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1.  INTRODUCTION TO GUIDE
The Freedom of Information Act, 1997 was passed into Law on the 21st of April, 1997. The Act came into force for Government Departments and certain Government bodies on 21 April 1998 and for local authorities and Health Boards on 21 October 1998.   Regulations were signed into law on 22 October 2001 by the Minister for Finance providing for the extension of the Act to the Institute.   Regulations are effective from 1 October 2001. 

The Freedom of Information Amendment Bill 2003 as passed by both houses of the Oireachtas was signed into law on Friday, 11th April, 2003.   The Act has effect on and from this date.

The Freedom of Information (FOI) Act was introduced:

· PRIVATE
to enable 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.

· to enable persons to have personal information relating to them, in the complete possession of public bodies, corrected, where the information held is incomplete incorrect or misleading.

· to provide for the right of access to records held by public bodies,

· to provide for necessary exceptions to that right,

· to provide for assistance to persons to enable them to exercise this right.

· to provide for the independent review, both of decisions of public bodies relating to that right and of the operation of this Act generally (including the proceedings of such bodies pursuant to this Act) and for those purposes, to provide for the establishment of the Office of Information of Information Commissioner and to define its functions. 

· to provide for the publication by public bodies of certain information about themselves, relevant to the purposes of this Act.

· to amend the Official Secrets Act, 1963.

· to provide for related matters.

The Act establishes three new statutory rights:
· PRIVATE
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 effecting oneself.

The Act gives right of access (subject to exemptions) to:

· PRIVATE
all records created after commencement of this Act i.e. 22 October 2001 in the case of this Institute.  

· such records created before that date of a non-personal nature as may be required to understand records created after the commencement of the Act.

· personal records regardless of when created.

· In the case of staff members, personnel records created from a date 3 years before commencement of the Act.

To facilitate the public in accessing information held by public bodies, Sections 15 and 16 of the Freedom of Information Act places a requirement on public bodies to prepare, publish and make available information about themselves, the information they hold and the internal rules and guidelines used in the decision making process.

In accordance with Section 16 of the Act, this document lists the rules, guidelines and practices used by each School and Function of the Institute in carrying out its various functions.  

Details of the functions, structure and services provided by the Institute and how they may be availed of are outlined in a Guide published in accordance with Section 15 of the Act which is also available for inspection.  This document is named "A Guide to the Structure, Functions, Services and Records of the Institute".  
Any queries relating to these documents should be addressed to:

Ms Gwen Cassidy

Information Officer

Institute of Technology

Tallaght

Dublin 24

Telephone:
01-4042144

Fax:
01-4042605

E-mail:
foi@it-tallaght.ie
NOTE:

The internal rules, guidelines and procedures listed in this document are subject to change and may be updated from time to time.  

A number of the rules, guidelines and procedures are in draft form at the time of writing this document.  Such documents are indicated with an asterisk are not be available on the website until such time as they are finalised and approved by the Governing Body.   

2.  ORGANISATIONAL STRUCTURE OF INSTITUTE OF TECHNOLOGY TALLAGHT






1. HOW TO GET INFORMATION UNDER THE FREEDOM OF INFORMATION ACT

The Institute is committed to making available to the public information to the widest extent possible, consistent with the need to protect the right to privacy of the Individual and the obligations placed on the Institute to protect certain types of information (subject to a public interest test).

Where it is possible to make information available to the public without recourse to the Act the Institute will use this option, thereby avoiding the inconvenience caused to the public in having to formally avail of the Act to obtain access to specified records.

Under the provisions of the Freedom of Information Acts, 1997 & 2003 members of the public have a right of access to the following records held by or under the control of Institute of Technology Tallaght, unless such records are exempted under the Act or otherwise publicly available.

PRIVATE

· All records created after the commencement of the Act i.e. 22 October 2001.

· Such records of a non-personal nature created before that date as may be required to understand records created after the commencement of the Act.

· Personal records regardless of when created.

The Act also confers members of the public with the following rights:

· PRIVATE
Reasons for decisions of Institute of Technology Tallaght affecting individual members of the public.

· Correction of personal information which is inaccurate, incomplete or misleading.

Requests for information under the Act should be addressed to:

Ms. Gwen Cassidy

Information Officer

Institute of Technology

Tallaght

Dublin 24

Telephone:
01-4042144

Fax:
01-4042605

E-mail:
foi@it-tallaght.ie
For your information, a copy of the following Application Forms are available in Appendix 1 of this Guide:

· Request for Access to Records under the FOI Acts, 1997 & 2003
· Request for Amendment of Personal Information under the FOI Acts, 1997 & 2003
· Request for a Statement of Reasons under Section 18 of the FOI Acts, 1997 & 2003
MAKING AN APPLICATION UNDER THE ACT

PROCEDURES TO BE FOLLOWED BY THE PUBLIC

1. PRIVATE
Requests must be made in writing and addressed to the Information Officer, Institute of Technology, Tallaght, Dublin 24.

2. Requests must specify that the access to records is being sought under the provisions of the Freedom of Information Acts, 1997 & 2003.

3. Requests must identify the records which are the subject of the request. 
Requests should not be vague and must contain sufficient information to enable the Institute identify the records in question with a minimum of delay.

4. Requests must specify the format in which access to records is sought,
e.g. photocopy of records, viewing of file, computer disc, etc.
5. A standard application fee of €15 must accompany all requests for non personal information.  A reduced fee of €10 applies if the requester is a medical card holder.

Application Forms for use by the public, which have been prepared for their convenience when making an application under this legislation, are available in each School or Function.  They can also be downloaded from the website.

If a member of the public experiences any difficulty in identifying the records sought, Institute staff will be happy to assist in the preparation of the formal request.  Under the provisions of the Act the Institute is obliged to respond to a Freedom of Information request within 2 weeks of receipt of the request and to process the application within 4 weeks from the date of receipt of the request itself.  Failure to process the request within the 4 week period is deemed a refusal and the requester may then proceed to the appeal stage.  To obtain further information on making a request under the Act, please contact the Information Officer at the postal or e-mail addresses, Telephone or Fax numbers referred to earlier.

RIGHTS OF REVIEW/APPEAL

Appeals

The Freedom of Information Act provides for a comprehensive appeals system against initial decisions taken on requests under the Act.  The majority of all appeals must, initially, be made to a higher Authority within the Institute.  If the Requester is dissatisfied with the outcome of the appeal he/she may then proceed to appeal that decision to the Information Commissioner.  

The following is a list of appeals subject to internal review. 

· PRIVATE
Decisions to refuse all or part of a request.

· Decisions to defer access to records prepared solely for the Oireachtas.

· Decisions to grant access in a form other than that requested.

· Decisions to delete certain exempt material from a record.

· Decisions refusing the correction of personal information which the requester believes is incomplete, incorrect or misleading.

· Decisions relating to the right of a person to obtain reasons for acts of public bodies affecting him/her.

· Decisions relating to the charging of a fee or Deposit.

The following decisions of the Institute may be appealed directly to the Information Commissioner. 

· PRIVATE
Initial decisions made by the Director.  As such decisions have been made by the Head of the Public body, there is no mechanism for an internal review of that decision.

· A decision to defer access to records for a specified period of time.

· A decision of the Institute to extend the period of time to process a request.

· Decisions by the Institute, in the Public interest, to make available access to certain records which would otherwise be subject to the exempt provisions of the Act.

Internal Review

Initial decisions of the Institute, which come within the categories listed above, are subject to the internal review procedures of the Institute.  This involves the review of the decision by a more Senior Officer of the Institute.  A request for an internal review of an initial decision must be submitted, in writing, within 4 weeks of the making of the decision to the Officer named underneath at the address listed.  The Institute is obliged to complete the review within 3 weeks.

Ms. Gwen Cassidy

Information Officer

Institute of Technology

Tallaght

Dublin 24

Telephone:
01-4042144

Fax:
01-4042605

E-mail:
foi@it-tallaght.ie
Should you have any queries in relation to the internal appeals procedure or require assistance in preparing an appeal, you should not hesitate to contact the above by phone/fax/e-mail or in writing at the numbers/address quoted above.

External Review - Review by Information Commissioner

The Freedom of Information Act provides for the establishment of a new office of Information Commissioner.  A person dissatisfied with a decision taken by the Institute in relation to a Freedom of Information request as outlined above, can appeal that decision directly to the Information Commissioner.  In all other cases decisions must first of all be reviewed internally by the Institute following which the requester can appeal the decision of the reviewer to the Information Commissioner.  The Commissioner has power to affirm, vary or annul the decision made by the Institute.  

Appeals to the Commissioner must be made within six months following notification of the initial decision of the Institute.  Appeals must be made in writing to the Information Commissioner at the following address:

Office of the Information Commissioner
18 Lower Leeson Street
Dublin 2

Phone:
01 6785222
Fax:
01 6610570
E-mail:
foi@ombudsman.irlgov.ie.

The Information Commissioner is Ms Emily O’Reilly.

FEES
Freedom of Information (Fees) Regulations 2003 
Summary

Regulations have been made by the Minister for Finance prescribing fees for the purposes of section 47(6A) of the Freedom of Information Act 1997.  

The following fees will apply to FOI requests under section 7 of the FOI Act (requests for access to records) and applications under section 14 (internal review) and 34 (review by Information Commissioner) received on or after 7 July 2003:

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

(b) an application under section 17 (right of  amendment of records relating to personal information).

(c) an application under section 18 (right of person to information regarding acts of pubic bodies affecting the person).

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:

(a) an application in relation to a decision concerning records containing only personal information related to the applicant.

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

(c) an application in relation to a decision under section 18 (right of person to  information regarding acts of pubic bodies affecting the person).

(d) 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 

(a)
the person bringing the application is a medical card holder or a dependant of a medical card holder or 

(b)
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 following applications to the Information Commissioner are exempt:

(a)  an application concerning records containing only personal information 

related to the applicant.

(b) an application in relation a decision under section 17 (right of amendment of records relating to personal information) 

(c) an application in relation to a decision under section 18 (right of person to information regarding acts of pubic bodies  affecting the person).

(d) 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).

(d) 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 do 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.

A table summarising these fees is attached.   Your attention is also drawn to the attached information note.

	Type of Request/Application
	Standard Fee*
	Reduced Fee *   **

	Request for a record 

Initial Request

Internal Review

Review by Information Commissioner
	€15

€75

€150
	€10

€25

€50

	Request for a record or  containing personal information


	No charge
	No charge

	Application under section 17 for amendment of a record containing incorrect, incomplete or misleading personal information
	No charge
	No charge

	Application under section 18 for the reasons for a decision affecting the individual
	No charge
	No charge


* Fee will not apply where a person appeals a decision to charge a fee or deposit, or a fee or deposit of   a particular amount under section 47 of the FOI Act 

 **  Reduced fee will apply in respect of third parties who appeal a decision of a public body to release their information on public interest grounds
Fees may be charged as follows:

· PRIVATE
In respect of personal records, no fees are charged in respect of the cost of copying the records requested unless a large number of records are involved.  While fees may be charged for the cost of locating and retrieving records it is unlikely search and retrieval charges will be applied by the Institute in the vast majority of cases which relate to requests for access to personal records.

· In respect of other (non-personal) information, fees may be charged for the time spent in efficiently locating and copying records based on a standard hourly rate (to be determined by the Minister for Finance).  No time will be charged by the Institute in respect of time spent in considering requests.  The current rate of charges are €20.95 per hour for the efficient search and retrieval of records and 4 cent per sheet for the photocopying of records.

A deposit may be payable where the total fee is likely to exceed €50.  In those circumstances, the Institute will, if requested, assist in amending the request so as to reduce or eliminate the fee payable.

Charges may be waived in the following circumstances:

· PRIVATE
Where the collection and related costs would exceed the amount of the fee.

· Where the information is of particular assistance to the understanding of an issue of National importance.

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

4.  RULES, GUIDELINES AND PRACTICES USED AND PUBLICATIONS ISSUED BY INDIVIDUAL SCHOOLS AND FUNCTIONS OF THE INSTITUTE

The rules, practices and guidelines which govern the provision of these services are listed in the following pages.  All of the documents listed, which are indexed by reference to an individual reference number, are available for inspection by the public at the Institute's Freedom of Information Office.   
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CHAPTER 1.  OFFICE OF THE DIRECTOR

Role of The Director

The Third Schedule of the 1992 Act covers the functions of the Director as follows:

“The Director of a College shall, subject to the provisions of this Act, control and direct the activities of the College and shall control and direct the staff of the College in the implementation of such activities and be responsible to the Governing Body therefore and for the efficient and proper management of the College.”

Services Provided

· The Director has overall responsibility for the execution of policy as determined by the Governing Body and the management of the Institute.  

· The Director has responsibility for the preparation of draft policy and strategy for the Governing Body.

· The Office is the Institute’s point of communication for the Department of Education & Science and other Government Departments and agencies.

· The Director participates as a member of the Council of Directors of the Institutes of Technology and its various sub-committees.  

· The Director is a member of the MIS Consortium Board.  

· The Director chairs the Institute's Management Group meetings and the Academic Council.  

· The Director represents the Institute on bodies such as the South Dublin Chamber of Commerce and attends meetings of community and other regional or industrial groupings on behalf of the Institute.  

· The Director represents the Institute at Public Accounts Committee Hearings and other similar proceedings.

· The Director produces the Annual Academic Calendar.

Rules, Guidelines and Practices
Doc Ref. No.

· Regional Technical Colleges Act, 1992

· Regional Technical Colleges Amendment Act, 1994

· Freedom of Information Act, 1997
· Freedom of Information Amendment Act, 2003
· Data Protection Act, 1998
· Data Protection Amendment Act, 2003
· Qualifications, Education and Training Act, 1999 

· Department of Education and Science Circular Letters

Publications
Doc Ref. No.

· Policy and Code of Conduct for Private Consultancy

· Annual Academic Calendar 

Contact Details:


Dr Tim Creedon, Director

Tel:   +353 1 4042111

Fax:   +353 1 4590076
Email: tim.creedon@it-tallaght.ie
Secretary:   Marita Coughlan

Tel:   +353 1 4042110

Fax:   +353 1 4590076
Email: marita.coughlan@it-tallaght.ie
CHAPTER 2.  SCHOOLS OF STUDY

The following Rules, Guidelines and Practices are used in all 3 Academic Schools 

1. Each School is guided by regulations set down by the Department of Education and Science.

2. Each School is guided and directed in its academic affairs by the regulations of its awarding body HETAC.

3. Each School is guided and directed by decisions of the Academic Council.

4. Each School is in receipt of resources as directed by the Director of the Institute and regulates its activities in accordance with the resources received annually.

5. Courses are developed, delivered, monitored and reviewed through the activity of the Course Boards whose minutes are deposited with the Academic Council. 

6. Student discipline is administered in accordance with regulations set down by the Institute. 

7. Health, Safety and Welfare at work regulations are followed in each School.

8. School Administrative Standard Operating Procedures.
9. Administration of the Examination System within the School.
10. Application for Admission to the Institute.
11. Assessment /Examinations.
12. Liaison Careers and Appointments Service.
13. Collaborative Provision.
14. Collection of Feedback on Course Quality (Rationale for programme of study/ course design, development, evaluation and withdrawal).
15. Computer Services.
16. Liaison Counselling and Disability Services.
17. Financial Reporting.
18. Industrial Placement Programme.
19. Institute Academic Committee Structure.
20. Management & Organisation.
21. Operation of Activities within the International Office.
22. Part-time Courses.
23. Certified / uncertified staff absences.
24. Various claim forms eg overtime; associate staff, exam paper corrections.
25. Postgraduate Research.
26. Processing Fee and Student Grant Payments within the Institute (ESF). 

27. Programme of Study / Course Design, Development, Evaluation and Withdrawal.
28. Purchasing.
29. Purchasing Control and Disposal of Fixed Assets.
30. Solicitation and Management of Sponsorship
31. Tendering
32. The Use of Institute Facilities

33. Examination Protocol for

34. Drafting examination papers

35. Drafting model answers

36. Hand up of draft papers and model answers

37. Internal Cross moderation of exam papers

38. Issuing of draft papers and model answers to external examiners.

39. Protocol for conduct of preliminary collation exam board meetings.

40. Protocol for conducting examination board meetings.

41. Protocol for selection of students for viva voce examination by external examiners.

42. Collection and forwarding of signed white sheets to Registrars office.

43. Protocol for Post Mortems.

44. Dealing with staff absences from Examination board meetings.

45. Timetabling process

46. Student complaints

47. Staff complaints

48. Teaching practice handbook

Publications issued by all 3 Academic Schools

· Final Course Submissions

· Self Study Report and Report of the Programmatic Review Group

· Research Papers

· Research Presentations

· Research Communications

· Books/Articles

CHAPTER 2.1   School of Business and humanities

Role of the School

· Develop and deliver programmes in full-time and part-time modes which provide a continuum of education that fosters and facilitates life long learning in a global society.

· Develop and deliver programmes in association with the Schools of Science and Engineering in the achievement of the objectives of the Institute.

· Encourage and support the continuing professional development of its staff.

· Establish specific interaction between the School and the industry within its environs.

· Cultivate greater interaction between the School and other appropriate educational institutions and professional institutions.

· Research & Development - A programme of research and development carried out by Post Graduates and funded by bodies such as HEA, Enterprise Ireland, National Development Plan and internally funded Seed Fund Projects.  For further information on funded projects, please refer to Development and External Services (Chapter 5).

· Links with Industry and the Community - The School endeavours to work closely with industry to ensure that its courses are relevant to local industry. For further information on Links with Industry and the Community, please refer to Development and External Services (Chapter 5).

Contact Details

	Title
	Name
	Phone
	Fax
	Email

	Head of School
	Dr Damien Roche
	4042301
	4042304
	Damien.roche@it-tallaght.ie

	Head of Department of Management 
	Mr Edward Collins
	4042303
	4042304
	eddie.collins@it-tallaght.ie

	Head of Department

Accountancy and Professional Studies
	vacant
	4042802
	4042304
	

	Head of Department of Humanities
	Dr David Irwin
	4042302
	4042304
	David.irwin@it-tallaght.ie

	Head of Department of Marketing 
	Mr Adrian Payne
	4042886
	4042304
	Adrian.payne@it-tallaght.ie 


	Administrators
	Phone
	Fax
	Email

	Marian Maguire
	4042333
	4042304
	Marian.maguire@it-tallaght.ie

	Jeni Gaynor
	4042300
	4042304
	Jeni.gaynor@it-tallaght.ie

	Louise Deegan
	4042306
	4042304
	Louise.deegan@it-tallaght.ie

	Marie Noonan
	4042300
	4042304
	Marie.noonan@it-tallaght.ie

	Carole Collins
	4042307
	4042304
	Carole.collins@it-tallaght.ie


CHAPTER 2.2   SCHOOl of Science

Role of the School

· To provide high quality career focused Higher Education relevant to the needs of society

· To develop partnerships with industry and commerce

· To make available the wealth of academic and industrial research experience of our staff in support of enterprise development

· To provide special programmes and support for individuals from the wider community ensuring access and equality

· To provide an environment which fosters the professional, intellectual and personal development of our students and staff

· To conduct our dealings with students, staff, suppliers and others with integrity and in a spirit of respect for the individual.
Services provided

· Providing a backup service to full-time students,  e.g. stamping of USIT forms, Social Welfare Forms, dealing with medical certificates, letters regarding attendance, references, dealing with enquiries, etc.

· Maintaining student files

· Dealing with enquiries from general public regarding courses or referring them to the appropriate department

· Providing an adequate administrative service to lecturing staff and Heads of Departments

· Processing of all orders from the School of Science budget and research projects and processing of corresponding invoices

· Staff References

· Dealing with correspondence relating to Department matters, updating filing system

· Preparation for and dealing with exam board meetings.

· Research & Development - A programme of research and development carried out by Post Graduates and funded by bodies such as HEA, Enterprise Ireland, National Development Plan and internally funded Seed Fund Projects.  For further information on funded projects, please refer to Development and External Services (Chapter 5).

· Links with Industry and the Community - The School endeavours to work closely with industry to ensure that its courses are relevant to local industry. For further information on Links with Industry and the Community, please refer to Development and External Services (Chapter 5).

Contact details

	Title
	Name 
	Phone 
	Fax
	Email

	Head of School
	Dr Michael Ahern
	4042401
	4042404
	Michael.ahern@it-tallaght.ie

	Head of Department of Computing
	Mr Barry Feeney
	4042402
	4042404
	Barry.feeney@it-tallaght.ie

	Head of Department of Applied Science
	Dr Ken Carroll
	4042403
	4042404
	Ken.carroll@it-tallaght.ie


	Administrators
	Name
	Phone
	Fax
	Email

	
	Philippa Murray
	4042436
	4042404
	Philippa.murray@it-tallaght.ie

	
	Anne Hannon
	4042400
	4042404
	Anne.hannon@it-tallaght.ie

	
	vacant
	4042406
	4042404
	


CHAPTER 2.3   School of Engineering

Role of the School

· The creation of an educational environment that allows our students fulfil their academic potential

· The creation of an environment that allows all of our staff to enhance their professional capabilities

· To represent the engineering profession at all times in an ethical manner in keeping with professional and institutional codes of practice

· Research & Development - A programme of research and development carried out by Post Graduates and funded by bodies such as HEA, Enterprise Ireland, National Development Plan and internally funded Seed Fund Projects.  For further information on funded projects, please refer to Development and External Services (Chapter 5).

· Links with Industry and the Community - The School endeavours to work closely with industry to ensure that its courses are relevant to local industry. For further information on Links with Industry and the Community, please refer to Development and External Services (Chapter 5).

Contact Details

	Title
	Name
	Phone
	Fax
	Email

	Head of School
	Mr Pat McLaughlin
	4042501
	4042504
	Pat.mclaughlin@it-tallaght.ie

	Head of Department of Electronic Engineering
	Mr James Wright
	4042502
	4024504
	James.wright@it-tallaght.ie

	Head of Department of Mechanical Engineering
	Mr Liam Costelloe
	4042855
	4042504
	Liam.costelloe@it-tallaght.ie



	Administrators
	Deborah Murphy
	4042500
	4042504
	Deborah.murphy@it-tallaght.ie

	
	Sharon O’Brien
	4042515
	4042504
	Suzanne.oneill@it-tallaght

	
	
	4042702
	4042504
	


CHAPTER 3.   Office of the Registrar

Role of the Office

The Registrar has responsibility for all academic matters in the Institute. Of particular importance is the Registrars role in academic quality assurance, academic development, planning and review, together with the study, formulation and co-ordination of academic policies and procedures. The Registrars responsibilities also include the organisation of the business of academic committees, particularly the Academic Council.  The Registrar’s Office is responsible for Student Services including, Access Office, Sports Office, Careers and Appointments Office, Graduation, Student Health Services, Disability Services, Library, Examinations, Admissions, Counselling and Chaplaincy Services.

The Registrars Office has broad categories of responsibility. It has particular Institute wide responsibility for academic affairs and for services supportive of the academic programme. The following are the main divisions within the Registrar’s Office.

· Academic Administration, (including Admissions, Registration and Examinations) and Student Affairs

· Library 

· Computing and Reprographics

These are detailed in the following sections.

Services provided

The Registrar’s Office administers all aspects of student academic progress from admission through to graduation. Included among its activities are school liaison, publications, and interaction with the Central Applications Office, admissions, registration, student records, examinations, and conferrings. 

Rules, Guidelines and Practices
Doc. Ref. No.

· HETAC Marks and Standards 2001

http://intranet.it-tallaght.ie/staff/registrars_office/forms/Academic_Policies/Marks_and_Standards_2001.pdf
· Qualification Policy for admission from National Certificate to National Diploma and from National Diploma to Degree courses.


http://intranet.it-tallaght.ie/staff/registrars_office/forms/Examinations/Qualifier.doc
· Policy on the Examination of Discontinued Modules

 
http://intranet.it-tallaght.ie/staff/registrars_office/forms/Examinations/Discontinued_Modules.doc
· Postgraduate Policy


http://intranet.it-tallaght.ie/staff/registrars_office/forms/Academic_Policies/Postgraduate_Policy.pdf
· External Examiners Policy


http://intranet.it-tallaght.ie/staff/registrars_office/forms/Examinations/extern_policy.pdf
Publications Issued
Doc. Ref. No. 

· Institute Prospectus

· Institute Student Handbook

· Institutes of Technology Central Evaluation Process for Non Standard CAO Applicants

Contact Details:

Registrar: 
Mr John Vickery
Telephone: 
+353 1 4042222

Fax:
+353 1 4042223

Email:
registrar@it-tallaght.ie
Secretary:   
Maria Donohue
Tel:
+353 1 4042220

Fax: 
+353 1 4042223
Email: 
maria.donohue@it-tallaght.ie



CHAPTER 3.1  Academic Council

Role of the Academic Council

The Academic Council was established by the RTC Act 1992.  The roles and functions of the Academic Council are described in Section 10 of the Act.

Each Institute shall have an academic council appointed by the governing body to assist it in the planning, co-ordination, development and overseeing of the educational work of the Institute.

The Academic Council shall have the following particular functions:

· To design, develop and implement courses of study in accordance with the programmes and budget approved annually under section 13 of this Act and consistent with the functions of the Institute.

· To make recommendations to the governing body for the establishment of appropriate structures to implement the courses of study referred to at paragraph (a) of this subsection.

· To make recommendations to the governing body on programmes for research and development work.

· To make, subject to such requirements as the Minister may from time to time specify, 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 and implementing the academic regulations of the Institute.

· To propose to the governing body, subject to the requirements of the National Council for Educational Awards or any university or other authority to which section 591) (b) applies, the form of regulations to be made by the governing body for the conduct of examinations and for the evaluation of academic progress.

· To make recommendations to the governing body for the award of scholarships, prizes or other awards.

· To make general arrangements for tutorial or other academic counselling.

· To exercise any other functions, consistent with this Act, which may be delegated to it by the Governing Body. 

· To implement any regulations which may be made by the governing body concerning any of the matters aforesaid. 

The current membership is 
	NAME
	TITLE

	Dr Tim Creedon
	Director

	John Vickery
	Registrar

	Dr Damien Roche
	Head of School of Business and Humanities

	Dr Mike Ahern
	Head of School of Science

	Pat McLaughlin
	Head of School of Engineering

	Pat Coman
	Head of Development

	Eddie Collins
	Head of Dept of Management

	Dr David Irwin
	Head of Dept of Humanities

	Adrian Payne
	Head of Dept of Marketing and Business Computing

	Ken Carroll
	Head of Dept of Applied Science

	Barry Feeney
	Head of Dept of Computing

	James Wright
	Head of Dept of Electronic Engineering

	Liam Costello
	Head of Dept of Mechanical Engineering

	Gillian Kerins
	Librarian

	Martha Burton
	Governing Body Member

	Art Ó’Coileáin
	Governing Body Member

	Thomas Stone
	Head of Dept of Accounting & Prof Studies

	Eoin Gorman
	President, Students Union

	Fiona Butler
	Deputy President Welfare

	Colm Doyle
	Deputy President Education

	David Vaughan
	Administration, Secretarial, Building/Caretaking and Chaplins

	Hugh Gallagher
	Technicians and Library

	Martin Nolan
	Governing Body Member/School of Business and Humanities

	Raymond Keaney
	School of Business and Humanities

	Angela Feeney
	

	Brian Murray
	School of Science

	Aine Allen
	

	John Burns
	

	Delcan Ennis
	School of Engineering

	Paul Dillon
	

	Paul Robinson
	

	
	


ACADEMIC COUNCIL SUB-COMMITTEES

Sub-Committee membership is drawn from members of Academic Council, members of staff  who wish to be involved or who can bring special expertise, and outside members (from business, commerce etc.) who may be co-opted at the discretion of the sub-committee in order to widen the experience and knowledge base. 

The Registrar is an ex-officio member of all sub-committees.

The list of subcommittees of Academic Council set up in the Academic Year 2001-2002

· Research and Development (On Going)

· Marks and Standards

· Programmatic Review Recommendations Group (On Going)

· Admissions Policy Subcommittee

· Competition Rules & Eligible Criteria for ad-on Diploma/Degrees

· Constitutional Review Subcommittee (On Going)

· Subgroup to look at New Course Approval Policy (On Going)

Rules, Guidelines and Practices
Ref. No.

· Constitution (currently under review) 

· Regional Technical Colleges Act, 1992

· Regional Technical Colleges Amendment Act, 1994

· Qualifications, Education and Training Act, 1999

· NCEA Policy Document 1972 – 2000

· Standing Orders

Publications
Ref. No. 

none

Contact Details:

Registrar: 
Mr John Vickery
Telephone: 
+353 1 4042222

Fax:
+353 1 4042223

Email:
registrar@it-tallaght.ie

Recording Secretary:   


Tel:   
+353 1 4042
Fax:  
+353 1 4042700
Email: 


CHAPTER 3.2  Student Services


The Academic Administration division is broken up into the under-noted main areas 

· Admissions and Registration

· Examinations

· Access Office 

Admissions and Registration Office

Role of Office

The role of the Admissions and Registration office is to support the Institute by providing an admissions and registrations function within the context of overall Institute policy.

Services provided

· Assessment of applications for admission to undergraduate programmes.

· Promotion of the institute’s programmes of study.

· Representing the institute at careers events and schools on a national basis and evaluate the effectiveness of such activity.

· Presentations and information sessions for groups. 

· Networking with community, voluntary and statutory organisations.

· Working with other members of academic and administrative staff in the promotion of the institute’s programmes of study to schools, parents and the general public.

· Responding to enquiries in person, by telephone, fax, e-mail.

· Preparation of the necessary registrar’s business documentation for approval by the various faculties and academic council.

· Arranging interviews as necessary e.g. Mature student admission.  

· Providing an input into the production of the institute’s publications (e.g. Prospectus, faculty and subject leaflets, student handbooks etc.)

· Co-ordination of the institute’s open days and other events throughout the year.

· Implementing the institute’s ratings for the assessment of central applications office applications.

· Participation on various institute committees.

· Registration of all full and part time students who have completed the admissions process.

Rules, Guidelines, Practices 
Ref. No.

· CAO Entry

· Student Fee Regulations & Charges
Circular Letter 

No. IT 12/01

· Post Graduate fee policy (under development)

Publications

· Institute Prospectus

· Institute Student Handbook

Contact Details:

Vincent Lennon

Academic Administration and Student Affairs Manager

Tel: +353 14042114

Fax: +353 14042223

Email: vincent.lennon@it-tallaght.ie
EXAMINATIONS OFFICE

Role of Office

The Examinations Office is responsible for the conduct of the examinations in the Institute. It administers the examination process from receipt of entries through to issuing of results. This work includes organisation of staffing, venues and materials for the examinations proper; provision of special facilities for candidates who have special needs; compilation of results and the issuing of result transcripts.  Institute examinations are organised on a semester basis with three main sessions each year - January, May and August. 

Services provided

· Prepare Examination stationery

· Hire examination venues, facilities and transport

· Hire and brief staff employed for the period of examinations

· Ensure examination halls are prepared for examinations

· Make provision for disabled Students or students who are ill during examinations:

· Manage security and distribution of examination papers and scripts 

· Prepare examination results

· Update publications concerning the Examinations Office

· Maintain Student examination records

· Manage MSc and PhD Thesis process

· Prepare examinations statistics

Rules, Guidelines, Practices
Doc. Ref. No.

· Qualifier Examination Policy

· Institutes Examination Rules and Regulations

· Procedures in Examinations Hall


· Institutes Examinations Regulations & notices






· Procedures for the discussion, checking and appeal of Examination Results



Publications

· Institute Conferring Booklet 

· Institutes Examination Results

Contact Details:

Brendan Harte
Examinations Office

Phone: 01 4042131
Fax:
01 4042223

Email:  Brendan.harte@it-tallaght.ie
ACCESS OFFICE

Role of Office

The Access Office has responsibility for promoting Institute access for non-traditional entrants, including those with disabilities, those from disadvantaged socio-economic backgrounds, mature students, refugees / asylum seekers, lone parents, early school leavers. The Office identifies and establishes links with disadvantaged schools and communities.

Services provided

The Access Office provides various services for students including the following:

· Promoting initiatives with Primary and Secondary schools

· Providing support workshops/seminars for Access students

· Meeting students regularly on one to one basis

· Monitoring students progress

· Exploring alternate access entry routes to the Institute

· Financial assistance from the ESF Student Assistance Fund

Rules, Guidelines and Practices

· Access policy for students from six local Designated Disadvantaged Schools who participated in either the ACE or CHEAP programme.

· Access policy for Disabled Students.

· Access policy for Mature Student.

· Access policy Higher Education Links Scheme.

Publications:

· Institute Student Information Leaflet (under development)

Contact Details:

Maggie Ryan

Access Officer 

Tel:  01- 4042372 

Fax: 01 - 4042223  

Email: maggie.ryan@it-tallaght.ie
STUDENT AFFAIRS

Role of Student Affairs Office

The function of the Student Affairs is to provide a comprehensive and caring service to help students to achieve their full academic and personal potential. The division provides a wide range of support structure for students including the following:

· Accommodation

· Careers and Appointments

· Chaplaincy

· Counselling

· Health

· Sports and Recreation

Accommodation Service

The function of the accommodation service is to facilitate initial contact between students and those providing accommodation in the area. It does this by publishing an annual accommodation register for student and by providing ongoing advice and information to students. 

Careers and Appointments Service 

The function of the Careers and Appointments Service is to provide a comprehensive career information and job counselling service for students and graduates.  The service which is full time, aims to provide up to date information and advice for students on matters relating to career choice, further studies and employment 

Chaplaincy

The function of the Chaplaincy service is to facilitate the social, human and especially the spiritual development of students within the context of their religious traditions, all of which are equally esteemed. A full time Catholic Chaplain and a part time Church of Ireland Chaplain provide the service. 

Counselling Service

The function of the counselling service is to provide a safe and supportive environment for students to come and talk about any issues that are bothering them. The service is full time, professional, confidential and free. As well as working individually with students the service provides a variety of workshops on such areas as study skills, exam techniques, stress management and assertiveness. 

Health Service

The function of the Health Service is to provide an on campus primary medical care service for students with an emphasis on preventative medicine, occupational health and health education. Two nurses, [full time and part time] and a Doctor who attends the institute on three days per week provide the service.

Sports and Recreation 

The function of the Sports and Recreation service is to get students involved in the ever growing sports and recreation programme - whether for sporting purposes, relaxation, for heath benefits or for simple enjoyment. The service, which is fulltime and aims to have a positive and enhancing effect on students, makes excellent use of a wide range of local facilities pending the provision of facilities on campus.

Rules, Guidelines and Practices




Ref. No.

· Procedure for dealing with the death of a student  

Sports & Recreation Policies

· Sports & Recreation Rules and Regulations for the operation of Clubs & Societies

· Booking Procedures 

· Insurance Protocol Statement

· Student Union grant aided events / self-funded events

Publications







Ref. No. 

· Student Information Leaflet for Careers (under development)

· Student Information Leaflet for Counsellor (under development)

· Sports and Recreation Handbook
· Student Information Leaflets for Health
Contact Details:

	Office
	Name 
	Phone 
	Fax
	Email

	Accommodation
	Celia Lynch
	01 4042162
	01 4042700
	celia.lynch@it-tallaght.ie 

	Careers and Appointments
	Marie Kielty
	01 4042561
	01 4042223
	Marie.kielty@it-tallaght.ie

	Chaplaincy
	Fr Martin Dolan
	01 4042615
	01 4042700
	Martin.dolan@it-tallaght.ie

	
	Rev William Deverrell
	086 8030239
	01 4042700
	

	Counselling
	Aisling O Brien
	01 4042635
	01 4042223
	Aisling.obrien@it-tallaght.ie

	Health
	Orlagh Fleming/Michelle Cresswell
	01 4042613
	01 4042700
	orlagh.fleming@it-tallaght.ie 

	Sports & Recreation
	Tim O' Connor
	01 4042550
	01 4042700
	tim.oconnor@it-tallaght.ie 


CHAPTER 3.3  LIBRARY


Introduction - Outline of Services

The library of Institute of Technology, Tallaght is responsible for provision of library and information services to the Institute's learning community. The role of the library service is to:

1. acquire, organise and provide access to relevant materials and information sources by a variety of means including print materials and electronic resources 

2. provide adequate, up-to-date materials without undue reliance on other libraries and external sources 

3. provide space conducive to study enabling users to access all library materials 

4. promote the education of all users so that they acquire the ability to source, retrieve and exploit material for themselves 

5. manage the selection, cataloguing and maintenance of the library's collections 

6. cater for students with special needs

List of Policies and Procedures Governing the Activities of the Library

1. Acquire, organise and provide access to relevant materials and information sources by a variety of means including print materials and electronic resources.

Acquisitions

· The acquisition of library materials within the Library budget is a consultative process with each Academic Department.  Department Heads are free to sanction additional purchases from their own departmental budgets.

· A collection of up-to-date publishers' catalogues is held in the reference section of the library.  A subject resource on new publishers’ resources is provided on the staff Intranet.

· Journal lists are submitted to each Department before each summer.  Departments then advise which journals are to be renewed, cancelled and which new items are to be ordered within the allocated budget.  Department heads can sanction additional purchases from their own departmental budgets.

Membership/Admittance

· The Institute ID card, issued at registration, is bar-coded and may be used for membership of the library.  Details about persons entitled to use the library can be found in the student handbook and in LIB 101.

Consultation & Borrowing

· Borrowing entitlements vary according to member type.  Details about borrowing entitlements can be found in LIB 101.

· Borrowers who return items late accumulate penalty points.  When a stated number of penalty points are accumulated, the borrower is blocked from borrowing for a specific period (see LIB 102).

Library Computers

· PCs are provided in the library for library related research and educational purposes only.

· Users of PCs are bound by the Regulations governing student usage of IT Tallaght’s computing services and network services (see Student Handbook).

· Users are asked to use the booking system at the library desk (LIB 10) for PC’s on ground floor of library.

· Computer lab on first floor of library is an open access lab.

2. Provide adequate, up-to-date materials without undue reliance on other libraries and external sources.
Current Material

· The annual book-buy is the main process employed by the library to ensure that we have an up-to-date book-stock.  The receipt of periodicals and frequently updated electronic databases also ensures that we can deliver current information in an accessible and expeditious manner.  The library prefers the delivery of full-text electronic resources to indexes and abstracts, where such products are available.

Photocopying

· Notices are placed on all photocopiers in the library reminding users of their rights under copyright law (Copyright and Related Rights Act, 2000).  The library will not, under any circumstances knowingly permit violations of copyright or intellectual property law.

Storage of collections

· Low usage items are moved to stores.  Journal and bookstore culls are initiated only with the agreement of academic staff.  Bookstore items can be retrieved at the library desk.  Please complete a journal retrieval form (LIB 9) for the retrieval past journal issues.

Restricted Loans

· Restricted loans consist of notes submitted by lecturing staff for student use.  Staff members wishing to deposit documents in this collection must complete a restricted loan form (LIB 1).  This form is available on the staff Intranet.  The documents deposited should adhere to the Copyright and Related Rights Act, 2000.
Collection Management 

· The library policy on collection development is available on the staff intranet (LIB 302)

Gift/Donations 

· A gifts and donations form must be completed (LIB 2).  This form is available on the staff Intranet.

Access to material from other libraries

· Inter-library loans – For items that are not held by library, we provide an inter-library loan facility.  Those requesting items under this process are required to complete an Inter Library Loan Request Form (LIB 3).

· Access to other libraries – Users can access material in other Irish libraries for reference purposes.  This requires a letter of access from the IT-Tallaght library (LIB 6 and LIB 7)

3.  Provide space conducive to study enabling users to access all library materials.

Study Space

· The Library caters for students who wish to have a quiet, non-distracting study environment and meets the needs of students from disciplines whose coursework requires a large amount of consultative and project work.  The library caters for these by providing three distinct types of study space.  These are:

· Open study areas (where a certain low-level of discussion is permitted)

· Two silent 'screened' areas (for solitary, silent study only)

· Two study rooms (may be booked at library desk) for project work.

Disturbance/Disruption

· The library deals with students who persist in creating disturbances by:

· Informing the student that they are creating a disturbance and will be asked to leave if they persist

· Asking the student to move into a collaborative area, if appropriate

· Asking the student to leave and taking their student card.  The card is then passed on to the relevant head of department.

· Mobile phone usage is not permitted in the Library.  A fine of €1 may be levied.  Fines are donated to the Student Hardship Fund.  Notices are displayed throughout the library , in student handbook and on library web-site at http://library.it-tallaght.ie/library/guide.htm
· Library procedures in relation to conduct and disciplinary measures are detailed in LIB 104.

Health & Safety

· All members of library staff are fire wardens.  Evacuation and emergency procedures are detailed in the student handbook and staff manual (LIB 304).

· All incidents must be reported to security staff or a member of library staff.  All incidents are documented.

4.  Promote the education of all users so that they acquire the ability to source, retrieve and exploit material for themselves.

Induction
· The Library provides induction courses for students at the beginning of each academic year.  Library tours are provided.  Library staff will teach information methods courses at the invitation of a Head of Department.  The Librarian gives an introduction to the library service, rules and regulations in the general student induction at the beginning of each academic year.  Library rules and regulations are listed on library notice boards and in the student handbook.

Guides

· The library has produced a number of detailed guides, these provide information on specific library material or provide information for specific borrowers.

LIB 201
Guide to Electronic Resources

LIB 202
Guide to Journals & Newspapers

LIB 203
Guide for Students

LIB 204
Guide for Staff

LIB 205
Guide for Part-time & Distance Learning Students

LIB 206
Guide for Mechanical/Manufacturing Engineering Projects

5. Manage the selection, cataloguing and maintenance of the library's collections.

Classification & Cataloguing

· All items held are coded in accordance with DDC21 and AACR2.  

· All machine cataloguing is conducted using the MARC 21 format.

The Library subscribes to the OCLC resource in conjunction with other Institute libraries for externally created bibliographical and authority records.

· Books may be ordered for the campus bookshop.  Campus bookshop forms must be completed (LIB 4).  The library book order form (LIB 5) must be completed when ordering books for the library – available on the staff Intranet.

5.  Cater for students with special needs

· The library provides a specially equipped room for students with special needs.  The equipment includes a Kurtzweil reader, VRS and an Aladdin reader.

· Additional loan facilities are available for students with special needs.

Contact Details

Librarian:

Gillian Kerins

Phone: 353-1-4042201

Fax: 353-1-4042700

Email: gillian.kerins@it-tallaght.ie
Library Desk:

Phone: 353-1-4042203

Fax: 353-1-4042700

Email: library @it-tallaght.ie

Library Website:

http://millennium.it-tallaght.ie/
Glossary of Terms

AACR2:

Anglo-American Cataloguing Rules (2nd Edition)

Aladdin:

Brand name for text magnification device.

Bib Record:

Bibliographic record

BLDSC:

British Library Document Supply Centre

BNB:

British National Bibliography

Bookstores:
Site for low-usage items in library workroom.  Items held remain catalogued and are available to borrow for normal general collection terms.

DDC21:

Dewey Decimal Classification scheme (21st Edition)

ILLs:

Inter-library loans

Kurtzveil:

Brand name for special text recognition software for users with visual impairment.

LMS:

Library Management System

MARC21:

Machine Readable Catalogue standard.  Version 21 is an attempt to integrate various anglophone speaking MARC schemes.

OCLC:

Ohio Cataloguing Libraries Consortium

VRS:
Voice Recognition Software
CHAPTER 3.4  Computing Services DEPARTMENT
Role of the Department

The function of the Computing Services Department is to provide comprehensive Information Technology (IT)
services and support to the Institute.  These include:  

· The operation, support, maintenance and enhancement of existing computer systems including email, internet access, central storage, finance, student database and library.

· Management and support of all networking for the Institute.

· Procurement of hardware and software and lab computing consumables.

· Development and review of Institute computing strategy and codes of practice and acceptable usage policies.

· Provision of technical support to student and staff computing facilities.

· Provision of Web development and support.

· Management of Reprographic Services Centre.

Rules, Guidelines and Practices
Ref. No.

· Public Procurement Guidelines

· Relevant Legislation

· Tender 

· IT security and contingency planning information

· Software Licenses 

· Equipment Register

Publications
Ref. No. 

· PC Applications Manual

Contact Details:

Information Technology Manager:  


Mr John Hannigan


Tel:  4042624


Fax:  4042223   

email: john.hannigan@it-tallaght.ie
Web Developer: 


Mr Paul Butler
Tel:  4042829 


Fax:  4042700

email: paul.butler@it-tallaght.ie
IT Helpdesk
Tel: 4042555
Reprographic Services Centre

Role of Centre

· To provide a centralised document production and publishing facility to IT Tallaght staff and student customers.

· To optimally manage distributed collegiate printing and copying resources.

· To minimise waste in the production of documents across the College.

Services Provided 

· Operation of a 48hr turn-over photocopy service.

· Operation of a student lab manual production service.

· Operation of a managed service from 9.30am - 5.00pm.

· Managed card system for student copying.

· OCR and image scanning, scanning ID photos.

· Basic design work and layout advice.

· Fastback adhesive Binding Facility.

· Comb Binding / Wire Binding 

· A3/A4 Laminating

· Distribution of class materials pens acetates etc

Rules, Guidelines and Practices
Ref. No.

· Staff photocopying requisition form.

· Departmental photocopying record allocation spreadsheet.

· Monthly supplier usage information.

Publications
Ref. No. 

None

Contact Details 

Mr John Hannigan, IT Manager
Assistant:



Mr Barry Hanrahan





Tel: 4042394






Fax: 4042700






Email: barry.hanrahan@it-tallaght.ie
CHAPTER 4.  Office of the Secretary / Financial Controller


Role of the Office

· The Secretariat is responsible for the management of the functions and personnel in the Finance, Human Resources, Estates and Freedom of Information Departments.  (refer to Chapters 8.2, 8.3, 8.4, 8.5 respectively.)

· The Secretariat provides an administrative and secretarial service to the Governing Body of the Institute (refer to Chapter 8.1)

· The Secretary/Financial Controller is the Institute's Health and Safety Officer.

Services Provided by the Office

1. Liaison with the Department of Education and Science

2. Liaison with external and internal auditors.

3. Management of Institute’s Legal Affairs

Rules,Guidelines and Practices
Doc. Ref. No.

· Regional Technical Colleges Act, 1992.

· Regional Technical Colleges Amendment Act, 1994.

· Department of Education and Science Circular Letters.

· The Comptroller and Auditor General (Amendment) Act, 1993.

· Appointment of Institute’s Legal Advisor.

4.   Liaison with South Dublin Chamber of Commerce on planning and other issues.


Rules, Guidelines and Practices
Doc. Ref. No.

· South Dublin County Council Planning Regulations

5. Insurance Administration


 
Rules, Guidelines and Practices
Doc. Ref. No.

· Insurance Policies

6. Health and Safety

- Safety and Health Monitoring and Review 
- Accident/Incident Records

Rules, Guidelines and Practices
Doc. Ref. No.

· Safety, Health and Welfare at Work Act, 1989 

· Institute of Technology Tallaght Parent and Ancillary Safety Statements

· Emergency Evacuation Procedures

· Protocol for handling suspect letters and parcels

Publications
Ref. No. 

· Institute’s Annual Reports

· Institute’s Annual Financial Statements

Contact Details:


Mr Thomas Stone
Secretary/Financial Controller

Tel:  +353 1 4042113

Fax:  +353 1 4042605

Email: Thomas.stone@it-tallaght.ie
Ms Sabrina Lacey

Secretary

Tel:  +353 1 4042650

Fax:  +353 1 4042605

Email: sabrina.lacey@it-tallaght.ie
CHAPTER 4. 1  Governing Body


The Secretariat provides an administrative and secretarial service to the Governing Body of the Institute. 

Functions of the Governing Body

These are given in the Act as follows:

· The Governing Body of an Institute shall manage and control the affairs of the Institute and all property of the Institute and shall perform such functions conferred on the Institute by this Act.

· The Governing Body shall have such powers as are necessary or expedient for the purpose of those functions subject to such policies as determined by the Minister and to the programme and budget approved annually by the Vocational Education Committee and the Minister.

Rules, Guidelines and Practices
Ref. No.

· Regional Technical Colleges Act, 1992  

· Regional Technical Colleges Amendment Act, 1994
Freedom of Information Act, 1997
· Freedom of Information Amendment Act, 2003
Qualifications, Education and Training Act, 1999 

· Department of Education and Science Circular Letters

· Standing Orders

Publications 
None


Contact Details:
Mr Thomas Stone
Secretary/Financial Controller

Tel:  +353 1 4042650

Fax: +353 1 4042605

Email: Thomas.stone@it-tallaght.ie
Ms Sabrina Lacey

Secretary

Tel:  +353 1 4042650

Fax: +353 1 4042605

Email: sabrina.lacey@it-tallaght.ie
CHAPTER 4. 2  Human Resources DEPARTMENT



Role of the Department

The Human Resources Department is concerned with all aspects of the management and development of Human Resources within Institute of Technology Tallaght.

The workforce consists of approximately 260 lecturing staff; 160 full-time, 100 part-time  (during the academic year), 100 support staff (comprising building services, clerical/administrative, library and technicians) and 20 management.

To enable the public to see the Rules, Guidelines and practices used by the Human Resources Department, the functions of the HR Department have been broken down into the following functional areas:

A. Recruitment and Selection

B. Conditions of Employment

C. Salaries and Wages

D. Employment Legislation

E. Superannuation

A
Recruitment & Selection

The Department of Education & Science determines the overall staff levels within which the Institute can operate. The Institute's manpower planning is based on the needs of the organisation within the limitations imposed on it.

Manpower planning comprises the management of permanent staff recruitment in the Institute within legislative guidelines together with the regulations established by the  Minister for Education and Science. 

All permanent vacancies are advertised in the national press and on the Institute’s website.  

Payscales for approved posts and grades within posts are established by the Department of Education and Science with the approval of the Department of Finance.

Qualifications for approved posts are determined by the Directors of the Institutes within Department guidelines and incorporate agreements reached with the various staff unions on a national basis.  

Shortlisted applicants are interviewed by a selection board whose determination is subject to ratification by the Institute’s Governing Body.  The Human Resources Department has responsibility for issuing all correspondence and record keeping relating to recruitment.

The Human Resources Department ensures that the Institute complies with current employment, equality and other appropriate legislation.  It provides specialist support and advice on employment matters and related legislation to all levels of management in the Institute.  It has a responsibility to manage and evaluate Institute selection policies, recruitment and appointment procedures to ensure compliance with Department of Education and Science and Institute regulations while implementing best practice assessment and selection techniques. 

Staff Recruitment has regard to the following documents:

Ref. No.
Rules, Guidelines and Practices


A1
Selection Procedures determined by the Minister for Education under RTC Act Section 11(1)(b), Department of Education and Science letter - 22 March 1993

  A2
Clarification letter on Selection Procedures – Department of Education and Science Letter 2 March 1994
Procedures to be followed in Academic Recruitment - Governing Body November 1994

A3
Staff appointment procedures in Institutes of Technology – Department of Education and Science Letter 13 August 1996

A4
Qualifications & Particulars of Office for Administrative and Clerical Grades as  
agreed between the Department of Education and Science, the Managing Authorities in the Institutes of Technology and the Trades Unions representing those staff

A5
Qualifications & Particulars of Office for Academic Grades as agreed between the Department of Education and Science, The Managing Authorities in the Institutes of Technology and the Trades Unions representing those staff

A6
Qualifications & Particulars of Office for Technician Grades as agreed between the Department of Education and Science, The Managing Authorities in the Institutes f Technology and the Trades Unions representing those staff

A7
Employment of part time Lecturers on Pro Rata Basis basis - as per

Department of Education and Science Letter dated 9 October 1998

A8
General Provisions in relation to staff- RTC Act 1992 – 1994

A9
Notes to members on Interview Panels

B
Conditions of Employment

The conditions of employment of Institute of Technology staff are determined by legislation/particulars of office approved/declared by the Minister for Education and Science under circular letters and agreed with staff unions.

Conditions of employment have regard to the following documents:

Ref. No.
Rules, Guidelines and Practices


B 1
RTC Act 1992  - 1994 - especially General Provisions in relation to staff- RTC Act 1992 - 1994

B 2   
Leave arrangements have regard to the following documents

Annual Leave

B2 a
Working Time Act 1997

B2 b
Memo V7 Section 21.1

B2 c
PCW Agreement – Section 6

B2 d
Contracts of Employment for Academic staff 

B2 e
Contracts of Employment for Officers and Employees

Career Breaks

B2 f
C/L 52/85 - Scheme for Clerical and Admin staff

B2 g
C/L F10/85 - Scheme for Non Officer Staff 

B2 h
Scheme for Teachers Lecturers in RTC  -Department of Education and Science Letter dated 30 August 1985

B2 I
Department of Education and Science. Letter dated 16 October 1985 re. resumption of duty after Career Break

Paternity Leave

B2 m 
C/L IT 8/01

Maternity Leave

B2 n 
Maternity Protection Act 1994

B2 o
Safety, Health and Welfare at Work (Pregnant Employees Etc)

regulations 1994 - SI no. 446 of 1994

B2p
Scheme of Maternity Leave for Teachers C/L 18/82

B2q
Introduction of Full PRSI  - Department of Education & Science Letter dated 5 April 1995

Adoptive Leave

B2r
Adoptive Leave Act 1995

Parental Leave

B2s 
Parental Leave Act 1998

B2t
Agreement between IT Tallaght & TUI for Parental Leave for Academic Staff

Sick Leave 

B2u
Memo V7 Section 21.2 (Academic & Clerical / Admin / Library)

B2v
Contracts of Employment for Technicians

B2w
Contracts of Employment for Caretakers

B2x
Introduction of Full PRSI  - Department of Education and Science Letter dated 5 April 1995

Jury Service

B2y
Persons excusable as of right - C/L 60/76

Special Leave 

B2z
Special Leave for officers - Memo V7 - Section 21.4

Ref. No.
Rules, Guidelines and Practices


B 3  
Job Sharing

B3a
Pilot Job Sharing Scheme for Clerical & Administrative Staff and Non Officer Staff F 11/89-dated 16/1/89

B3b
Pilot Job Sharing Scheme for Academic Staff – Department of Education from 1 September 2001 to 31 August 2002

B3c
Policy for Job-Sharing Scheme for Academic Staff in Institute of Technology Tallaght approved by Governing Body, 5 May 1999

B4    
Employment Equality

B4a
Institute of Technology Tallaght Policy on Employment Equality

B5
Employment of People with disabilities

B5a
Department of Education and Science letter dated 20 November 1999

B 6   
Hours of Work

B6a
Working Time Act 1997

B6b
PCW Agreement Setting out Contact hours for Assistant Lecturers and Lecturers

B6c
Contracts of Employment for Assistant Lecturers / Lecturers

B6d
Contracts of Employment for Academic Management

B6e
Contracts of Employment for Administrative / Clerical / Library Staff

B6f
Contracts of Employment for Technicians

B6g
Contracts of Employment for General Operative Grades

B 7
Suspension / Termination of Employment 

B7a
RTC Act 1992 - 1994 - provisions in relation to staff - Section 11

B7b
Adverse Reports - C/L-43/85

B7c
Contracts of Employment for Staff

C
Salaries & Wages

Staff taking up duty with Institute of Technology Tallaght are provided with contracts of employment. The remuneration of Institute of Technology, Tallaght officers and employees is governed by legislation and is determined by reference to circular letters issued by the Department of Education & Science.  

Current Circular letters governing Pay for Institute Staff are as follows:

Ref. No.
Rules, Guidelines and Practices


C 1
Pay Rates & Scales for all approved posts

C1a
C/L IT 3/01 - Revision of pay from 1 April 2001 - covering pay, allowances, Part time staff and pensions

C 2   
Increments for Academic Staff

C2a
Memo V7 Section 14

C2b
Department of Education and Science Letter 34/89 - Incremental Credit for Temporary Whole-time Service

C2c
Department of Education and Science Letter 85/90 - Incremental Credit for Previous Teaching Service

C2d
C/L 60/85 - Award of Incremental Credit for approved Teaching Service Abroad

C2e
Department of Education and Science letter of 22 October 1992 - Changes in salary scale 

C2f
C/L IT 2/00 - Incremental Credit for Temporary Whole-time Lecturing Staff

C2g
Dates from which Probationary Periods are calculated (Academic, Monthly Paid) - Memo V7 Section 15.

C2h
Incremental Credit for Teaching service in relation to the Marriage ban while in force-C/L 13/85

C2I
Re-appointment of Lectures - Annual Increments - Memo V7 Section 18

C2j
Salary on Promotion for Permanent Academic Staff - see Section 18 - Memo V7

C3
Incremental Credit for Technicians

C3a
Dept. Letter 19th February 1996 

C3b
C/L IT 16/01 - Incremental Progression for Non Teaching Temporary Whole-time and Part-time Staff in Technical and Clerical / Administrative Grades in Institutes of Technology

C3c
Starting Salary Technician - Department of Education and Science 17 August 2001

C4
Incremental Credit for Administrative / Clerical Staff

C4a
C/L IT 16/01 - Incremental Progression for Non-Teaching Temporary Whole-time and Part-time Staff in Technical and Clerical/Administrative Grades in Institutes of Technology

Department of Education and Science letter of 22 October 1992 - Changes in salary scale

C4b
Department of Education and Science Letter - 14 November 1995 

C4c
Department of Education and Science Letter - 11 February 1994

C5
Overtime Pay rates 

C5a
Academic Staff  - See contracts of Employment for Assistant Lecturers and Lecturers 

C5b
Administrative Staff - C/L 57/89

C5c
Technicians – See Contracts of Employment

C5d
Caretakers – Se Contracts of Employment

D
Employment Legislation

The Human Resources department is involved in all aspects of Industrial Relations in the Institute and all its enterprises and liaises with the Department of Education and the Council of Directors as necessary. 

The staff and their representatives are met on a regular basis to discuss issues that arise from time to time. 

Records held on Employment Legislation files include:

Minutes of meetings

Correspondence with Local and National Union representatives

Correspondence with Department of Education

Correspondence with Council of Directors

Correspondence with Other Human Resources Managers in other Institutes of Technology

In Industrial Relations issues, the Human Resources Department has regard for the following pieces of legislation:

Industrial Relation / Employee Protection

Ref. No.
Rules, Guidelines and Practices


D1
Industrial Relation Act, 1946, 1969, 1976, 1990

D2
Protection of young Persons (Employment) Act, 1996

D3
Unfair Dismissals Act, 1977 - 1993.

D4
Employment Equality Act, 1998

D5
Protection of Employment Act, 1977

D6
Worker Protection (Regular Part-time Employees) Act, 1991.

D7
Protection of Employees (Employers Insolvency) 1984.

D8
Parental Leave Act 1998

D9
Maternity Protection Act 1994

D10
Working Time Act 1997

D11
Freedom of Information Act 1998

Terms and Conditions of Employment

 D12
Minimum Notice and Terms Of Employment Act, 1973.


 D13
Payment of Wages Act, 1991.

 D14
Terms of Employment (Information) Act, 1994.

E
Superannuation 

The Human Resources Department is responsible for the implementation of the Local Government Superannuation Scheme within the Institute. This involves the recording of reckonable service of all Permanent Officers and Employees.  All Institute members of the Scheme are kept informed of their entitlements and benefits.

Pensions entitlements for Officers and Employees of the Institute are governed by the Local Government Superannuation Acts. This Scheme has moved under the jurisdiction of the Department of Education and Science, having previously been maintained by the Department of the Environment.

Explanatory Handbooks are available and are distributed to each new qualifying staff member.

A Register of Pensionable Staff and their service is maintained.  

Scheme that applies to the Institutes

Ref. No.
Rules, Guidelines and Practices


E1
See Section 11(8) of the Regional Technical College Act 1992

Sources of information on the Schemes

E2
Local Government Superannuation Consolidation Scheme 1998 S.I. 455 of 98

E3
Superannuation Scheme Management System V.8.03 (Electronic Format)

Latest issue of explanatory booklets for

E4
Revision Scheme Officers paying full PRSI

E5
Revision Scheme Officers paying full, modified Class D PRSI

E6
Revision Scheme Employees - issued 26 April 1995, Circular letter S 7/95

Disclosure of information

E7
Legal obligations on Employers set out in Pensions Act 1990 see also

circular letter S 6/93.

E8
Local Government Superannuation Code Annual Report available from

Department of the Environment and Local Government

Establishment of Superannuation Scheme Registar

E9
See section 2 of revision scheme 1986 within the Superannuation Scheme

Management System V.8.03 (Electronic Format)

For further information contact: Government Superannuation Scheme

Department of the Education & Science

Pensions Section


Telephone:
01 - 8734700

Publications
Ref. No. 

· Staff Handbook (under development)

Contact Details:

Ms Alison Hawkins
Mr Michael Quinlan

HR Dept
HR Manager
Tel: 353 1 4042122
Tel:  353 1 4042120

Fax: 353 1 4042883
Fax: 353 1 4042883

Email: Alison.Hawkins@it-tallaght.ie
Email: Michael.Quinlan@it-tallaght.ie
Mr Gerard Proudfoot

HR Department

Tel:  353 1 4042705

Fax: 353 1 4042883

Email gerard.proudfoot@it-tallaght.ie
CHAPTER 4.3  Finance department


The Finance Department is responsible for the day to day management of the financial function of the Institute and all its enterprises. This encompasses monitoring and control of income and expenditure in all areas.  It also plans and implements appropriate budgetary control systems in accordance with the Regional Technical College’s Act, 1992 and other relevant Acts and Regulations and in accordance with Institute policy and procedures. 

Expenditure:

Payroll
Salaries and allowances are paid as instructed by the Personnel Section of the Institute and in accordance with the regulations laid down by the Revenue Commissioners
Rules, Guidelines and Practices
Doc. Ref. No.

· Payment of Wages Act, 1991.

· Department of Education Circular Letters.

· Circular Letter 32/90 – Payment of Fees for Marking Examination Papers.

· Circular Letter No IT 3/01 Revision of Pay from 1 April 2001.
Student Grants

/Scholarships:
Student Grants/ Scholarships are paid on foot of instructions from the various Vocational Educational Committees & County Councils.

Travelling and 


Maintenance Expenses 
The payment of travelling and maintenance expenses are paid in line with the regulations set by the Department of the Public Service and also by periodic circular letters affecting rates from the Department of Finance.

Rules, Guidelines and Practices
Doc. Ref. No.

· Department of the Public Service Circular 11/82: Travelling and Subsistence Regulations.

· Department of Finance Circular Letters.

· Circular Letter 18/2000: Motor Mileage Rates.

· Circular Letter 35/2000: Home Subsistence Allowances.

· Foreign Rates as revised by periodic circular letters affecting rates from the Department of Finance.

Creditors
Payment of creditors for goods and services to comply with regulations.

Rules, Guidelines and Practices
Doc. Ref. No.

· Prompt Payment of Accounts Act, 1997.

· Tax Clearance Procedures.

· Withholding Tax and VAT regulations.

· In-house policy on ordering/invoicing procedures.

Income:
Institute policy to issue official receipt.
Projects:
Recording of financial information based on documentation received from Project Managers.

Regular checks to ensure that all expenditure is kept within budget allocation.

Financial Accounting:

The Financial Accounts are prepared in order to comply with Financial Policies and Accounting Standards.

Rules, Guidelines and Practices
Doc. Ref. No.

· The Comptroller and Auditor General (Amendment) Act, 1993

Publications
Doc. Ref. No.

none

Contact Details

Secretary/Financial Controller:

Mr Thomas Stone
Tel:  +353 1 4042113

Fax: +353 1 4042605

Email: Thomas.stone@it-tallaght.ie
Finance Manager:

Ms Catherine Bruen

Phone:  + 353 1 4042130

Fax:      + 353 1 4042883

Email:   catherine.bruen@it-tallaght.ie
 CHAPTER 4.4   Freedom of Information

Role of Freedom of Information Office 

The function of the FOI office is to ensure that the Institute complies fully with the legal requirements of the Freedom of Information Acts, 1997 & 2003.  The Office is also responsible for developing and implementing various strategies, procedures and information systems including a Records Management Policy as a result of the implementation of the FOI Act.  The Office also ensures that the Institute complies fully with the legal requirements of the Data Protection Acts 1998 and 2003.
Services Provided

· Requests for access to information under the Act are made to the Information Officer.

· Provide advice and training on FOI issues to Decision Makers, Internal Reviewers and staff.

· Provide statistics to Department of Finance.

· Maintaining publications in accordance with Section 15 and 16 of the Act and Staff Manual and FOI website.
· Operate the FOI Electronic Request Register (Respond 3).

· Data Protection Liaison Officer.

Rules, Guidelines and Practices
Doc. Ref. No.

· Freedom of Information Act, 1997
· Freedom of Information Amendment Act, 2003
· Data Protection Act, 1988

· Data Protection (Amendment) Bill, 2003
· Records Management Policy
· Records Retention Schedule
Publications 
Doc. Ref. No

· Section 15 Reference Manual (Guide to the Structure, Functions, Services and Records of Institute of Technology Tallaght.

· Section 16 Reference Manual (Guide to the Rules, Guidelines and Practices Governing the Activities of Institute of Technology Tallaght.

· A Guide for Students and Staff to the FOI Act.

· Staff Training

· Summary of FOI in IT Tallaght

· IT Tallaght FOI Statistics

· Request Application Forms - (1) Access to Records; (2) Statement of Reasons; (3) Amendment of Personal Information
· Guidelines for Recording Minutes

· Email Policy

· Data Protection Policy
Contact Details

Gwen Cassidy

Information Officer

Tel:  +353 1 4042144

Fax:  +353 1 4042605

Email: foi@it-tallaght.ie
CHAPTER 5.  Development and External Services 
Role/Function of the DES Office 

· Industrial Liaison

The Development and External Services Office acts as an interface between the Institute, industry and business.  It tailors the existing Institute Continuing Education Programme to the needs of local industry and business.  The Industrial Liaison team visits local companies to ascertain their business training needs.  It organises the provision of bespoke training to meet these needs such as management, website design, programming languages, foundation certificates and financial management.

· Research & Development

The Development and External Services Office promotes and co-ordinates Research and Development in the Institute.  The Institute has an on-going programme of research work, funded by the Department of Education and Science, the Higher Education Authority and Enterprise Ireland.  Priority research areas include Biotechnology, Materials, Chemistry, Manufacturing Design and Engineering, Telecommunications, Mathematics and Media Studies.  Research projects include collaborations and sponsored Research and Development with partner companies.

· Continuing Professional and Higher Education

The Development and External Services Office champions lifelong learning, through its comprehensive CPHE programme which offers an expanded suite of courses leading to qualifications recognised by HETAC at National Certificate, National Diploma and National Degree level.  Other courses are available which are recognised by Professional Institutes.  Short courses are offered in such areas as Computing, Psychology, Food Hygiene and Website Construction. 

Services provided by the DES Office to Staff, Students and the Public

· It co-ordinates the Institute's Research & Development programmes.

· It provides enterprise development support and training to graduate entrepreneurs for start-up businesses through the funded M50 Enterprise Platform Programme which is operated in collaboration with DCU and IT Blanchardstown.

· It provides admin support for postgraduate students.

· It assists with the organisation and management of seminars and conferences.

· It promotes academic entrepreneurship including sponsoring campus companies.

Services to Organisations/Industry External to the Institute

· It promotes Industrial Liaison with external organisations, facilitating bespoke training.

· It promotes Research and Development with joint company/Enterprise Ireland funding.

· It provides consultancy services.

· It promotes the Institute as a venue for hire for Seminars, Conferences, Exhibitions and Training facilities.

Rules, Guidelines and Practices
Doc. Ref. No.
· Research & Development Seed Fund Programme – Application forms/guidelines, Criteria and Operational Procedures.

· Campus Company policy.

· Procedures for determining part-time module fees.

· Procedures for conducting In-Company Tailored Training Courses.

· Procedures for hire and use of the Institute’s facilities. 

· Government Public Procurement Regulations.

· Procedures for undertaking research work.

· The Institute in applying for funds from Agencies agrees to abide by agreed rules for such projects:-

Higher Education Authority

Enterprise Ireland

Department of Education and Science (under National Development Plan)

European Union (Framework Programmes)


Publications

· Industrial Liaison Brochure

· M50 Enterprise Platform Programme Brochure 

· Institute Part-time Continuing Education Programme Prospectus 

· “Tallaght Scope” - IT Tallaght's corporate magazine. http://www.it-tallaght.ie/external_services/ 

· “Insight” magazine – internal magazine.

· A Rough Guide to Research for Staff and Students at IT Tallaght.

Contact Details:

The Development and External Services Office is located in Phase 1A of IT Tallaght.

Head of Development & External Services:
Secretary:
Mr Pat Coman 
Teresa Proudfoot
Phone:  (01) 4042620
Phone:  (01) 4042105

Fax:      (01) 4042174
Fax:      (01) 4042174


Email:  eamon.tuffy@it-tallaght.ie
Email: teresa.proudfoot@tit-tallaght.ie
Industrial Liaison Manager:

Mr Pat O’Donnell

Phone:  (01) 4042864


Fax:      (01) 4042174


Email:   pat.o’donnell@it-tallaght.ie

Part-Time Programme Officer:

Sinéad O’Neill
Phone:  (01) 4042135
Fax:      (01) 4042174
Email:   sinead.o’neill@it-tallaght.ie
 CHAPTER 5.1   Estates DEPARTMENT

Role of Department

The Estates Department is responsible for the planning, development, use, maintenance and management of the Institute’s physical facilities, rented premises, land and infrastructure.  It assists in the implementation of the Campus Development Plan and the Institute’s wider development function in accordance with the Institute's strategic plan. 

Services provided by the Department

· Managing the accommodation strategy of the Institute.

· Managing the Institute's campus including access, traffic, goods reception, waste collection and removal.


· Implementing the Institute's Health and Safety policy within the Estates Department's areas of functional responsibility.

· Ensuring that all external contractors comply with Institute insurance requirements.

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

· Implementing preventative maintenance of building fabric and services.

· Monitoring energy management initiatives.

· Project managing capital projects

· Liaising with professional service providers and planning authorities

· Assisting and carrying out technology audits as appropriate

Rules, Guidelines and Practices
Doc. Ref. No.

EO1
Design Team Procedures - produced by the Building Unit, Department of Education and Science


Second Edition August 1983

EO2
Design Team Procedures Small/Medium Projects - produced by the Building Unit, Department of Education and Science


August 1990

EO3
Practice notes for use with the Design Team Procedures - produced by the Department of Education and Science


February 1994

EO4
Public Procurement - published by the Government of Ireland in 1994

EO5
Council Directive 92/50/EEC of 18 June 1992


Relating to the co-ordination of procedures for the award of public service contracts

EO6
Council Directive 93/36/EEC of 14 June 1993


Relating to the co-ordination of procedures for the award of public supply contracts

EO7
Directive 93/37/EEC of 14 June 1993


Relating to the co-ordination of procedures for the award of public works contracts

EO8
European Parliament and Council Directive 97/52/EC of 13 October 1997


Amending Directives 92/50/EEC, 93/36/EEC and 93/37/EEC concerning the co-ordination of procedures for the award of public service contracts, public supply contracts and public works contracts respectively.

EO9
Procedure for access to premises outside normal opening hours.

Publications Issued
Ref. No. 

none

Contact Details: 


Estates Manger:
Mr Paul Campbell


Tel:  +353 1 4042630


Fax: +353 1 4042700


Email: paul.campbell@it-tallaght.ie
Estates Office:
Mr Mark Parle


Tel:  +353 1 4042139


Fax: +353 1 4042700


Email: mark.parle@it-tallaght.ie
Senior Caretaker:
Mr Christy Maguire


Tel:  +353 1 4042601/610


Fax: +353 1 4042700


Email: christy.maguire@it-tallaght.ie
RECORDS MANAGEMENT AND RETENTION POLICY

Introduction

Under the Freedom of Information Acts, 1997 & 2003 the Institute is obliged to comply with legislation and publish a Records Management and Retention Policy to ensure that it: -

1. Manages the information which it generates and receives in the course of its business in an effective and secure manner.

2. Makes this information available to the public in response to specific requests.

In addition to these legislative requirements, the Institute is committed to maximising the utilisation of its resources (i.e. staff, equipment and facilities) and ensuring ‘openness and transparency’ in the decision-making process.

In order to meet these objectives, the Institute will endeavour to ensure that all records that have regulatory, statutory or business value are effectively managed, i.e. that they can be: -

· Captured, stored and protected against damage, loss or unauthorised access.

· Efficiently retrieved in response to requests received from the Public.

· Preserved in such a way as to ensure their ongoing retrievability and readability.

· Retained for periods of time consistent with regulatory, statutory and legal requirements.

Records Management Policy

The purpose of this Records Management Policy is to ensure the creation and management of authentic, reliable, complete and usable records, capable of supporting the Institute's functions and activities for as long as they are required.  The objectives of the policy are to 

· support records management within the Institute;

· support organisational compliance with legislation and Institute regulations;

· ensure the preservation of records of permanent value and establish criteria to maintain and assure continued access for the Institute to appropriate historical records.

The Importance of Records Management in IT Tallaght

The successful implementation of the F.O.I. Acts 1997 & 2003 in the Institute and our ability to respond to requests within the tight timescale allowed under the Act, will depend greatly on the quality of our Records Management System. The Institute is committed to ensuring that access to records is achieved using efficient and effective mechanisms and to demonstrate that its business activities have been conducted in compliance with appropriate regulations and internal standards.  Good records management is of especial significance in the context of the Institute’s function, where the maintenance of academic records is a core activity.

The aim of the Records Management and Retention Policy in IT Tallaght, is to support the efficiency in the management of individual departments and to consequently improve the overall effectiveness of the Institute.  The Records Management and Retention Policy will seek to improve the approach across all departments and units in relation to archiving and disposing of documents.

The Records Management and Retention Policy in IT Tallaght will inform staff on the types of records which must be held, the retention periods for such records and appropriate systems and methods for archival or disposition of such records.

Definition of Records Management

Records Management is the application of systematic control over information which is required in the administration and operation of Institute activities.  By assuring that valuable records are preserved and made available while needless records are disposed of in a timely fashion, records management promotes economy and efficiency within an organisation.

Records management involves: - 

· determining what records the Institute has to retain in order to function and carry out its responsibilities; 

· how long those records have to be retained, whether for administrative, financial or legal reasons; 

· who in the organisation is responsible for which records; and 

· the final disposition of those records, whether it be destruction, permanent retention or transfer to the Institute Archives.

Proper records management assures that important records are preserved and made available to the organisation that creates or acquires them, while records that are no longer needed are disposed of in a timely fashion and useless records not created or kept.  By doing so, it enhances the efficiency of an organisation.

The services provided through a Records Management programme include correspondence management, manuals and directives management, forms management, files management, records retention scheduling, archives programmes, semi-active records storage, records conversion and archival programming.  The records management programme identifies the phases which records go through.

1. Active Records
Active records are records which are required and referred to constantly for current use and which need to be retained and maintained in office space and equipment close to users.

2. Semi-active Records
Semi-active records are records, which are referred to infrequently and are not required constantly for current use.  Semi-active records may be removed from office space to lower cost off-site storage until they are no longer needed.

3. Inactive Records
Inactive records are records which are no longer required to carry out the functions for which they were originally created.

4. Permanently valuable records – Archives
Permanently valuable records include those with long-term legal, operational, administrative, historical, scientific cultural and social significance.

· Record Series/Classes

Groups of related records, which are created and used with a common purpose, for example, financial records; personnel records; examination results, committee minutes etc. 

· Records Retention Schedules

A Records Retention Schedule is a control document that describes the Institute's corporate records at a series level (see above) and indicates the length of time each series shall be retained as active before transfer to the semi-active storage; the length of time each series should be retained as semi-active prior to final disposition; and the final disposition of each series. This document serves as the legal authorisation for the disposal of records.

· Disposition

Disposition is the action taken in regard to the disposal of active records, which can involve physical destruction by means of security shredding or recycling; transfer to archival storage for selective or full retention; or special disposition through a formal act of transfer (alienation) from the custody of the Institute.

Office of Primary Responsibility

The Institute, School, Department, office or unit, which is responsible for retaining the Institute's "official" copy of a record. For example, the Registrar's Office is the office of primary responsibility for student records; similarly Human Resources is responsible for maintaining personnel and employment records.

Definition of a record for the purpose of compliance with the F.O.I. Acts, 1997 & 2003
All documents created and received in the course of its official business constitute the official records of Institute of Technology Tallaght.  The information that Institute records contain serves as evidence of functions executed and activities performed, and comprise a vital source of information as to how and why decisions were taken. Given that good quality records are of value to any organisation, their effective management is necessary to ensure that the records maintained are authentic, reliable and complete and to ensure that they are protected and preserved as evidence to support future actions and to ensure current and future accountability.

Under the Freedom of Information Acts, 1997 & 2003 a record includes any memorandum, text or other document, any photograph, film or recording, or any form in which data are held (whether manual, mechanical or electronic), and anything that is a part, or a copy, or a combination of the foregoing.  Your personal notes scribbled on a page form a record, even yellow post-it stickers could count as a record.
If a document has been photocopied, only one record exists.  However, if additions/amendments have been made to a copy, another record may exist.  

Existing records may not be deleted or amended.

Correction of typographical errors, factual mistakes and mere rephrasing do not necessitate holding previous editions of a document.  This does not constitute destruction or alteration of a record.  

However, draft editions of a document (e.g. of a policy) are records - they document the decision making process and, under the Act, a member of the public is entitled to this information if they so request.  

The documents created, received and used by the Institute in carrying out its functions constitute its official records because their content serves as evidence of those functions and because they testify as to how and why decisions were taken. The Institute regards all recorded information, regardless of format, created and received during the performance of official duties as part of its official record holdings. 

All emails are Institute records not private records.  They can be retrieved in the collection of records for scheduling by a Decision Maker.  

Private email (i.e. correspondence by staff members of a private nature not connected with the official business of a Department) has no record status.

A voicemail is a record.  If a piece of artwork in the Institute has been paid for by public money it is a record.

While the following documents are "Records" as defined by the F.O.I. Act, it has been agreed that Institute Policy determine that they are destroyed within 24 hours and as such are not available for release under an FOI request:

· Unsolicited Advertising/Promotional Material

· Product Brochures/Catalogues

· Unsolicited emails

· Trade publications by companies or public bodies

· Personal emails (not relating to Institute activities)

Scope of Records in I.T. Tallaght

Institute Records/Corporate Records

Records created or received by Institute officers or employees in the course of their duties on behalf of the Institute, can be in a variety of physical forms such as: paper documents including both written and printed matter, books, drawings, electronic data on any media, photographs, or anything on which information is recorded or stored by graphic, electronic or mechanical means, or copies thereof.  All records received by any academic or administrative office of the Institute in connection with the transaction of Institute business and retained by such office as evidence of the activities of the Institute or because of the information contained therein, are Institute records.

Files

The filing systems in IT Tallaght include paper Files, Electronic Document Management Images, Microfilm/Microfiche, Computer Generated Reports (Printouts), and other Electronic Media including Computer Disk and Tape where information is stored in a variety of formats (WP Documents, Spreadsheets, Databases, HTML etc.)

The status of documents as records in these systems will be determined in accordance with this policy.

Draft Documents/Working Papers

These items constitute a record if they:

· Evaluate policy options or alternatives.

· Were drafted for official purposes, (e.g. appraisal, approval, comment etc.).

· Contain relevant information, such as substantive annotations, agreements or comments which add to the proper understanding of the formulation and execution of Institute policies, decisions, responsibilities or actions.

· Contain material not yet transcribed into more formal documents (notes taken at meetings, notes of a phone call etc.). Once transcribed this material can then be destroyed.

Draft documents can be incomplete, complete or final.  Complete and final drafts constitute records of the Institute while incomplete drafts would generally not be considered records.

Support/Background Documents

Support Documents (complete drafts, annotated copies of complete drafts, working papers, policy options, studies, memoranda, correspondence that supports policy developments etc.) must be retained on file where they are:

1. Needed to document and understand the evaluation of policy options, including rejected options.

2. Needed to understand the basis for deciding specific policy choices and courses of action.

3. Needed to supplement information in other records. (Technical documentation, drawings, calendars, calculations etc.)

For all records it will be necessary for the first complete draft and the final draft of a record to be preserved, along with all intermediate and complete drafts and all associated annotation/comment records - thereby recording fully the process by which the final draft evolved.

Minutes of Meetings

It has been agreed that the hand-written manuscript can be destroyed when the Minutes have been typed and approved.  A mere recording of decisions of a meeting does not give the flavour of the discussion which led to a decision, therefore, in this case, the manuscript record must not be destroyed.

· Recording minutes - do not record every discussion as verbatim. Record objective statements that explain concisely and accurately the subject discussed, the decision taken and the desired action. Record a quotation only if the individual concerned expressly desires it. 

· Rough minutes - destroy rough minutes once the final version has been prepared. 

Financial Records

By law, financial documents will be held for a minimum of 7 years.

Personnel Records

Personnel files are held indefinitely except where a policy exists for removal of records e.g. written warnings are expunged after x time. 

Emails

All emails are Institute records not private records.  They can be retrieved in the collection of records for scheduling by a Decision Maker.  Private email (i.e. correspondence by staff members of a private nature not connected with the official business of a Department) has no record status.

Staff members are encouraged to control their individual volume of emails by periodically deleting non-essential materials e.g. copies of minutes, or other information available elsewhere, diary events, unsolicited emails from external sources and inconsequential personal matters.

However, emails which fall within the definition of perpetual records under the FOI Act are maintained wither within the staff members allotted space or centrally archived.

Email is potentially a record as its content usually concerns official business. It is therefore accessible under FOI. It is preferable to treat it like traditional incoming or outgoing correspondence by printing down, taking the necessary action and filing. The electronic version is still, however, accessible under FOI. 

Records of Telephone Conversations

A voicemail is a record.  The Meridian Mail voicemail system in the Institute automatically deletes voicemail messages at 12 midnight on the day they are listened to.  Individual members of staff can delete messages on their individual phone unit.

Records of all significant telephone conversations, informal meetings, and oral decisions should be taken and retained. These constitute records for the purpose of the F.O.I. Act.

Facsimile

The record status of facsimile transmissions should be determined either at time of transmission or receipt. If a fax has record status it should be placed in the appropriate official file.

Fax messages are automatically deleted when the buffer of the various fax machines get full.

Some fax messages are stored on computer hard drives where fax facilities are available on individual computers.

Exam Papers

Historical Exam Papers are held indefinitely in the Library.

Examination Scripts are held for 18 months in the Examination Section of Student Services. 

Coursework Assessment Records

It is Institute policy to return all coursework, where this is practical, to students after assessment to enable them to inform themselves of their progress.  Students should retain any returned coursework and make it available to the Institute on request during the academic year of its creation.  Following final examination board meetings, all assessed materials held by the Institute will be made available to students and will be disposed of if not collected within a period of three weeks.  In some instances the materials used in the creation of coursework (eg physical models) may remain the property of the Institute.

Where the nature of the coursework requires departure from this policy, the department will publish an appropriate specific policy.

Diaries 

A diary is a record and accessible under FOI. Where a business diary also contains personal information this will be protected by being blacked out before release. It is best to keep personal and business appointments in separate diaries. 

References 

A reference provided by an individual in an organisation coming within the ambit of the FOI Act in the course of his or her official duties is not considered to be confidential information and can be released to the individual to whom it relates if requested. 

Where a reference requested by an individual to whom it relates has been provided outside the ambit of the FOI Act, the provider of the reference is consulted before release and may appeal the decision to release to the Information Commissioner. It must, however, be clearly identified as confidential. 

Websites 

Websites that are no longer live due to replacement or removal are accessible under FOI. Printing down and filing is not as satisfactory as filing electronically or to CD. Where there is interaction with a student/lecturer/client via the web all such information must be taken into a record-keeping system. 

Copies of Records

Copies of records may hold record status depending on their use - copy of a report on a file supporting a decision achieves the status of a record while a copy retained in another file for reference purposes only may not.

Computer Database Records, Computer-Generated Reports, Spreadsheets

Records held on computer databases and spreadsheets will be accessible under F.O.I. 

Similarly computer generated reports will also be accessible and all such reports should be examined to determine if the achieve the status of a record.

Contractor Records

Records created by contractors, consultants or outside agencies performing functions on behalf of the Institute may be needed to support the adequacy and accuracy of Institute records. Contract provisions should explicitly define the documentation to be created and maintained by the contractor. Departments/Sections should also make clear in contracts any information that my be discoverable under the provisions of the Freedom of Information Acts, 1997 & 2003 and for how long such information should be retained by the contractor. Access to such records is provided for in Section 6(9) of the F.O.I. Acts, 1997 & 2003.

Post It Notes and Stickers

"Post It" notes should not be left permanently on files. In the event of information on "Post It" notes being classified as a record the information should be transcribed to a standard paper note or the "Post It" Note photocopied and then stored on the file.

Architectural, Microfile, Photographic, Audiovisual, Multimedia, Technical Records
While these information storage mediums will, in normal circumstances, hold record status it may not be practical to store them on official files. Such material should be stored in appropriate environmental conditions with the official file containing a cross reference to such records identifying its location etc.

Legal Cases

All documents relating to legal issues are maintained for the duration of a legal case even if they would have been destroyed earlier.

Personal Files

All personal files, other than those with timed release/destruction limits, are held for a minimum of 10 years but his policy is subject to review.

Photocopies

Where precise copies exist (i.e. photocopies) in multiple locations, only one record exists – this is in the office of its originating source.

Non-Record Documentary Material
The following are generally regarded as non-record materials:-

· Institute documentary materials that do not meet the definition or conditions of Institute record status.

· Extra copies of records, where the sole reason for such copies is for convenience or reference.

· Copies of Institute publications and computer generated reports (which do not comply with the definition of a record as referred to in an earlier paragraph).

· Personal documentation stored on paper or on computer files that do not relate to, or have an effect on, Institute business.

Record Retention Schedule

This policy sets out the minimum periods for which records should be retained.

It is intended that this policy will be regularly updated to reflect and incorporate new and additional record categories.

The record retention schedule provides a mechanism to help ensure the Institute is maintaining necessary records for an appropriate length of time.   

The Institute is committed to effective records retention to ensure that it

· meets legal standards;

· optimises the use of space;

· minimises the cost of record retention;

· preserves the history of the Institute;

· destroys outdated and useless records.

Records included in the record retention schedule should be original, unique or of continuing importance to the Institute.  They should have legal, fiscal, administrative or historical purpose.   Duplicate or multiple copies of these records should be disposed of when they are outdated and no longer useful.

Retention Period

The retention period should be the length of time that the record is useful or required to be kept by an external source, such as a law.  Although a length of time may be specified some departments may elect to keep some documents longer.  This is a decision for each particular departments, however, space requirements and costs should be considered.   If any record is related to an unresolved complaint, dispute or litigation involving the Institute, that record should not be discarded or destroyed regardless of the provisions of this record retention schedule.

Destruction of records

Records whose retention periods have expired should be destroyed promptly. Obsolete records absorb space, equipment, and supplies needed for active records, and make it more difficult to retrieve needed information from overcrowded filing cabinets. To destroy records: 

1. Document the destruction of records according to your department's internal policies. The department head should approve any destruction of records; persons who create or use the records should be informed of the decision. 

2. Shred, burn, or pulverise records relating to personnel, medical, and student records, and other records that contain personal, evaluative, or confidential information. Other records may be recycled or destroyed according to standard procedures. 

GLOSSARY OF TERMS USED IN THIS GUIDE

Reference may be made in the Guide to terminology which the general public may not be familiar with.  A glossary of the more commonly used terms is set out underneath.

Academic Council

In accordance with the RTC Act, the Institute established the Academic Council to assist the Governing Body in the planning, co-ordination, development and overseeing of the educational work of the Institute and to protect, maintain and develop the academic standards of the courses and activities of the Institute.

ACCS

Accumulation of Credits and Certification of Subjects

Act

An act originates as a proposal of Government or member of the Oireachtas and once the proposals are accepted by the three Houses of the Oireachtas the proposals then become law which have a binding legal effect and oblige those who come under their scope to abide by their terms.

APL

Accreditation of Prior Learning

Capital Expenditure

CBT

Computer based training.

CHEST Ireland


Combined Higher Education Software Team


Circular Letters

These relate to new or revised procedures/guidelines for various schemes, programmes or areas of activity and are circulated to Local Authorities by Government Departments.

Council of Directors 

The Council of Directors is an advisory group comprising the Directors of each Institute of Technology established under the RTC Acts.  The Council liaises with the Department on funding and Industrial Relations issues and on Higher Eduction policy.  The Council also promotes the sector and its activities.  

CPHE

Continuing Professional and Higher Education

Council of Directors 

The Council of Directors is an advisory group comprising the Directors of each Institute of Technology established under the RTC Acts.  The Council liaises with the Dept on funding and Industrial Relations issues and on Higher Education policy.  The Council also promotes the sector and its activities.  

Departmental Guidelines

These refer to instructions or guidelines issued to Institute staff by Government Departments to assist/facilitate staff in the Administration of Departmental devised schemes.

Department of Education and Science

Design Team

European Union (EU) 
The aim of the European Union is "an ever closer union among the peoples of Europe, in which decisions are taken as closely as possible to the citizen", the objective is to promote economic and social progress which is balanced and sustainable, assert the European identity on the international scene and introduce a European citizenship for the nationals of the Member States. 

E.U. Directives/Guidelines

Much of the work of the public service is now set out in European Union directives and guidelines on particular aspects of policy enacted at union level. These directives/guidelines contain information relating to the specific policy matters to which they relate and give guidance on how such directives should be interpreted and operated in this state.

E.U. Directives/Guidelines

Much of the work of the public service is now set out in European Union directives and guidelines on particular aspects of policy enacted at union level. These directives/guidelines contain information relating to the specific policy matters to which they relate and give guidance on how such directives should be interpreted and operated in this state.

FETAC

Further Education and Training Awards Council

Growcorp

HEAnet

Research and education network.  An incorporated company

HETAC

Higher Education and Training Awards Council

ILLs

Inter-library loans

Institute Policy Document

This relates to the formal policy of the Institute with regard to particular matters. The members, by formal resolution, adopt the policy and, once adopted, all actions of the Institute as regards that particular matter are determined/guided by reference to the adopted policy.

ITT

Institute of Technology, Tallaght formerly known as Regional Technical College Tallaght (RTC).

Local Government Superannuation Scheme

LMS

Library Management System

Millennium

Brand name of Innopac’s library management system.

MIS

The Management Information System Project is a collaborative project amongst the Institutes and the Department of Education and Science to select, configure and implement a comprehensive information system in each Institute.

NCEA

National Council for Educational Awards.

Now known as Higher Education   HETAC.

NCVA

National Council for Vocational Awards

Now known as FETAC

OPAC

Library - Online Public Access Catalogue 

Pay Scales

Phase 1

Phase 1a

Plato

RTC

Regional Technical College

Statutory Instrument 
A regulation or order made by a Minister in exercise of powers granted to him by statute 

SME - Small Medium Enterprise

SMT

The Institute's Senior Management Team comprising the Director, Secretary/Financial Controller, Registrar, Head of Development and External Services and the three Heads of Schools.

Tall24

Network of librarians working in the Tallaght area.


TDC - Technician Development Centre

TMT

The Institute's Total Management Team incorporating Heads of Schools, Departments and Functions.

Human Resources Glossary

Career Break Scheme
A scheme whereby the Institute may grant special leave without pay to officers and employees.

Job Sharing Scheme

A Scheme whereby posts may be filled on a job-sharing basis.

Maternity Leave

A scheme granting leave to female officers and employees.

Suspension

The Institute has power to impose suspensions from performance of duties and the procedure to be followed is set out in regulations.

Removal from Office

The Minister for the Environment and Local Government may, by order, remove a holder from his/her office if the statutory grounds exist, vis. unfitness for office or failure to carry out a lawful order into effect or for other misconduct. With the Ministers consent a local Authority can remove any holder of any office. The procedure to be followed is set out in regulations.

Rules of Conduct

The rules relate to matters such as placing of contracts and purchasing/sale of goods by local Authorities, acceptance of gifts or rewards for help or information given to the public on official matters, use of influence, courtesy and impartiality with members of the public.

Tenure of Office

Permanent officers generally hold office until he/she resigns/retires or is removed from office. Temporary officers hold office for a specified period or until a specified work or duty has been completed/or pending the appointment of another person to the office. 

Probation

A period of probation exists, where a person not already a permanent officer, holds office prior to appointment to a permanent office.

Appeals

An officer may make an appeal to the Minister for the Environment and Local Government if he/she is aggrieved by a decision which the Institute has made in relation to his/her remuneration, duties or conditions of service.

LIBRARY GLOSSARY

AACR2:

Anglo-American Cataloguing Rules (2nd Edition)

Alladin:

Brand name for text magnification device.

Bib Record:

Bibliographic record

BLDSC:

British Library Document Supply Centre

BNB:

British National Bibliography

Bookstores:

Site for low-usage items in library workroom.  Items held remain catalogued and are available to borrow for normal general collection terms.

DDC21:

Dewey Decimal Classification scheme (21st Edition)

ILLs:

Inter-library loans

Kurtzveil:

Brandname for special text recognition software for users with visual impairment.

LMS:

Library Management System

MARC21:

Machine Readable Catalogue standard.  Version 21 is an attempt to integrate various anglophone speaking MARC schemes.

OCLC:

Ohio Cataloguing Libraries Consortium

UKMARC:

See MARC21 (UK version)

USMARC:

See MARC21 (US version)

VRS:

Voice Recognition Software

FREEDOM OF INFORMATION

Institute of Technology Tallaght

Access to Records Application Form

Request for Access to Records under the Freedom of Information Acts 1997 & 2003
Please read the attached "Information for Applicants" before you fill in this form.  

Please use BLOCK letters

Details of Applicant 

Surname
___________________________________

First Names
___________________________________

Mr/Ms/Mrs/Miss/Other 
___________________________________

Address
___________________________________


___________________________________

 
___________________________________

Home Telephone 
___________________________________

Work Telephone
___________________________________

Fax Number
___________________________________

Email Address
___________________________________

If you are making the request on behalf of an Organisation/Company, please state:

Name of Organisation/Company
__________________________

Position you hold within the 

Organisation/Company
__________________________

Form of Access 

My preferred form of access is (please tick as appropriate):

To receive copies of the records by post
_____

To view originals
_____

To inspect records
_____

Other - Please specify 
_______________________________

Details of Request 

In accordance with Section 7 of the Freedom of Information Act, I request access to records which are (please tick as appropriate):

Personal
_____

Non-personal
_____

Describe the records as precisely as you can in the space provided below.  If the request is for personal information, please state as accurately as you can the date the record was created and your exact name and address at the time the record was created.  You will not normally be given access to personal information of another person unless you have obtained the written consent of that person.  

I request the following records:  __________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Personal Information

Before you are given access to personal information relating to yourself, you may be asked to provide proof of your identity. 

PLEASE SIGN HERE
___________________________
___/___ /___ 


Your Signature 
Date

Completed form, together with appropriate identification (if requesting personal information) and standard application fee of €15 if requesting non personal information) should be posted to:

Information Officer, Institute of Technology, Tallaght, Dublin 24

Office Use Only

Date request received:
___________________________________

Dealt with by:
___________________________________

Identity verified: 
___________________________________
Application fee received:
___________________________________
INSTITUTE OF TECHNOLOGY TALLGHT

REQUEST FOR ACCESS TO RECORDS UNDER THE 

FREEDOM OF INFORMATION ACTS, 1997 & 2003
INFORMATION FOR APPLICANTS

Use this form to apply for access to records held by Institute of Technology Tallaght

Can you apply for Access to Records?

The Freedom of Information Act gives you the right to access records held by the Institute.  You do not have to give a reason as to why you want to see any records.  The Institute must give you an explanation if you are not given what you ask for.  A decision on your application must normally be made within 4 weeks.

What can you ask for?

You can ask for the following records held by the Institute:

· any records relating to you personally, whenever created

· all other records created after 21 April 1998.

A "record" can be a paper document, information held on computer, printouts, maps, plans, microfilm, microfiche, audio-visual material, etc.

Can you appeal against the decision?

Yes.  If you are not satisfied with the decision of an FOI request you may ask the Institute for an "Internal Review" of the decision.  A Senior Officer will review your application.  You will be told the result of this review within 3 weeks.  

Still dissatisfied?

If you are not satisfied with the decision on "Internal Review", you may ask the Information Commissioner to review the matter:  Ms Emily O’Reilly, Information Commissioner, 18 Lower Leeson Street, Dublin 2.  Tel:  (01) 6785222   Fax:  (01) 6610570

Do you have to pay?

A fee of €15 must accompany all applications for non-personal information.  A reduced fee of €10 applies to applies if the person making a request is covered by a medical card.
Fees may be charged for the cost of photocopying and retrieving records in the case of personal information.  However, it is unlikely search and retrieval charges will be applied by the Institute in the vast majority of cases which relate to requests for access to personal records.  Charges may apply in respect of the search and retrieval of other information in addition to photocopying  charges.  Full details of charges levied by the Institute are set out in the Guide to the Services of the Institute.

For further information:

The Freedom of Information Act is available from the Government Publications Sales Office, Molesworth Street, Dublin 2.  You may also contact the Institute's Information Officer, Tel:  (01) 4042144 for any further information you may require in relation to your rights of access to information under this Act.

FREEDOM OF INFORMATION

Institute of Technology Tallaght

Statement of Reasons Application Form

Request for a Statement of Reasons under Section 18 of the Freedom of Information Acts, 1997 & 2003
Please read the attached "Information for Applicants" before you fill in this form.

Please use BLOCK letters

Details of Applicant

Surname
___________________________________

First Names
___________________________________

Mr/Ms/Mrs/Miss/Other 
___________________________________

Address
___________________________________


___________________________________

 
___________________________________

Home Telephone 
___________________________________

Work Telephone
___________________________________

Fax Number
___________________________________

Email Address
___________________________________

Form of Access 

My preferred form of access is (please tick as appropriate):

To receive copies of the records by post
_____

To view originals
_____

To inspect records
_____

Other - Please specify 
_______________________________________

Details of Request

In accordance with Section 18 of the Freedom of Information Acts, 1997 & 2003, I request a Statement of Reasons from Institute of Technology Tallaght for the act of the Institute, outlined underneath, which has affected me personally.

Please give details of the act of the Institute for which reasons are sought:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

PLEASE SIGN HERE
___________________________
___/___ /___ 


Your Signature 
Date

Completed form should be posted to:

Information Officer, Institute of Technology, Tallaght, Dublin 24

Office Use Only

Date request received:
___________________________________

Dealt with by:
___________________________________

Identity verified: 
___________________________________

 INSTITUTE OF TECHNOLOGY TALLAGHT

REQUEST FOR A STATEMENT OF REASONS UNDER THE 
FREEDOM OF INFORMATION ACTS, 1997 & 2003
INFORMATION FOR APPLICANTS

Use this form to request a statement of reasons for an act of the Institute which you consider has affected you

Can you request a Statement of Reasons?

Yes.  Section 18 of the Freedom of Information Acts, 1997 & 2003 confers on every person a legal right to reasons for acts of the Institute which has affected them personally.  To be entitled to a statement of reasons a person would need to show such an act had a particular impact upon himself or herself compared to other persons in similar circumstances as themselves.  Applications for a statement of reasons should give details of the act of the Institute which the requester is of the opinion has impacted adversely on himself/herself. 

Proof of Identity

The Institute must be satisfied as to your identify and to your entitlement to a statement of reasons.  It is therefore necessary for you to provide evidence as to your identity.  This can be done by providing documents such as a Birth Certificate, driver’s licence, etc. 

How long do you have to wait?

Institute of Technology Tallaght must reply to you within 4 weeks of receiving this application. You will be advised of the decision in relation to your request and if it has been declined, you will receive a full explanation.

Can You Appeal Against the Decision?

If you are not satisfied with the decision on your request for a statement of reasons you can ask for an “Internal Review”.  A Senior Officer will review your request.  You will be told the result of this review within 3 weeks.  If you have not received a response to the Internal Review request within 3 weeks you may appeal to the Information Commissioner against the failure of the Institute to respond to your appeal within the specified time-scale.

There is no charge for an internal review of an initial decision of the Institute not to supply a Statement of Reasons.  

Still Dissatisfied?

If you are still dissatisfied with the result of the Internal Appeal, you may then appeal the matter to the Office of the Information Commissioner.   Ms Emily O’Reilly, Information Commissioner, 18 Lower Leeson Street, Dublin 2.  Tel:   (01) 6785222   Fax:  (01) 6610570

FREEDOM OF INFORMATION

Institute of Technology Tallaght

Amendment of Personal Information Application Form

Request for Amendment of Personal Information under the Freedom of Information Acts, 1997 & 2003
Please read the attached "Information for Applicants" before you fill in this form.

Please use BLOCK letters

Details of Applicant 

Surname
___________________________________

First Names
___________________________________

Mr/Ms/Mrs/Miss/Other 
___________________________________

Address
___________________________________


___________________________________

 
___________________________________

Home Telephone 
___________________________________

Work Telephone
___________________________________

Fax Number
___________________________________

E:mail Address
___________________________________

Form of Access 

My preferred form of access is (please tick as appropriate):

To receive copies of the records by post
_____

To view originals
_____

To inspect records
_____

Other - Please specify 
_______________________________________

Details of Request 

In accordance with Section 17 of the Freedom of Information Acts, 1997 & 2003, I seek amendment of my personal records held by you.  I claim that the record(s) described below contain(s) information relating to my personal affairs that is (please tick as appropriate):

Incomplete
_____

Incorrect
_____

Misleading
_____

The record(s) containing the information is(are):

______________________________________________________________________

______________________________________________________________________

The information which I believe is incomplete, incorrect or misleading is as follows:

______________________________________________________________________

______________________________________________________________________

The information which I want to appear on the record(s) is as follows:

______________________________________________________________________

______________________________________________________________________

The reasons why I claim the information is incomplete, incorrect or misleading are: 

______________________________________________________________________

______________________________________________________________________

PLEASE SIGN HERE
___________________________
___/___ /___ 


Your Signature 
Date

Completed form should be posted to:

Information Officer, Institute of Technology, Tallaght, Dublin 24

Office Use Only

Date request received:
___________________________________

Dealt with by:
___________________________________

Identity verified: 
___________________________________

INSTITUTE OF TECHNOLOGY TALLAGHT

REQUEST FOR AMENDMENT OF PERSONAL INFORMATION UNDER THE FREEDOM OF INFORMATION ACTS, 1997 & 2003
INFORMATION FOR APPLICANTS

Use this form to request the amendment of personal information which you consider to be incomplete, incorrect or misleading

Can you apply to have personal records amended? 

Yes.  The Freedom of Information Act gives you the right to request Institute of Technology Tallaght to amend information it holds relating to you if you consider such information to be incorrect, incomplete or misleading.

How do you to this?

You must state in writing what you believe is incorrect, incomplete or misleading and what you want changed.  You should also provide the Institute with any information or documentation which will support the changes you want.  You should indicate which documents should be returned to you.

Proof of Identity

Requesters need to supply an acceptable form of identity at the time of the making of the request.  This can be done by providing documents such as your Birth Certificate, driver’s licence, etc.  If you wish to view your amended record you will also need to provide proof of your identity   

How long do you have to wait? 

Institute of Technology Tallaght must reply to you within 4 weeks of receiving this application. You will be advised of the changes which have been made, or, if your request has been declined, you will receive a full explanation.

Can you appeal against the decision?

If you are not satisfied with the decision on your request for amendment you can ask for an "Internal Review".  A Senior Officer will review your request.  You will be told the result of this review within 3 weeks.  If you do not receive a response to the Internal Review request within 3 weeks you may appeal to the Information Commissioner against the failure of the Institute to respond to your appeal within the specified time-scale.  There is no charge for an internal review of a refusal to amend your personal records. 

Still dissatisfied?

You may appeal the matter to the Office of the Information Commissioner.   Ms Emily O’Reilly, Information Commissioner, 18 Lower Leeson Street, Dublin 2.  Tel:   (01) 6785222   Fax:  (01)  6610570.
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