth certificate, etc.

· A standard application fee must accompany an FOI request.  Please see Section 7 of this document on Fees.
The Freedom of Information Officer of the Institute will be happy to assist the requester in the formulation of their request at all times. 

· The Institute will acknowledge requests within two weeks at which point the requester will be informed of the Decision Maker who is dealing with the query.

· The Institute is obliged to respond to requests within four weeks.
Applications for information should be addressed to:

Ms. Mary Duffy,
Freedom of Information Officer

Athlone Institute of Technology

Dublin Road

Athlone

Co. Westmeath

Telephone:
 090 64 71807

Fax:

090 64 24417

Email:

mduffy@ait.ie


6.2
Internal Review

There are a series of exemptions under the FOI Act to protect sensitive information if the release of such information would damage key interests of the State or of third parties.  Such exemptions may lead to the refusal of a request or deferral of access of the request.   The Freedom of Information Act clearly sets out appeal mechanisms in the event of a refusal of a request, or in relation to deferral of access, charges, form of access, etc.   This appeal is known as an Internal Review.

You may seek an Internal Review of our FOI decision, which will be carried out by an official at a higher level than the initial decision-makers.

Such a mechanism becomes operable if 

· the requester is dissatisfied with the initial response received, or

· the requester has not received a reply within the allocated four week period. (This is deemed to be a refusal of your request). 

Requests for an internal review should be submitted in writing to :

Ms. Mary Duffy,

Freedom of Information Officer,

Athlone Institute of Technology,

Dublin Road,

Athlone,

Co. Westmeath

Telephone:
 090 64 71807

Fax:

090 64 24417

Email:

mduffy@ait.ie

A standard application fee must accompany an Internal Review.  Please see Section 7 of this document on Fees.

Requests to the Internal Review Panel must be submitted within four weeks of the initial decision.   The Institute is obliged to complete the review within three weeks.
(Note:   An Internal Review procedure must normally be completed before an appeal is made to the Information Commissioner)

6.3.
Review by the Information Commissioner

If you are still not satisfied following the completion of our Internal Review procedure or if we have not replied to you within the appointed three week period (this is deemed a refusal) you may seek Independent Review by the Information Commissioner.

Such an appeal must be made in writing  to the Information Commissioner as follows:

Office of the Information Commissioner,
18, Lower Leeson Street,
Dublin 2.

Phone: (01) 6785222

Fax: (01) 6610570

E-mail:  ombudsman@ombudsman.irlgov.ie
A standard application fee must accompany this request for a review.  Please see Section 7 of this document on Fees.

7.
FEES

· Requests for records

· A standard application fee of €15 must accompany an FOI request under section 7 for a record or records containing non-personal information.

· A reduced fee of €10 applies if the person making such a request is covered by a medical card.

· The following requests/applications are exempt:

· A request under section 7 for a record or records containing only personal information related to the requester.

· An application under section 17 (right of amendment of records relating to personal information).

· An application under section 18 (right of person to information regarding acts of public bodies affecting the person).

· Fees are not charged for retrieval of personal records, except when a large number of records are involved then the requester may be charged fees for copying the records.

· Other (non-personal) information, fees may be charged in respect of the time spent in efficiently locating and copying records, based on a standard hourly rate, prescribed by the Minister for Finance.  No charges may apply in respect of the time spent by the Institute in considering requests.

· A deposit may be payable where the total search and retrieval fee is likely to exceed €50.79 (IR£40).  In these circumstances, the Institute will, if requested, assist in amending the request so as to reduce or eliminate the amount of the deposit.

Charges may be waived in the following circumstances:

· Where the cost of collecting and accounting for the fee would exceed the amount of the fee

· Where the information would be of particular assistance to the understanding of an issue of national importance, or

· In the case of personal information, where such charges would not be reasonable having regard to the means of the requester

Section 47 of the FOI Act provides for fees.  

Fees are currently set as follows in accordance with Statutory Instruments Nos 139 of 1998 and 13 of 1997 & 2003:

€20.95 per hour as a search and retrieval fee

€00.04 per sheet for a photocopy

€00.51 for a three and a half inch computer diskette containing copy documents

€10.16 for a CD-ROM containing copy documents

€06.35 for a radiograph (X-ray) 

Internal Review

· A standard fee of €75 must accompany an application for internal review under section 14.

· A reduced fee of €25 applies if the person bringing the application is a medical card holder or a dependant of a medical card holder.

· The following internal review applications are exempt:

· An application in relation to a decision concerning records containing only personal information related to the applicant.

· An application in relation to a decision under section 17 (right of amendment of records relating to personal information).

· An application in relation to a decision under section 18 (right of person to information regarding acts of public bodies affecting the person).

· An application in relation to a decision to charge a fee or deposit, or a fee or deposit of a particular amount.

Review by Information Commissioner

· A standard fee of €150 must accompany applications to the Information Commissioner for review of decisions made by public bodies under section 34.

· A reduced fee of €50 applies if:

· The person bringing the application is a medical card holder or a dependant of a medical card holder or

· The person is specified in section 29(2) i.e. a third party with the right to apply directly to the Information Commissioner where a public body decides to release their information on public interest grounds.

· The follow applications to the Information Commissioner are exempt:

· An application concerning records containing only personal information related to the applicant.

· An application in relation to a decision under section 17 (right of amendment of records relating to personal information).

· An application in relation to a decision under section 18 (right of person to information regarding acts of public bodies affecting the person).

· An application in relation to a decision to charge a fee or deposit exceeding €25.00 under section 47 in respect of search and retrieval and photocopying of records (decisions in relation to the charging of fees or deposits for search and retrieval and/or photocopying of less than €25 are not subject to review by the Information Commissioner.

· An application in relation to a decision to charge a fee under section 47(6A), or a fee of a particular amount under section 47(6A), on the grounds that the records concerned to not contain only personal information related to the requester or the requester is not a medical card holder or a dependant of a medical card holder.

8. RULES AND PRACTICES OF THE INSTITUTE

Section 16 Manual

Under the terms of the Freedom of Information Act, 1997, Departments and Offices are required to produce documentation explaining the way they make decisions.   This Institute has published a Reference Book entitled Rules, Guidelines and Procedures. (Section 16 Manual).   The Reference Book outlines the various rules, guidelines and precedents that individual sections of the Institute use in making decisions.   This publication is available from the Freedom of Information Officer or on the Internet web site of the Institute.

9.
Structural Breakdown of the Institute's Governance, Management, and 

Organisation
9.1 GOVERNING BODY

Membership of Governing Body

The composition of the Governing Body is dictated by the Regional Technical Colleges Act (1992) and the 1994 amendment to that Act. It consists of a Chairperson and seventeen ordinary members, drawn from staff and representative organisations in the midlands region, as well as the Director of the Institute. The present Governing Body is made up of the following interests:
· Chairman

· Director

· VEC Nominees (6) - Three of these are members of local Authorities; the other three represent the VECs of Counties Westmeath, Offaly and Roscommon.

· Staff of AIT (3)

· Students’ Union (2)

· ICTU (1)

· Representatives of Professions (5)

The Governing Body has reserved functions and so is not involved in the delivery of executive functions of the Institute.

Principal Functions
· The implementation of government policy on higher education, ensuring its appropriateness to public interests and commensurate with resources provided

· The management and control of the affairs of the Institute and all property of the Institute.

Classes of Records Held

All records pertaining to the Governing Body are maintained by the offices of the Director and the Secretary/Financial Controller.  These include

· Standing orders

· Minutes of meetings

· Director’s reports to Governing Body meetings

· General correspondents and reports

Contact:
Secretary/Financial Controller

Telephone:  
090 64 24515

Fax:
090 64 24631

9.2
ACADEMIC COUNCIL

Since 1993, the Institute has had a statutory academic council appointed by the governing body in accordance with the Regional Colleges Act, 1992.   It comprises the following membership:

Ex-officio membership

Director (chairperson)

Registrar (secretary)

Head of Academic Development and Administration
Head of Development

Marketing and Communications Manager

Librarian

Quality Assurance Officer

Student Services Manager

Heads of School (4)

Heads of Department (1 from each School) (4)

Elected membership

School of Business (3)
School of Humanities (3)

School of Engineering (3)

School of Science (3)
Students (Students’ Union (2), postgraduate (1), class representative (1))
The members appointed to the academic council shall hold office for a period of three years and shall be eligible for reappointment.

Principal Functions
· Design, develop and assist in implementing courses of study in accordance with the programmes and budget approved annually

· Make recommendations to the governing body for the establishment of appropriate structures to implement the courses of study

· Make recommendations to the governing body on programmes for research and development work

· Make recommendations to the governing body for the selection, admission, retention and exclusion of students

· Be responsible, subject to the approval of the governing body, for making the academic regulations of the college

· Propose to the governing body, subject to the requirements of the NCEA/HETAC or any university or other authority the form of regulations to be made by the governing body for the conduct of examinations and for the evaluation of academic progress

· Make recommendations to the governing body for the award of scholarships, prizes or other awards

· Make general arrangements for tutorial or other academic counselling

· Exercise any other functions, consistent with the RTC Act of 1992, which may be delegated to it by the governing body

· Assist in implementing any regulations which may be made by the governing body concerning any of the matters aforesaid.

The Academic Council has a number of subcommittees as per figure 1.

Classes of Records Held

All records pertaining to the Academic Council are maintained by the office of the Registrar.  These include:

· Standing orders

· Minutes of meetings

· Regulations and procedures of Academic Council

· Institutional and programmatic review procedures

· New course evaluation procedures

· Course Board procedures

· Examination regulations and marks and standards for undergraduate students

· Recommendations on entry requirements and marks and standards for postgraduate students

· Library regulations

· Student surveys

· Examination appeals procedures

· Institutional review

· Programmatic review

· Miscellaneous correspondents and records pertaining to Academic Council

Contact:  Registrar's Office
Telephone: 
090 64 24413

Fax:

090 64 24631
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Figure   No  1

 9.3
SENIOR  MANAGEMENT  TEAM

A non-statutory executive management committee was established to assist the Director in fulfilling his role.   This committee meets each week.   It is constituted as follows:

· Director

· Registrar 

· Head of Academic Development and Administration

· Financial Controller

· Head of Development

· Heads of School (4)

Principal Functions

· Ensure the smooth and efficient performance of the Institute in all of its operations.

· Provide a forum for the explanation and analysis of educational issues.

· Formulate educational plans and strategies for the Institute.

· Ensure that the physical resources of the Institute are maintained and updated.

· Allocate resources within the discretion of the Institute.

Classes of Records Held

Minutes of meetings and supporting documentation

Contact:  Director's Office 

Telephone:
090 6424420
Fax:

090 6424570

9.4
DIRECTOR

The Director is an ex-officio member of the Governing Body.   Prof. Ó Catháin, Director,  was appointed in September 1999 and took up his appointment on 1 February 2000.

Principal Functions

 The function of the Director, according to the 1992 Act is to control and direct the activities of the college  and control and direct the staff of the college in the implementation of such activities and be responsible to the Governing Body thereof and for the efficient and proper management of the college.

Classes of Records Held

Records available in the Director's Office include various 

· minutes, reports, correspondence pertinent to both internal and external committees and bodies, and

· general public, staff and student correspondence

Contact:  Director's Office

Telephone:
090 64 24420

Fax:

090 64 24570

9.5
THE REGISTRAR

The Registrar undertakes Institute-wide for the implementation of the semisterisation and modularisation programme and in promoting the quality, relevance and development of the Institute’s programmes.
Principal Functions
· Implementation of modularization/semisterisation and other academic initiatives in line with agreed management policy
· Institute-wide responsibility for quality and the maintenance and expansion of delegated authority

· Reviewing and annually updating an appropriate academic plan, as well as long term academic planning and development
· Overall responsibility for the work of the Academic Council and reviewing Academic Council policies and standards

· Co-ordination of academic computer services/systems

· The provision of policy direction through the Executive Management Team for the development of the institute’s portfolio of taught programmes:  specifically including initiatives to expand access for disadvantaged groups and in the provision of flexible, lifelong learning opportunities and the promotion of off-campus learning

· Liaising with the Communications and Marketing Manager in the development of a strategy for external promotion of learning at the institute

· Contributing to the promotion of academic research and scholarships and liaising with the Head of Development to foster effective interactions between the Institute’s research and learning activities

Classes of Records Held

· Academic Council documentation

· Marks & Standards
· HETAC/FETAC documents and correspondence
· Documents and Policies on modularization/semisterisation

· Miscellaneous correspondence and reports

Contact:  Registrar 

Telephone:  
090 64 24413

Fax:

090 64 24631
Reporting to the Registrar

The following functions report to the Registrar
· Quality Assurance Office 

· Library Services

· Computer/MIS System

· Freedom of Information 
9.5.1.   Quality Assurance Office

Functions
· Development, control and communication of Institute’s QA systems, practices and policies

· Secretariat to the Academic Council sub-Committees

· External regulatory requirement maintenance (including assistance in the preparation of the Institutional and Programmatic Review Reports)
· Participation in the ‘Application to make awards within a National Framework’ Project.

· Co-ordination of, and participation in, preparation of Institute Publications
· Development of the Institute’s ‘Quality Assurance Documentation and Reference Centre’ for use and reference by all staff / students

Classes of Records Held
· Academic Council sub-committee minutes, reports and correspondence

· Procedure & guideline document master copies and approval records

· Printed material tender documentation
Contact:  Quality Assurance Office 

Telephone:
 090 64 24551

Fax:


 090 64 24417

9.5.2.
Library Services

Functions

Provision of comprehensive academic library services for the Institute's learning, teaching and research communities which include

· access to acquired knowledge either in hardcopy version or electronically

· access to training and advice

· availability of reading areas

· access to photocopying facilities

Classes of Records Held

· Bibliographic records 

· Journals and Periodicals

· Electronic Publications
· Library holdings records

· Borrower information

· Finance and budgetary 

Contact:  Library

Telephone:
090 64 24511

Fax:


090 64 24626
9.5.3.
Information Technology Manager

Functions
· Management and control of the Institute computer network

· Management and control of staff and student PCs and email systems

· Provision of support to student database records, accounts system, timetabling system, etc.

· Distribution of software where required 

· Development of appropriate policies, practices and procedures for the efficient running of the Institute's network and computer stock
· Maintenance of Institute servers
· Management, control and maintenance of Institute telephone/voice mail system.
Classes of Records Held
· Network account usernames

· Internal staff details on email and telephone systems

· Web proxy logs

· Finance and budgetary

Contact:  Computer Services Manager 

Telephone:
 090 6471801
Fax
 090 6424669

9.5.4. Freedom of Information Officer

Functions
· To administer requests for information from staff, students and members of the public under the FOI Acts 1997 and 2003. 
· To compile publications required under the FOI Act 
· To provide statistics to CPU in the Department of Finance and the OIC on a regular basis.

Classes of Records Held
· Request files

· Manuals in accordance with publication requirements set out in Section 15 and 16 of the FOI Act

· FOI Annual Reports
· Miscellaneous FOI reports and decisions.
9.6
HEAD OF ACADEMIC DEVELOPMENT AND ADMINISTRATION
The duties of Head of Academic Development Administration include an Institute-wide responsibility for academic affairs with particular emphasis on student admissions, registration, examinations, student records, compilation of relevant statistics and ensuring the efficient and effective management of same. 

Functions and Responsibilities
· Student admissions, registration, examinations, student records, compilation of relevant statistics and ensuring the efficient and effective management of these areas
· Institute’s programme of courses and day to day academic planning. Maintain official catalogue and final submissions of approved course programmes.
· Promotion of academic research and scholarship 
· Maintenance of course and programme catalogues on the student information system; collaboration with the Finance Department, the Fees & Grants Office and the Registrar’s Office in relation to the processing, storage and retrieval of student data and to implement requirements for semesterisation and modularisation 
· Maintenance of student graduate register 
· Development of joint courses with other Colleges including Student Transfer/Exchange
· Liasing as appropriate with accreditation bodies and other relevant agencies
· Student services, student affairs, student discipline, Students’ Union, student societies
· Responsibility for the development and operation of learning and teaching unit; including the development and maintenance of the Institutes teaching and learning strategy and to provide leadership in its implementation
· Liasing with the Human Resources Department in co-ordination of staff development
· Performance indicators within areas of responsibility
· Schools liaison and promotion of the Institute’s courses
· Management and allocation of staff resources to maximise the efficiency and effectiveness of the relevant functions in the Office and to provide efficient and friendly service to staff, students, graduates and members of the public
· Membership and contribution to relevant committees as may be required from time to time.                                                                                                                                                                                                                                                                                                                                                                                                          
Classes of Records Held

· Marks & Standards

· External Examiners Reports

· Student statistics

· THAS Returns

· Miscellaneous correspondence and reports

Contact:  Head of Academic Development and Administration 

Telephone:  
090 64 71829

Fax:

090 64 24417

Reporting to the Head of Academic Development and Administration

The following functions report to the Head of Academic Development and Administration
· Academic Administration and Student Affairs

· Computer/MIS System

· Sports & Recreation

· Student Services
9.6.1.
Academic Administration and Student Affairs 

Functions
· Liaising with the Head of Academic Development and Administration with regard to policies and procedures within all sections of the registration department, i.e. admissions, registration, fees and grants and examinations

· Liaising with the Head of Academic Development and Administration in organising registration for first year students, ensuring staffing requirements, computer systems and back-up assistance are available

· Liaising with outreach centres as appropriate

· Liaising with the Computer Services Manager on institute and course promotion.

· Assisting in the continual development of computerised systems

· Ensuring that all records held within admissions/registration/examinations are accurate and up to date

· Preparing detailed reports on all aspects of admissions/registrations/examinations as required

· Responsibility for all letters, statistics, forms requiring official Institute stamp, reports and other documentation within the admissions/registration/examinations section

· Responsibility for all aspects of the payment of TLT maintenance grant payments

· Responsibility for registration of students and ensuring the collection of all outstanding fees

· Approval of refund of fees due to students.

Reporting to the Academic Administration and Student Affairs Office
· Admissions Officer – responsible for all applicants to Institute both standard and non-standard through CAO system and direct applications to Institute

· Examinations Officer – responsible for the organisation of timetables, staffing, venues and material for internal and external examinations within the Institute, the provision of special facilities for candidates who are disposed in any way, the security of scripts and transcripts of results

· Fees and Grants Officer – responsible for the administration of course fees, claims to the Department of Education and Science in respect of fees funded by state, reconciliation of fees, invoices to awarding bodies for student grants, payment of student grants

· General Administration Officers - responsible for the general administration of the office

· Access Officer – responsible for the investigation and development of an access programme in respect of students from disadvantaged socio economic backgrounds and monitoring their progress in the programmes and act as mentor;    the establishment of a forum of representatives from the Institute, local schools and other relevant organisations to help identify potentially suitable applicants and to explore mechanisms for encouraging and facilitating additional access to the Institute;  the promotion of awareness of the special needs of diverse groups among staff and students and provide in conjunction with the staff, actions to support non-standard students with their studies in the Institute.
Classes of Records Held
· CAO application records and statistics

· Student records - name, address, date of birth, next of kin, socio economic background, passport photographs, places of employment, type of employment

· Examination results

· General Statistics

Contact:   Academic Administration and Student Affairs Manager 

Telephone
090 64 24422

Fax


090 64 24417

9.6.2.
Information Technology Manager


( shared with Registrar.  See section 9.5.3. above)
9.6.3.
Sports & Recreation

Functions
The Institute provides a wide range of sport and recreation programmes and services to its students.  This programme includes both competitive and non-competitive activities.  The following are the aims of the Sport and Recreation Department:

· Encourage and promote maximum participation in all sporting and recreational pursuits

· Assist in the organisation and administration of all sporting and recreational activities

· Provide all students with a recreational programme and an opportunity to participate in sport at their own appropriate level
· The provision of sports scholarships.
Classes of Records Held
· Lists of active sports clubs in the Institute

· Number of participants in each club

· Name and relevant information of each participant

· Name and relevant information of each of the coaches

· Amount of funding allocated to each club for the year

· Amount of funding actually spent by each club

· Breakdown of all expenditure per club

· Sports Scholarship information – criteria, application forms, updated information on existing scholarship recipients, funding of scholarships

Contact:  Sports Office 

Telephone:
090 64 71825

Fax:


090 64 24417

9.6.4.
Student Services

Functions
The Student Services Dept aims to support the work of all lecturers and tutors throughout the Institute by providing a support structure for students who may be experiencing difficulties either in their studies or in their personal lives.  The unit is normally the first contact point for students seeking information and help on any aspect if Institute life.  If a student’s needs cannot be met at this office, a recommendation will be offered to the appropriate person or agency within the Institute.

The primary services co-ordinated by the Student Services Department are:

(a) Counselling Services


(b) Careers and Appointments 

(c) Disability Assessment/Support 

(d) Health Service

(e) Young Parents’ Support Group
(f) Student Hardship Fund

(g) Campus Watch

(h) The Chaplaincy Service
(a)    Counselling Service
There are elements of Institute life which can be difficult; being independent, living away from home, making one’s own decisions as regards studies, lifestyle, friends and career.  Some students may experience, in addition, distressing events either prior to entering the Institute or while on campus.  The Institute counsellor provides a comprehensive service to students to help them cope with these and other problems.  The Counselling service supports the mission of the Institute by helping students gain the greatest advantage from their third-level education.

Classes of Records Held
Confidential student records, case notes, assessment reports and recommendations.

Contact:  Institute Counsellor

Telephone
 090 64 24574

Fax


 090 64 24417

 (b)
Careers and Appointments Service

The Institute has a well-stocked careers library where the full time careers and appointments officer is available to meet students on a daily basis.  Students are advised on course progression and career options.

The career and appointments office provides information on the following:

· Career Counselling

· Job opportunities

· Employer information

· Compiling CVs and covering letters

· Summer work

· Travelling and working abroad

· Scholarships

· Postgraduate opportunities

· Transferring to other institutes, both in Ireland and overseas.

· Recognised training courses, e.g. FAS and CERT.

All students, especially those in their final year, are invited to use the service during their time at the Institute.

Classes of Records Held

· Listing of final year students used to contact graduates with information on job opportunities, further study opportunities etc.

· First destination statistics of AIT graduates

· Employer database – list of employers who contact the Careers Service with job opportunities for AIT graduates

Contact:  Careers and Appointments Office  

Telephone:
090 64 24475

Fax:


090 64 24417
(c)
Disability Support Service
The Disability Liaison Officer is the main contact for students with disabilities throughout the Institute. Support and advice is offered to students with disabilities including physical and mobility difficulties, sensory disabilities (hearing and visual impairment), learning difficulty (i.e. dyslexia).

Classes of Records Held

· Confidential registration forms for students with special needs

· Documentation certifying nature of disability of students with special needs

· Application forms for funding from Department of Education and Science for students with special needs

· Statistics on students with special needs 

· Financial statistics

· Receipts for purchases/payments for equipment/services funded by the Department of Education and Science for students with special needs

· Annual report on disability service

· General correspondence

Contact:  Disability Support Service 

Telephone:   
090 64 24435

Fax:

090 64 24417

(d)
Health Service

The Institute has a fully equipped Health Centre on campus.  It provides a full general medical service with an emphasis on health education and preventative medicine.  Confidentiality is maintained and all medical records are retained in the Health Centre. They do not form part of the student record. 

· The nursing service is available free of charge to all students. No appointment is necessary

· Consultation with the doctor is by prior appointment

· A nominal fee is charged by the doctors for students who do not qualify for a medical card

· A partial refund of drugs scheme is in operation for non-medical card holders

· All students are covered by a personal accident insurance policy, which is part of the student services fee.  This provides cover for medical costs over a 24hour period both on and off campus.

Classes of Records Held

· Medical records

· Laboratory/X-ray reports

· Doctor’s letters for students who attended Student Health Unit

· Medical Records for staff who attended Student Health Unit

· Accident report forms for students and staff

· Annual reports

· Medical questionnaires

Contact:  Nurse's Station 

Telephone:
090 64 24565

Fax:


090 64 24417
(e)
Young Parents’ Support Group
Young parents are supported by a “Young Parents Goup” which offers both emotional and practical support to those striving to study while rearing a young family. This is a confidential group founded in 1992.

Classes of Records Held

Application Forms and receipts for financial funding

Contact:  Student Services Office 
Telephone:
090 64 24491

Fax:


090 64 24417
(f)
Student Hardship Fund
An emergency fund for students in need is operated by the Institute Chaplain and the Student Services Department.  Students wishing to avail of this fund write to the admissions office giving relevant details. Students experiencing financial difficulties during Institute term make an application for assistance to the Student Services Dept.

All Applications to this fund are treated with sensitivity and confidentiality.

Classes of Records Held

· Annual Reports

· Applications and receipts for financial funding

Contact:   Student Services Office 

Telephone:
090 64 24491

Fax:


090 64 24417
(g)
Campus Watch

A campus watch group operates in conjunction with the local Gardai and Residents Associations.  The committee has representation from all sections of the Institute and the Student's Union.  It aims to make the Institute and its environs a safer place for students and staff in which to work and study.

Classes of Records Held

· Minutes of meetings

· General correspondence

Contact:  Student Services Office 

Telephone:
090 64 24491

Fax:


090 64 24417
(h)
The Chaplaincy Service

The Chaplaincy is not just composed of the Chaplains.  It encompasses a large group of students and staff who work with the Chaplains to help students in every way possible.  It responds to specific needs of students throughout the academic year and strives to intervene and be present at times of trauma, crisis, illness and grief.

Classes of Records Held

· Application forms for funding to the Institute’s finance office

· Receipts for purchases

· Annual Reports

Contact:  Chaplain's Office 
Telephone:
090 64 24428

Fax:

090 64 24417
9.7
HEAD OF DEVELOPMENT

Functions

The Head of Development’s brief is wide-ranging embracing as it does the following:
· Strategic planning for the Institute

· Major Capital Projects (Public and EU Procurement and Tendering Procedures).

· Planning and Implementation of Capital Projects

· Minor Capital Works to accommodate new courses, growth in students

· Ensuring compliance with Statutory Regulations (Planning, Fire, Health & Safety, Building Regulations)

· Research Policy, co-ordination and management, origination and formulating bids for research funding from Research and Development funding agencies – HEA, EU, Enterprise Ireland

· Promoting national and international collaboration on Research and Development

· Negotiating of funding for buildings from public, private and foundation sources

· Responsibility for continuing education for community and industry

· International and European office direction and control

· Institute – Industry interaction

· Developing Incubator Centres for technology start-up companies

· Promoting the Institute as an agent of development within its region in association with IDA and Enterprise Ireland

· Liaising with Midland Regional Authority and BMW Directorate on development issues

· Promoting technology transfer to SMEs

· Developing specialist Postgraduate Diploma and Master level courses jointly with other Third Level Institutions in Ireland or Internationally

· Promoting European Union Programmes such as Socrates and Leonardo

· Developing Campus Companies and the commercialisation of research

· Intellectual Property Rights, negotiation to protect interests of Institute

· Health & Safety within the Institute.
Records Held

All records pertaining to the above
Contact:  Head of Development 

Telephone:  
090 64 24555

Fax:

090 64 24631

Reporting to Head of Development

· External Services Officer

· International Officer

· Estates Manager

· Competitive Business Intelligence Manager
9.7.1.
External Services Office

Functions

Forging strategic links between Institute staff and industry, the External Services Unit (ESU) of Athlone Institute of Technology (AIT), acts as a central access point for external college services.  In essence, it seeks to link AIT’s lecturing staff, research resources and technology capabilities to industry in the Midlands Region.  The ESU aims to build strategic partnerships with industry, to target opportunities for tailor-made, in-company training programmes, collaborative research projects and the provision of consulting/business expertise. The range of expertise and services offered enables it to identify tailored solutions to the needs of industry in the manufacturing, services, life sciences, physical sciences and information technology sectors.

Industrial links are accomplished through the provision of:

· customised, accredited training programmes (delivered on or off-campus);

· business and technology consultancy;

· computer based training;

· analytical, testing services;

· short courses within the Engineering, Science and Business Studies disciplines;

· collaborative research and development projects with industry

· provision of conference, seminar and exhibition facilities.
Classes of Records Available

· Enrolment statistics

· Revenue from courses

· Expenditure pertaining to courses offered

Contact:  External Services Office 

Telephone:  
090 64 71805

Fax:

090 64 24417

9.7.2.
International Office

Functions

The International Office provides students with current information on study and work opportunities overseas.  To date, the college has been predominately involved in the EU Socrates and Leonardo Da Vinci programmes to promote mobility among its student population.  The International Office develops links with international institutions and co-ordinates host programmes for incoming students and academic staff.  Athlone Institute of Technology fosters an international climate for enhanced learning through new cultural experiences.

Classes of Records Held

· Foreign student enrolment by School 

· Course fees

· Revenue from foreign students

Contact:  International Office 

Telephone:  
090 64 24562

Fax:

090 64 24417
9.7.3.
Competitive Business Intelligence Office (CBI®)

Functions
· CBI®, the business to business service provider of Athlone Institute of Technology aims to meet the immediate expertise, skills and information needs of companies in a flexible and responsive manner.

· Operating on a commercial basis under the Office of Development, CBI® is based on three proactive approaches: 

· Competitive Business Skills: Training and Development 

· Competitive Business Expertise:  Consultancy and Facilities 

· Competitive Business Knowledge:  Business Information Service
· By accessing the latest expertise, both on-campus and through an external network of experienced professionals in many disciplines including business, management, operations, supervision and information technology, CBI® can provide business solutions in a professional, confidential and responsive manner 

· Offering a wide range of training and consultancy in IT and Business and Management, enterprises and industry acquire skills, expertise and knowledge in a business-like environment both on-campus and on-site. Regular collaboration with other industrial and development bodies assists in the development of progressive and demand driven programmes
· Customised projects are conducted via the establishment of individual contracts.

Classes of Records Held

· Contracts, bookings and confirmations

· Income and Expenditure
Contact:  Competitive Business Intelligence Office (CBI®)
Telephone:  
090 64 24567

Fax:

090 64 24417
9.7.4.
Estates Manager

Functions
· The management and implementation of the accommodation strategy for the Institute

· Management of the estates and buildings of the Institute and all its enterprises including, the allocation of space and monitoring and analysis of the use of all facilities

· To advise on and co-ordinate, in conjunction with other appropriate staff, Institute Health and Safety policy and to implement such policy in areas of functional responsibility

· The development and maintenance of comprehensive management information plans and data

· The management and coordination of the organisation and holding of special events

· Liaison with internal/external groups, committees and organisations in relation to the use of Institute facilities

· Administration and management of the facilities booking system

· The management of the campus security 

· The carrying out of audits of the usage of facilities from time to time

· The management and supervision of:

· the planned preventative maintenance programmes

· the scheduling and supervision of technical services

· contractors and maintenance personnel

· improvements and minor works, devolved grant summer works programmes

· campus environment upgrading

· energy management and conservation

· cleaning and ground maintenance, caretaking, security, access, traffic, goods reception, waste collection and removal

· the installation, removal and storage of equipment/fittings as appropriate

· The development and implementation in conjunction with institute management, of the Campus Plan

· The project management of capital projects

· The management of on-site/off-site projects including planning, tendering, contractor liaison and supervision.

· The management of the implementation and operation of procedures for the purpose of ensuring compliance by external service providers with statutory and other provisions.

· Liaison with professional service providers and planning authorities

· The carrying out of technology audits as appropriate

· The provision of advice on the overall strategic development of the Institute

· The management of the staff and systems within functional area

· The development and implementation of appropriate management information systems

· Participation in committees/groups

· Provision of management reports on the services and operation of the buildings function.

Records Held

· Tender Documentation

· Tender Reports

· Minutes of Site Meetings

· Contract Correspondence

· Safety Files

· Energy Management Files

· Bookings and Space Allocation Records

· Cleaning Schedules

· Car Parking Violations

· Overtime Records

· Maintenance Requests

· Drawings of Record

· Requisitions, Quotations, Invoices

· Minutes of relevant Institute committees

Contact:
Estates Manager 

Telephone:  
090 64 24635

Fax:

090 64 24669

9.7.5 Self-Financing Activities

Functions

The self-financing activities within the Institute are those which generate finances from external sources for use within the Institute.   The main areas of this activity are:

· Research and Development (including Research Projects, Short Courses and Consultancy Services provided by the Institute and the MSc in Software Engineering)

· Higher Education Authority (HEA) Research Programmes

· Competitive Business Intelligence (CBITM)

The Project Manager provides liaison activities between the self-financing Personel/groups (i.e. Head of Development, Research Project Supervisors, External Services office, Competitive Business Intelligence, etc.) and the Institute’s Finance Department.   The Project Manager ensures that documented, controlled and auditable procedures exist within the Institute to ensure that all financial aspects of the Institute’s self-financing activities are carried out in a controlled and timely fashion.

Classes of Records Held

· Audited Financial Statements of Bioserv

· All books and records in relation to research funding awarded and interim and final financial reports.

Contact:

Project Manager

Telephone
090 64 24654

Fax

090 64 24417

9.8   THE FINANCIAL CONTROLLER

Reporting to the Director, the Secretary/Financial Controller is a senior Institute post. The Secretary/Financial Controller’s duties include an Institute-wide responsibility for resource management and administrative affairs of the Institute and all its enterprises. Financial planning, budgetary allocation and control fall within the purview of the Secretary/Financial Controller. He plays a leading role in the Personel function within the Institute and its enterprises. The Secretary/Financial Controller is a member of the Senior Management team of the Institute.

Principal Functions

· Secretary to the Governing Body

· Overall responsibility for the Institute’s finances and its administrative affairs

· Overall responsibility for the human resource management function of the Institute and its enterprises

· Preparation of annual programmes and budgets for submission to the Department of Education

· Overall responsibility for the Institute’s legal affairs

· Overall responsibility for all aspects of the Institute's Insurance

· The Secretary/Financial Controller reports to the Director as required and assists the Director as a member of the senior management team

· Chairperson of the Staff Development sub-committee of Academic Council.

Classes of Records Held

· All documentation pertinent to the Governing Body

· Tender documentation

· Insurance documentation

· Capital projects files

· Department of Education budget files and correspondence

· Signed financial statements and audit reports

· Final operating programme and budgets

· Internal audit reports 

· Legal documents and correspondence

· Relevant Academic Council sub-committee records

Contact:
Secretary/Financial Controller's Office

Telephone:  
090 64 24515

Fax:

090 64 24631

Reporting to the Secretary/Financial Controller
Human Resources Officer 

Finance Officer

9.8.1.
Human Resources Office

Functions

· Recruitment

· Equal Opportunities

· Flexible Working Arrangements

· Superannuation

· Staff Development

· Reception/Switchboard 

Recruitment 

The Institute is required to comply with the Recruitment and Selection procedures which are laid down by the Minister for Education and Science when recruiting for permanent posts. These procedures make detailed provision for the methods to be adopted when shortlisting candidates and for the composition of Selection Board. All permanent appointments are subject to the approval of the Governing Body of the Institute. A copy of the current procedures are available from the Human Resources Office.

Equal Opportunities

AIT both as an employer and as a provider of education is fully committed to the development and implementation of policies, procedures and practices that eliminate unlawful discrimination and promote equal opportunities. It recognises that equality of opportunity is essential to the efficiency and effectiveness of the Institute and to good relations among its workforce and students. In line with this commitment, the Institute has developed an Equal Opportunities Policy and is currently finalising an Anti-Harassment Policy. To facilitate the operation of these policies the Institute has retained the services of an Equality Officer who is available to all staff and students by appointment.

Flexible Working Arrangements
AIT currently provides opportunities for staff to avail of Career Breaks and Job-Sharing arrangements subject to meeting certain conditions. Due to the nature of an academic timetable, lecturing staff have some flexibility over their hours of attendance while administrative staff in grades 3 to 7 have the option to work on a flexitime system. In line with the legislative requirements the Institute facilitates Parental Leave in both block and broken forms. Requests for parental leave in broken forms are considered on a case by case basis and staff are facilitated unless there are operational difficulties which cannot be easily overcome. Part-time working is also available in certain grades. 

Superannuation

The Institute is responsible for maintaining records relating to the superannuation entitlements of staff and for the deduction of contributions from payroll in respect of staff eligible to participate in the scheme.   The final pension and lump sum benefits are calculated based on an individual’s total reckonable service and final pensionable salary, subject to the conditions laid down in the Local Government (Superannuation) (Consolidation) Scheme, 1998.   The payment of pensions to eligible members of the scheme is undertaken on a fortnightly basis by Westmeath County Council.

Staff Development

The Institute positively encourages staff to undertake training and development opportunities.   In addition to the ongoing requirements for staff to continually update their skills in specialist disciplines the Institute is conscious of the need to undertake re-training of certain staff as the demand for some courses declines.

Reception/Switchboard 

Reception is the first point of contact for visitors to the Institute and therefore deals with a wide range of queries and general queries for information.   This function also caters for a large volume of incoming and outgoing telephone calls.  Despite the installation of an upgraded telephone system some years ago which allows  direct dialing to all extensions the volume of calls dealt with by the switchboard has increased considerably.   Reception also provides for the monitoring of calls outside Ireland.

Classes of Records Held

· Personal Records - employment history, qualifications, training, salary increments, appointment details, medical certificates, leave of absence, birth certificates

· Recruitment & Selection Records - selection board recommendations, conditions of employment, letters of offer and contracts

· Administration - Staff structures, letters, circulars, pay scales, allowances from the Department of Education and Science

· Superannuation - Certificates of Service, department returns, superannuation schemes, salary details, benefit statements

· Staff development - all pertinent details

· Equal Opportunities Policy

· Dignity Policy

Contact:
Human Resources Officer 

Telephone:
090 64 24520

Fax:

090 64 24417

9.8.2.
Finance Office

Principal Functions

· Payroll administration 

· Purchasing and payments

· Sundry debtor invoicing and collection

· Cash/lodgements management

· Fixed assets

· Bank reconciliations   

· Petty Cash
· Goods in Department
· Self- financing
Payroll Administration
Payroll is processed on a computerised system with over 90% of staff using the direct credit method of payment to their specified bank accounts. The Payroll Department operates on a weekly and monthly cycle. Also a payroll for part-time staff is run at the end of the month. 

Purchase and Payments
This area is responsible for the processing of Institute Purchase Orders, payment of invoices and processing of travel claim forms.   Payments are processed on a weekly basis and travel is paid monthly at the end of each month.

Sundry Debtor Invoicing and Collection
Where the Institute is required to raise an invoice to a third party, a sundry Debtor invoice is raised by Finance. 

Lodgments/Cash Management
The frequency of lodgments varies depending on the time of the year. Where surplus funds exist they are placed on fixed deposit to maximise interest received.

Fixed Asset 
When fixed assets are purchased, an asset number is generated when processing Purchase Orders and nominal ledger payments. Assets are coded by type, department, location, and when in place, tagged. Depreciation is also calculated at this time.

Bank Reconciliations
As part of the periodic financial reporting all Institute bank accounts need to be fully reconciled to the appropriate bank statement. This process is carried out on a monthly basis and ties in with the monthly preparation of the cashflow statement which is prepared for the department of education and science. 

Petty Cash Administration
Petty cash administration involves the payment, reconciliation and general administration of all sundry cash disbursement activities. It involves the retention of a float and regular balancing of receipts and advances. No authorisation is given to petty cash receipts over £20.

Goods Inwards Department

All goods purchased by the institute are received through this department with the exception of food which is delivered directly to the kitchens.

Self-Financing

Self-financing covers all research activities which are funded from resources other than the Department of Education

Classes of Records Held

· Purchase requisition.

· Purchase orders.

· Completed G.R.N.S. and delivery dockets

· Purchase invoices. Paid and unpaid (paid are filed per payment run)

· Schedules of weekly payments

· Paid expense claim forms

· Copies of all fee refunds

· Copies of all student assistance

· Copies of  weekly payment runs

· Prompt payment weekly interest calculations

· Monthly creditors statements

· Copy payslips

· All payroll reports for weekly, monthly and part-time staff.

· Tax free allowances

· Memos from Human Resources for payroll calculations

· P35s and P30s

· Deduction forms for staff including monthly list of deductions paid over

· Miscellaneous information on the computer system

· Bank statements

· Bank correspondence

· Bank reconciliation records

· Correspondence from Dept of Education re all E.F.T transfers

· Monthly cashflows as submitted to the Dept of Education

· Copies of Vat 3 returns, withholding tax returns and subcontractors returns.

· Deposit interest certificates

· Files on all capital projects. (Each file contains details of amounts approved and draw downs. Copy invoices are also enclosed)

·  Fixed asset files, which also includes paid invoices together with G.R.N.S and delivery dockets for all fixed assets. This also includes the fixed asset codes

· Audit files as prepared for the comptroller and auditor general

· Monthly governing body financial reports

· Working files for pay and non- pay expenditure for operating programme budgets

· E.S.F. returns

· Monitoring reports

· Miscellaneous Internal budget reports (pay and non-pay)

·  All financial claims as regards the nursing course to the Dept of Health

· Minutes of meetings relevant to the Finance office and other staff members

· Copies of financial procedures

· Financial statements of Bioserv Ltd. And audit file back-up for same

· Interim and final financial reports submitted to awarding bodies (Dept of Education, Teagasc, Enterprise Ireland, Higher Education Authority)

· Accumulate Surplus and commitments reports

· Financial reports for student assistance and disability reports.

Contact:  Finance Officer

Telephone:   
090 64 24402

Fax:

090 64 24417

9.9 COMMUNICATIONS AND MARKETING MANAGER
Functions
Reporting to the Director, the Communications and Marketing Manager will lead the development and implementation of the Institute’s public affairs function and strategy.  Responsibilities include the management of effective communication including internal information dissemination strategy, media relations, public relations and maintenance of positive relations with the Institute’s key stakeholders.  The duties include the following:
· Reviewing, developing and implementing overall communications and marketing strategy 

· Identifying new and effective use of existing channels of communication

· Promoting courses to potential students

· Delivering a wide range of appropriate marketing material in conjunction with heads of School/Departments

· Producing market trend reports and offering marketing responses

· Undertaking and analysing market research

· Management and direction of all PR/advertising activities in the Institute

· Developing a corporate identity for AIT

· Developing communications and marketing strategies in conjunction with the Institute’s Admissions and Schools Liaison Officers

· Supporting the Director in developing strategic alliances and partnerships with industry and other third level institutions as appropriate to a marketing and promotion strategy

· Producing and overseeing all publications related to the Institute

Classes of Records Held

Promotional material

Market reports

Strategic plans

Contact:  Communications and Marketing Manager

Telephone:   
090 64 42595

Fax:

090 64 24417

9.10
ACADEMIC DEPARTMENTS

The day-to day management of the academic departments is carried out by the Heads of Department, reporting to the relevant Head of School. The Heads of School report to the Director. At present, the Institute has four schools and eleven departments
	School of Business
	Department of Business and Management Studies

	
	Department of Professional Accounting, Financial Services and Business Computing


	School of Humanities 


	Department of Humanities 

	
	Department of Hospitality, Tourism and Leisure Studies

	
	Department of Adult and Continuing Education


	School of Engineering


	Department of Electronic, Computer, and Software Engineering

	
	Department of Mechanical and Plastics/Polymer Engineering

	
	Department of Civil, Construction and Mineral Engineering

	
	Department of Engineering Trades


	School of Science
	Department of Life and Physical Sciences

	
	Department of Nursing Studies and Health Sciences


Principal Functions of the Schools

The philosophy and purpose of the Schools are in accord with, and build upon, the mission statement of the Institute. Their principal objectives are listed as follows:

· Support both regional and national economic and social development through the provision of high-quality, focused education and training across a range of disciplines

· Interact with, and provide, a range of services for industrial, commercial and social organisations, with particular reference to enterprise development and technological advancement

· Adopt a flexible and responsive approach to the needs of students, and the expectations of employers, by engaging in the fullest consultation with all stakeholders regarding the ongoing structure, content, standard and relevance of course programmes

· Participate in the strategic planning process on an Institute-wide basis

· Develop and expand postgraduate opportunities both on taught courses and  research projects

· Provide the conditions which allow the individual student to live and work in an environment, which is challenging, supportive and conducive to the fulfilment of potential in terms of both academic attainment and personal development

· Ensure the fullest possible integration across, and within, disciplines offered by the Institute so as to guarantee the most comprehensive education and training opportunity for each student

· Acknowledge the pre-eminence of customer care in the provision of courses for students and to endeavour to adopt a proactive as well as a reactive approach to student needs.

· Encourage and promote ‘second-chance’ education and to facilitate the entry of mature students into third-level education

· Establish and maintain such overseas and other external links with other colleges/institutions as are deemed appropriate to the further enhancement of standards of excellence at the Institute

· Facilitate and support the Institute's Staff Development Policy of recruiting the best staff for the School, retaining such people, and ensuring that they are successful, through regular and systematic investment in staff development at all levels within a dynamic learning environment while consistently seeking to achieve the highest standards.

Classes of Records Held

· Government Reports

· School publications

· Minutes of meetings - Academic Council, Course Boards, Senior Management

· Financial and Budgetary Information

· Staff expenses 

· Part-time hours

· Timetables

· Examination records -  broadsheets, green and white sheets, examination papers, examination scripts, examination claims and any other miscellaneous documentation in relation to examinations

· Correspondence - Heads of School, Heads of Department, staff, students, external examiners and general miscellaneous correspondence

· Student records

· Staff lists, addresses and contact numbers

· Correspondence, documentation and reports from external bodies

Contact:


Head of School of Business

Telephone:
090 64 24451

Fax:

090 64 24494

Head of School of Humanities 

Telephone:
090 64 71895

Fax:

090 64 24494

Head of School of Engineering

Telephone:
090 64 24456

Fax:

090 64 24493

Head of School of Science

Telephone:
090 64 24453

Fax:

090 64 24492

Principal Functions of Departments

· Advising in the recruitment and selection of staff to deliver courses

· Assisting applicants to the department and their advisors

· Reviews and makes decisions as appropriate on transfer applications

· Liaises with the Institute support services for students in need

· Encourages and facilitates research where appropriate

· Assist towards the promotion of economic and social development

· Participates in skills-shortage initiatives where necessary

· Developing and maintaining good standards/quality of courses

· Encouraging staff development

· Preparing time-tables of courses for students and staff

· Liaising with other Heads of Departments and with Head of School

· Appointing course leaders and year tutors, as appropriate

· Promoting courses

· Assists senior management in strategic planning and course development and R&D activities

· Liaising with professional bodies, industry and the wider community in the provision of courses.

· General administration including answering queries

· Facilitating staff and students as appropriate.

· Management of resources allocated to it.

Classes of Records Held

· Minutes of Heads of Department Meetings

· Minutes of Course Board Meetings

· Examination results

· Continuous assessment results 

· Examination Appeals documentation

· External examiners reports

· Student records, as appropriate

· Student attendance records

· Course and Staff timetables

· Course Documents

· NCEA/HETAC Programmatic Review documents

· Course submission documents

· Regulations and reports

· Non-pay budget details

· General correspondence

Contact:



Head of Department of Business and Management Studies  

Telephone:
090 64 24507


Fax:
090 64 24494

Head of Department of Professional Accounting, Financial Services and Business Computing 


Telephone:
090 64 24521


Fax:
090 64 24494

Head of Department of Humanities

Telephone:
090 64 71895

Fax:
090 64 24494

Head of Department of Hospitality, Tourism and Leisure Studies

Telephone:
090 64 71894


Fax:
090 64 24494

Head of Department of Adult & Continuing Education

Telephone:
090 64 71860

Fax:
090 64 24494

Head of Department of Electronic, Computer, and Software Engineering

Telephone:
090 64 24455


Fax:
090 64 24493

Head of Department of Mechanical and Plastics/Polymer Engineering

Telephone:
090 64 24455


Fax:
090 64 24493

Head of Department of Civil, Construction and Mineral Engineering

Telephone:
090 64 24470


Fax:
090 64 24493

Head of Department of Trades

Telephone:
090 64 71824


Fax:
090 64 24493

Head of Department of Life and Physical Sciences 

Telephone:
090 64 71828


Fax:
090 64 24492

Head of Department of Nursing and Health Sciences

Telephone:
090 64 24523


Fax:
090 64 24492

Principal Functions of Lecturing Staff
· Deliver courses (subjects) using a variety of teaching methodology as appropriate and in accordance with published course schedules

· Undertake continuous assessment of students' work throughout the year

· Participate in the development and review of new and existing courses

· Provide feedback and academic advice to students

· Participate in the preparation and marking of examinations

· Undertake professional development as appropriate

· Undertake research and development activity.

Classes of Records Held

All records pertaining to the above

Contact:
Reception

Telephone:
090 64 24400

Fax:

090 64 24417

Principal Functions of Technical Support Staff (where appropriate)
· Maintain special purpose areas

· Maintain an inventory of stock held in special purpose areas

· Maintain all relevant equipment and machinery

· Assist in the ordering of equipment and class materials

· Assist lecturers in the preparation of classes and laboratory practicals, where appropriate

· Assist in the running of practical examinations

· Advise the head of department on technical requirements for course support

· Oversee the health and safety aspects of work in special purpose areas

· Keep informed of technical developments in their areas of appointment.

Classes of Records Held

All records pertaining to the above

Contact:
Reception

Telephone:
090 64 24400

Fax:

090 64 24417


9.10.1.
School of Business 
Academic programmes in the School of Business are of two, three and four/five years' duration leading to Higher Certificate, Ordinary Bachelors Degree, Honours Bachelors Degree and Post Graduate awards.  

Courses provided are developed and delivered to enable students to acquire the knowledge, develop the skills, and become aware of the attitudes necessary for success after graduation.   Both theoretical and practical aspects of each programme is reviewed regularly to ensure ongoing relevance to career opportunities in the industry, commercial and service sectors.   

The ladder system between courses allows significant opportunity for student progression to degree and postgraduate levels, depending upon academic achievement.

Work experience placements in Ireland and overseas are a feature of some courses.   As a result of the links which have been established with partner Institutes throughout Europe, scope for student and staff exchanges has expanded, particularly in recent years.   Following requests, the School has direct involvement with the provision of third-level courses in Zambia, and further links on an international scale are being development.   

The School of Business comprises the following departments/sections:
(a) Business and Management Studies

(b) Professional Accountancy, Financial Services and Business Computing

Details regarding the programme's offered within the individual departments are contained in the Institute's full-time prospectus.

9.10.2.     School of Humanities 

Academic programmes in the School of Humanities offer courses that are of two, three and four years duration leading to Higher Certificate, Ordinary Bachelors Degree, Honours Bachelors Degree and Post Graduate awards.   Details regarding the programmes offered within the individual departments are contained in the Institute's full-time prospectus. 

Courses provided are developed and delivered to enable students to acquire the knowledge, skills, and attitudes necessary for success after graduation.   Both theoretical and practical aspects of each programme are reviewed regularly to ensure ongoing relevance to career opportunities in the industry, commercial and service sectors.   

The ladder system between courses allows significant opportunity for student progression to degree and postgraduate levels, depending upon academic achievement.

The School of Humanities comprises the following departments:

(a) Department of Humanities

(b) Department of Hospitality, Tourism and Leisure Studies

(c) Department of Adult and Continuing Education

Details regarding the programmes offered within the individual departments are contained in the Institute's full-time prospectus.

9.10.3
School of Engineering

The School of Engineering incorporates the disciplines of Electronic Engineering, Mechanical/Manufacturing Engineering, Mechatronics, Plastics and Polymer Engineering, Software Engineering, Computer Engineering, Civil Engineering, Construction Studies and Mineral Engineering.   Academic programmes in the School are of two, three, four and five years' duration, leading to Higher Certificate, Ordinary Bachelors Degree, Honours Bachelors Degree and Post Graduate awards, respectively.  Practical work is an important part of courses and takes the form of laboratory assignments and projects.   Courses prepare students to use their technical knowledge and skills in an industrial environment.   Students in the School of Engineering have access to specialist laboratories as well as the Institute's extensive common computer facilities.

Postgraduate research opportunities are provided in a number of disciplines within the School of Engineering and suitably qualified graduates may enrol at the Institute for MSc and PhD degrees by research.   The School has a substantial track record of research activities in Polymer/Plastics Engineering, Speech Processing, Digital Signal Processing, Neural Computing, Image Processing and Software Engineering.   Strong links are maintained with industry to ensure that work carried out by students is relevant to real-life situations.   Research findings are normally published and presented at national and international conferences.

Links with engineering departments of European universities are being forged with the assistance of the EU SOCRATES and LEONARDO programmes.   Students with a competence in a European language may spend part of their course studying and/or gaining industrial experience abroad.

The School of Engineering comprises the following departments:

(a) Department of Electronic, Computer, and Software Engineering. 

(b) Department of Mechanical and Plastics/Polymer Engineering

(c) Department of Civil, Construction and Mineral Engineering

(d) Department of Trades

Details regarding the programme's offered within the individual departments are contained in the Institute's full-time prospectus.

9.10.4 School of Science

Courses in the School of Science are undertaken through a programme of lectures, practical work and tutorials.   Continuous assessment plays a major part in all courses and emphasis is placed on the development of practical skills as well as theoretical knowledge.   Individual project work and/or industrial placements are an essential part of the Degree programmes.  The school has a wide range of advanced instrumentation available for such project work and in many cases the industrial placement provides the venue for students’ full projects.

Research and consultancy are important features of the school’s work, with staff undertaking research in various fields, funded by grants from State agencies, the EU and industry.   Consultancy work is undertaken by school staff for industry and local authorities, in conjunction with the institute’s External Services Office. These research and consultancy activities help maintain the relevance of courses, provide a solid basis for many student projects and ensure that employers are aware of the quality of the institute’s graduates.

The School of Science has developed strong links with a number of overseas institutions to broaden students’ education and perspective, thereby enhancing their employment prospects and technical mobility.

The Department of Nursing and Health Sciences will be accommodated in a new purpose-built building at the Institute in September 2004.  This department continues to develop courses to meet the expanding requirements of the healthcare industry offering a wide range of pre and post-registration education programmes to equip nurses with the knowledge and competence to enable them to attain their goals within the profession of nursing.


The School of Science comprises the following departments:

(a)
Department of Life and Physical Sciences

(b)
Department of Nursing Studies and Health Sciences

Details regarding the programme's offered within the individual departments are contained in the Institute's full-time prospectus.
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