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CONTROLLED DOCUMENT DO NOT PRINT

TITLE:

AWARDING BODY INFORMATION
PURPOSE/SCOPE:
To ensure that all information received from Awarding Bodies is made available to all relevant members of staff.

RESPONSIBILITY:
For acting as Central Contract for all awarding bodies lies with the Quality Development Manager.

For the initial distribution of all information received lies with a delegated member of the Quality Development Unit staff.

For having all CD ROMs installed on the College Intranet lies with the Assistant Principal: Information Systems.
For the further distribution of information to all relevant staff lies with all recipients.

DEFINITIONS:

APPENDICES:
RELATED 

INFORMATION:


ORIGINATED
APPROVED
DATE


1.0
RECEIPT OF INFORMATION
This procedure relates to: -

1.1.

Information received within the Quality Development Unit.

1.2.
Information received on: -

1.2.1. Paper

1.2.2.
CD ROM

1.2.3.
Email

2.0.
INITIAL DISTRIBUTION - PAPER
A delegated member of the Quality Development Unit staff will ensure that:-

2.1.
A Document Distribution Form is completed to identify all recipients.

2.2 A copy of the information and of the completed Document Distribution Form is sent to all identified recipients.

2.3.
A copy of the information, and of the Document Distribution Form, are retained on file in the Quality Development Unit.

3.0. INITIAL DISTRIBUTION – E-MAIL

A delegated member of the Quality Development Unit staff will ensure that: -

3.1. Any information received on email is forwarded to the appropriate members of staff.

3.2 A file is maintained for all such distribution.

4.0. INITIAL DISTRIBUTION – CD ROM

A delegated member of the Quality Development Unit staff will ensure that:-

4.1. A Document Distribution Form is completed to: -

4.1.1 Notify all relevant staff that the CDROM has been received.

4.1.2 Request that ICT staff make the information on the CDROM available to staff via the College Intranet.

4.2 A delegated member of the ICT staff will ensure that the CD ROM is installed on the College Intranet to be accessed by staff as required.

5.0
AVAILIBILITY TO STAFF

5.1
Each Division Leader or other recipient will ensure that the information is made available to all appropriate staff.

5.2 The Chief Librarian will ensure that all reference copies passed to the Library are made available to all appropriate staff.

5.3 The files maintained in the Quality Development Unit will serve as the back up reference copy and can be accessed by staff on request.
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