[image: image1.wmf]Registrar

Dr. Joseph Ryan

Head of Academic

Development &

Administration

Mr. Eoin Langan

Head of

Development

Dr. P. Mulhern

Secretary

/ Financial

Controller

Mr. J. McKenna

Head of School

of Business

Mr. J. Cusack

Head of School

of Engineering

Mr. A. Hanley

Head of School

of Humanities

Dr. M. Fitzgibbon

Head of School

of Science

Dr. P. Tomkins

Communications

and Marketing

Manager

Mr. Brian Lynch

Director

Professor C. Ó Catháin


ATHLONE  INSTITUTE OF TECHNOLOGY

FREEDOM OF INFORMATION

ACTS  1997 

SECTION 16

AN INFORMATION GUIDE 

TO THE

RULES, GUIDELINES AND PROCEDURES

OF THE INSTITUTE

INDEX OF CONTENTS












Page No

1. Introduction
..
..
..
..
..
..
..
..
..

2
2. Management Structure

..
..
..
..
..
..
..

3
3. Rules, Guidelines, Procedures used and Publications issued


by Individual Sections of the Institute


· Governing Body
..
..
..
..
..
..
..
..

6


· Academic Council
..
..
..
..
..
..
..


7
· Director
..
..
..
..
..
..
..
..
..

7
· Senior Management Team
..
..
..
..
..
..

8
· Registrar

..
..
..
..
..
..
..
..

9

3.5.1.
Quality Assurance Office 
..
..

..

..


10
3.5.2. Library Services     
..
..
..

..

..
10
3.5.3. Information Technology Manager 
..

..

..


11
3.5.4. Freedom of Information Office
..
..

..

..


12

3.6. Head of Academic Development and Administration




12

3.6.1.
Academic Administration and Student Affairs   
..


13

3.6.2.
Information Technology Manager
..

..

..


15

3.6.3.
Sports & Recreation  ..
..
..
..

..

..


15
3.6.4
Student Services

.. 
..
..
..
..
..

15
3.7
Secretary Financial Controller
..
..
..
..
..

16
3.6.1    Finance Department

..
..
..
..
..


16
3.6.2    Human Resources Department

..
..
..

18

3.8
Head of Development
..
..
..
..
..
..
..

27


3.8.1
External Services Officer
..
..
..
..
..

28
3.8.2
International Officer
..
..
..
..
..
..

29
3.8.3
Estates Manager

..
..
..
..
..
..

29
3.8.4
Competitive Business Intelligence Manager
..
..

30
3.8.5 Self-Financing Activities
..
..
..
..
..

30
3.9 Academic Schools and Departments
..
..
..
..

31
FREEDOM OF INFORMATION ACT

1.0 INTRODUCTION

The Freedom of Information (FOI) Act 1997, establishes three new statutory rights:

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

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

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


This Act asserts the right of members of the public to obtain access to official

information to the greatest possible extent consistent with the public interest and the right of privacy of individuals.

This reference book has been prepared and published in accordance with the

requirements of Section 16 of the Act.   Its purpose is to facilitate access to the Institutes 

(a) rules, procedures, practices, guidelines and interpretations used by the body, and an index of any precedents kept by the body for the purposes of decisions, determinations or recommendations, under or for the purposes of any enactment or scheme administered by the body with respect to rights, privileges, benefits, obligations, penalties or other sanctions to which members of the public are or may be entitled or subject under the enactment or scheme, and

(b) appropriate information in relation to the manner or intended manner of administration of any such enactment or scheme

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 web site until such time as they are finalized.   However, a copy of the draft versions may be obtained from the Freedom of information Officer if required.   

Requests for such documents should be addressed to:

Freedom of Information Officer

Athlone Institute of Technology

Dublin Road

Athlone

Co. Westmeath

Telephone:
 353 90 6471807

Fax:

353 90 6424417

Email:

mduffy@ait.ie
2.
MANAGEMENT STRUCTURE

2.1.
Institute Senior Management Organisation Chart
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2.2
Management Organisation Chart for the Institute’s Registrar’s Office
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2.3
Management Organisation Chart for the Institute’s Head of Academic Development and Administration
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2.4
Management Organisation Chart for the Institute’s Office of Development
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2.5
Management Organisation Chart for the Institute’s Financial Function 
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2.6
Management Organisation Chart for the Institute’s School of Business
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2.7
Management Organisation Chart for the Institute’s School of Humanities 
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2.8
Management Organisation Chart for the Institute’s School of Engineering
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5.9
Management Organisation Chart for the Institute’s School of Science
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3.
RULES, GUIDELINES AND PROCEDURES USED, AND PUBLICATIONS ISSUED BY INDIVIDUAL AREAS 

3.1
GOVERNING BODY


Rules, Guidelines and Procedures Used

· Regional Technical Colleges Act, 1992  

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

· Department of Education and Science Circular Letters

· Standing Orders

· Code of Practice for the Governance of State Bodies as amended for the 3rd level educational sector.

· Ethics in Public Office Act 1995

Publications Issued
None

Contact:


Secretary/Financial Controller 
Telephone:
353 90 6424515
Fax:

353 90 6424631


Email:

jmckenna@ait.ie
3.2
ACADEMIC COUNCIL    

Rules, Guidelines and Procedures Used

External
· Regional Technical Colleges Act, 1992

· Regional Technical Colleges Amendment Act, 1994

· Qualifications, Education and Training Act, 1999

· NCEA Policy Document 1972 – 2000

· Standing Orders


Internal

· Procedures and Guidelines for the Collection of Feedback on Course Quality

· Procedures and Guidelines for Course Design, Development, Evaluation and Withdrawal

Publications Issued:

None


Contact:



Registrar's Office


Telephone:

353 90 6424413

Fax:


353 90 6424631

Email:


jryan@ait.ie
3.3
DIRECTOR


Rules, Guidelines and Procedures Used

· Regional Technical Colleges Act 1992

· Regional Technical Colleges Amendment Act 1994

· Freedom of Information Act, 1997

· Qualifications, Education and Training Act, 1999 

· Department of Education and Science Circular Letters

· Code of Practice for the Governance of State Bodies as amended for the 3rd level educational sector.

· Ethics  in Public Office Act 1995

Internal

· Management and Organisation Structure

· Academic Committee Structures

· Procedures and Guidelines for Granting Honorary Membership of the Institute

· Approval Phases for Institute Documentation

· Record Retention Schedule for Institute Documentation


Publications Issued


Strategic Plan


Art Collection

Contact 

Director’s Office 
Telephone:
353 90 6424420
Fax:

353 90 6424531

Email:

cocathain@ait.ie
3.4
SENIOR  MANAGEMENT TEAM


Rules, Guidelines and Procedures Used


External:

· Regional Technical College’s Act, 1992

· Regional Technical College’s Amendment Act 1994

· Freedom of Information Act, 1997

· Qualification, Education & Training Act, 1999

· Department of Education Circulars

· Code of Practice for the Governance of State Bodies as amended for the 3rd level educational sector.

· Ethics  in Public Office Act 1995

Internal

· Management and Organisation Structure

· Academic Committee Structures

· Approval Phases for Institute Documentation


Publications Issued


None


Contact 

Director’s Office 
Telephone:
353 90 6424420
Fax:

353 90 6424631

Email:

cocathain@ait.ie
3.5
REGISTRAR

Rules, Guidelines and Procedures Used:

External:

· NCEA/HETAC Directory 

· NCEA/HETAC Marks and Standards (as adopted by the Institute’s Academic Council in June 2001)

· HETAC Extern Examiners Directory

· Policy & Procedures for Postgraduate Students

· Code of Practice for the Governance of State Bodies as amended for the 3rd level educational sector.

· Ethics  in Public Office Act 1995

Internal:

· Programme of Study / Course Design, Development, Evaluation and Withdrawal

· Examination Regulations and Procedures

· Procedures and Guidelines for the Operation of the External Examiner System for Taught Courses Validated by HETAC

· Academic Committee Structures

· Purchasing
· Management and Organisation Structure

· Academic Committee Structures

· Procedures and Guidelines for Granting Honorary Membership of the Institute

· Approval Phases for Institute Documentation

· Record Retention Schedule for Institute Documentation

Contact:  Registrar 

Telephone:  
353 90 6424413

Fax:

353 90 6424631

Email:

jryan@ait.ie
Reporting to the Registrar
· Quality Assurance Office 

· Library Services

· Information Technology

· Freedom of Information Officer

3.5.1. QUALITY ASSURANCE OFFICE

Rules, Guidelines and Procedures Used:

Internal:

· Procedures and Guidelines for the Collection of Feedback on Course Quality 

· Academic Committee Structure

· Management & Organisation Structure

· Procedures and Guidelines for Course Design, Development, Evaluation and Withdrawal

· Procedures and Guidelines for the Organisation of Academic Council Sub-committee Meetings within the Institute

· Approval Phases for Institute Documentation

· Purchasing

· Tendering
· Record Retention Schedule for Institute Documentation

· Course Submission Template

· Course Manual Template

Publications Issued:

· Library Policy

· Institute Prospectus

· Institute Student Handbook

· Annual Reports

· Miscellaneous Brochures, Leaflets
Contact 

Quality Assurance Office


Phone:

353 90 6424551

Fax:

353 90 6424417


Email:

mdoyle@ait.ie
3.5.2.
LIBRARY SERVICES


Rules, Guidelines and Procedures Used:

External
· Citytech Library Photocopying Service

Internal:

· Circulation Procedures

· Inter-Library Loans Procedures and Guidelines

· Acquisitions Procedures 

· Serials Procedures

· Purchasing  

Publications Issued:

· Library factsheets 

· General Information

· Regulations

· Dewey Decimal Classification

· CD-ROMs and Electronic Resources

· Borrowing from the Library

· Using the Library’s OPAC

· Inter Library loans

· External Borrowers

· Internet

· Guide to using Online Services

Contact

Library

Telephone:
353 90 64 24511

Fax:

353 90 64 24626

3.5.3
INFORMATION TECHNOLOGY 
Rules, Guidelines and Procedures Used

Internal 

· Computer Services Procedures and Guidelines

· Tendering Procedures and Guidelines

· Purchasing Procedures and Guidelines

· Systems Backup

· Record Retention Schedule for Institute Documentation

· Instructions for the use of PC, LCD Projector and Document Camera

Forms:

PC, LCD Project and Document Camera Key Release

Publications Issued

Institute web site

Contact 

IT  Manager:

Telephone:
353 90 6471801

Fax

353 90 6424669


Email: 

pmurphy@ait.ie
3.5.4. FREEDOM OF INFORMATION

Rules, Guidelines and Procedures Used
· A Guide for Staff

· Records Retention Schedule
Publications Issued

· Section 15 - Guide to the Functions and Records of the Institute

· Section 16 - An Information Guide the Rules, Guidelines and Procedures of the Institute.

Forms:

· Application for Information under the FOI Acts 1997 and 2003
3.6
HEAD OF ACADEMIC DEVELOPMENT AND ADMINISTRATION

Rules, Guidelines and Procedures Used
External:

· NCEA/HETAC Directory 

· NCEA/HETAC Marks and Standards (as adopted by the Institute’s Academic Council in June 2001)

· HETAC Extern Examiners Directory

· Policy & Procedures for Postgraduate Students

· Code of Practice for the Governance of State Bodies as amended for the 3rd level educational sector.

· Ethics  in Public Office Act 1995

Internal:

· Programme of Study / Course Design, Development, Evaluation and Withdrawal

· Examination Regulations and Procedures

· Procedures and Guidelines for the Operation of the External Examiner System for Taught Courses Validated by HETAC

· Academic Committee Structures

· Purchasing
· Management and Organisation Structure

· Academic Committee Structures

· Procedures and Guidelines for Granting Honorary Membership of the Institute

· Approval Phases for Institute Documentation

· Record Retention Schedule for Institute Documentation

Publications

None
· Academic Administration and Student Affairs

· Sports & Recreation

· Student Services
3..6.1.
ACADEMIC ADMINISTRATION AND STUDENT AFFAIRS


Admissions 

Rules, Guides and Procedures Used:


External

· CAO Entry
Internal

· Procedures and Guidelines for Processing Applications for Admission to the Institute*

· Procedure for Conferring of Awards Ceremonies
*in draft form

Grants/Fees Unit

Rules, Guidelines and Procedures Used

External 

· VEC scholarship scheme

· 3rd level maintenance grants scheme for trainees 2000

· Exchequer payment in respect of full-time undergraduate tuition fees

· Special rates of maintenance grants for disadvantaged students
Internal 

· Procedures and Guidelines for Processing Fee and Student Grant Payments within the Institute
· TLT payment schedule

Publications Issued
None

Examinations


Rules, Guidelines and Procedures Used

External 

· NCEA Examinations Marks & Standards

· Qualifying Examinations 

Internal 
· Examination Regulations and Procedures

· Procedures and Guidelines for the Operation of the External Examiner System for Taught Courses Validated by HETAC
· Work Instructions for Examinations officers
· Review of Examination Process 2002 (Questionnaire)

Publications Issued


Conferring Booklet

Forms:

· Application for Refund of Fees

· Application to Repeat

· Bank Account Details

· Certificate of Attendance

· Certificate of Registration/Letter of Registration

· Registration/Registration (ACCS)

· Examination Paper Cover Sheet

Access Officer


Rules, Guidelines and Procedures Used


Internal


Granting of Funding to Access Students*


Application Procedures to Foundation Courses*

  *In draft form

Publications Issued


Financial Information Sheet for non-traditional 1st Year Students

Contact 


Academic Administrator and Student Affairs Officer

Telephone:


353 90 6424422

Fax:



353 90 6424417


Email:



gcarroll@ait.ie
3.6.2.
INFORMATION TECHNOLOGY 

(See Section 3.5.3. above)
3.6.3.
SPORTS AND RECREATION

Rules, Guidelines and Procedures Used

Internal 

· Procedures and Guidelines for the Solicitation and Management of Sponsorship

· Procedures and Guidelines for the Use of Sport and Recreation Facilities


Publications Issued


Sports Awards Booklet


Contact 


Sports Office

Telephone:


353 90 6471825

Fax:



353 90 6424417


Email:



gbrett@ait.ie
3.6.4.
STUDENT SERVICES
Rules, Guidelines and Procedures Used

External

· Irish Association of Universities and Colleges Counsellors Policy document and code of ethics

· AGCSI (Association of Graduate Careers Services Ireland)

· AHEAD (Association of Higher Education and Disability)

· CSSI  (Confederation of Student Services in Ireland)

· ASRA (Irish Association of Student Accommodation Officers)

Internal

· Procedures and Guidelines for the Student Services Department

· Procedures and Guidelines for the Careers and Appointments Service

· Procedures and Guidelines for the Counselling and Disability Liaison Services provided by the Institute

· Procedures and Guidelines for the Acceptable Use Policy for the Institute’s Computer Facilities

· Alcohol Awareness Policy
· Peer Mentoring Programme

Publications Issued
· Graduate Survey

· Information Leaflets
Forms

· Peer Mentoring Application

Contact points and telephone numbers
Student Services Administration 

Telephone:
353 90 6424412
Fax:

353 90 6424417

Email:

pmctiernan@ait.ie
3.7.
SECRETARY/FINANCIAL CONTROLLER



Rules, Guidelines and Procedures Used
External 

· Government Public Procurement Regulations

· EU Procurement Regulations.

· Regional Technical Colleges Act, 1992

· Regional Technical Colleges Amendment Act 1994

· EU Regulations where applicable

· National Guidelines 

· Finance Act (as amended annually)

· Code of Practice for the Governance of State Bodies as amended for the 3rd level educational sector.

· Ethics  in Public Office Act 1995

· HETAC Procedures for Postgraduate Students

Internal

· Control and Management of Bank Accounts

· Financial Reporting

· Insurance

· Purchasing

· Purchasing, Control and Disposal of Fixed Assets

· Receipts

· Operation of College Support and Services ltd

· Recharging Arrangements for College Support and Services Ltd

· Financial Controls applied to Self Funding Activities/Projects undertaken within the Institute

· Solicitation and Management of Sponsorship

· Tendering Process

· Management & Organisation Structure

Publications Issued

Annual Financial Statements

Annual Reports

Contact:


Secretary/Financial Controller's Office

Telephone:  
353 90 6424515

Fax:

353 90 6424631

Email:

jmckenna@ait.ie
Reporting to Secretary/financial Controller

· Finance Officer

· Human Resources

3.7.1 
FINANCE 

 
Rules, Guidelines and Procedures Used 

External 

· Regional Technical Colleges Act, 1992

· Regional Technical Colleges Amendment Act 1994

· Regional Technical Colleges Amendment Act 1999

· Government Public Procurement Regulations 1994

· EU Regulations where applicable

· Prompt Payments Act 1997

· Finance Act (Current)

· Code of Practice for the Governance of State Bodies as amended for the 3rd level educational sector.

· Ethics  in Public Office Act 1995

Internal Procedures and Guidelines for the Following:

· Control and Management of Bank Accounts

· Financial Reporting

· Insurance

· Postgraduate Research

· Purchasing

· Purchasing, Control and Disposal of Fixed Assets

· Receipts

· Recharging Arrangements for College Support and Services Ltd

· Self Funding Activities/Projects

· Solicitation and Management of Sponsorship

· Tendering

Publications Issued
None

Contact 
Finance Officer

Telephone:   
353 90 6424402

Fax:

353 90 6424417

Email:

bbuckley@ait.ie
3.7.2
HUMAN RESOURCES 

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

The workforce consists of approximately 320 academic staff; 213 full-time and in excess of 100 part-time lecturing staff (during the academic year), in excess of 100 support staff (comprising building services, clerical/admin, library and technician staff) and eight Senior Management staff.   

To enable the public to access the rules, guidelines and procedures used by the Human Resources Department, the functions of the Human Resources Department have been broken down into the following functional areas;

· Recruitment & Selection

· Conditions of Employment

· Salaries & Wages

· Employment Legislation

· Superannuation

· Training & Development

· Employee Relations

· Health & Safety

Recruitment & Selection

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

The recruitment of permanent staff is governed by legislation, together with the rules and guidelines and qualifications/particulars of office approved by the Minister for Education and Science. All permanent vacancies are advertised in the national press. Qualifications for approved posts are determined by the Minister for Education and Science, the Directors of the Institutes, and incorporate agreements reached with the various staff unions.

Conditions of Employment.
The conditions of employment of Institute of Technology staff are determined by legislation together with the particulars of office approved by the Minister for Education and Science under circular letters.

Salaries & Wages

Staff taking up duty with Athlone Institute of Technology are provided with contracts of employment while the remuneration of employees is governed by legislation and is determined by reference to circular letters issued by the Department of Education & Science from time to time.

Superannuation

Pension entitlements for Officers and Employees of the Institute are governed by the Local Government Superannuation Acts 

Training.
Emphasis is placed on staff training and development based on the needs of each individual Department. Training and development of staff may be carried out on the job, at formal in-house courses or at courses provided by professional external training agencies. Staff may also engage in third level courses either within the Institute or with other third level colleges and the Institute will subsidise their course of study if it is deemed relevant to their work within the Institute. 

Employee Relations.
Meetings are held with staff and their representatives on a regular basis to discuss issues that arise from time to time.   Where agreement is not forthcoming recourse is made to the agreed conciliation procedures.  In the absence of agreed grievance and disciplinary procedures, the Institute will deal with issues which arise in accordance with the code of practice issued by the LRC

Health and Safety.
The Institute is obliged, under the Safety, Health and Welfare at work Act 1989 to produce a safety statement and to ensure that there are safe systems of work within the Institute. 

.

Rules, Guidelines And Procedures Used
A list of the main circular letters which relate to the procedures of the Human Resources Department within AIT is given below.   Copies of circular letters issued by the Department of Education and Science are available from the Department of Education and Science. (www.irlgov.ie).

A
Recruitment & Selection

A I    
Staff Establishment levels

I. I     
Department Letter dated 4/8/9

A 2    
Advertising

2.1   
Reference Selection Procedures paragraph 1(22/3/93)

2.3 
Code of Advertising Standards (1995)

2.4 
Circular Letter F34/85

A 3    
Selection Procedures

3.1 
Department letter 22/3/93

3.2 
Department letter 2/3/94

3.3 
Department Letter F58/91

3.4 
Department Letter 13/11/98

3.5 
Department Letter 13/8/96

3.6 
Reference Selection procedures section II (I) b

A 4   
Interview

4.1  
Reference Selection Procedures

A5    
References

5.1    
Selection Procedures paragraph 5

A 6      Medical

6.1   
Agreed Medical report format (RTC Group)

A7    
Verification of Qualifications

7.1  
 Reference selection procedures paragraph 5.

A 8   
Nonstandard Applicants (including work permits)

8.1 
EC  -  Refer S.I. no I of 1991

8.2    
Official Journal of EC L19 Vol. 32 (24/11/89]

8.3 
Department Letter F49/82

8.4 
Department Letter F108/95

8.5 
Department Letter 26/82

A 9  
Temporary Whole time / Eligible Part Time Lecturing Staff Panels

9.1 
TWT -Department letter 2/8/91

9.2  
EPT-Circular letter 39/89

9.3  
Instructions on implementation of CL 39/89 - 6/10/89

B
Conditions of employment

B 1
RTC Acts

1.2  
Membership of the Colleges - RTC Act 1992

1.3  
General Provisions in relation to staff- RTC Act 1992

B 2   
Adverse Reports

2.1  
C/L -3/46

2.2  
C/L-43/85

B 3    
Annual Leave (Academic)

3.1  
Memo V7 Section 21.1

B 4   
Career Breaks

4.1  
Clerical and Admin staff

4.2 
C/L F 52/85

4.3 
C/L F 42/88

4.4 
Dept Letter F22/49

4.5 
C/L 44/85

4.6 
Technicians / employees =FIO/89

4.7 
Department Letter F22/99

4.8 
Department Letter dated 30/08/95

4.9 
C/L 2/93

B 5   
Children's Allowance

5.1  
For Teachers- CL 71/77

5.2        C/L  22/59

5.3        C/L  2/56

B 6   
Disturbance Allowance

6.1 
CL18/84

B 7    
Examination Invigilators Fees

7.1  
Letters from examination branch Department of Education (Athlone) to each School Authority. 

B 8   
Eligible Part Time Teachers

8.1  
Terms & Conditions of Appointment - CL 39/89, (Plus Addendum)

B 9  
Headquarters' Travelling and Maintenance Allowance

9.1  
Memo V7 section 20

9.2 
Also 11/829 (updated regulations)

9.3 
F 41/82 (Re-Foreign travel)

9.4  
F 21/83

9.5 
F 42/74 (Attendance at courses)

9.6 
Department. Letter 92/85

9.7 
Department Letter 20/84

9.8 
Department Letter 18/84

9.9 
Department. Letter F55/90

9.10 
Department. Letter F89/90

9.11 
Department. Letter F40/90
B 10    Employment Equality

10.1 
Draft Codes of Practice

10.2 
Irish Statutes Book 1992

10.3 
Department Letter 30/11/99

10.4 
F55/84

10.5
Athlone Institute of Technology Equal Opportunities Policy

B 11   Hours of Employment Academic

11.1  
Memo V7 appendix L

11.2  
C/L 1/75, dated 9/1/75

11.3  
C/L 70/82, being Agreed Reports nos. 5/82 & 7/82 of the conciliation

council for teachers.

11.4
PCW Agreement Setting out Contact hours for Assistant Lecturers and Lecturers

B 12   Hours of Employment Support Staff

B 13   Job Sharing

13.1 
F 11/89-dated 16/1/89

13.2 
Pilot Job Sharing Scheme – Department of Education 

B 14   Jury Service

14.1  
C/L 60/76

B 15   Maternity Leave

15.1  
Maternity Act 1998

15.2  
Safety, Health & Welfare At Work (Pregnant Employees Etc)

regulations 1994

15.3 C/L 60/90 

15.4 C/L 118/82

15.5 Department of Finance Circular E109/22/98

15.6 Department Letter 2/56 – Children’s Allowance

B 16
Parental Leave

16.1
Parental Leave Act 1998

B 17 
Sick Leave 

17.1  
Memo V7 Section 21.2 (Academic & Clerical / Admin / Library)

17.2
Contracts of Employment for Technicians

17.3
Contracts of Employment for Caretakers

B18
Start of Year (Academic)

18.1 
Agreement between Department of Education and TUI 5/82-Sect 5.1

B 19    Study Leave & Accepted Courses

19.1  
Clerical & Admin - F 45/82

B 20  
Substitution arising out of Maternity Leave / Illness

20.1  
Letter from IVEA to all CEO's - dated 20/03/90

20.2  
Relaxation of 'No Substitution Rule' C/L 18/90 

20.3  
Re Clerical & Admin Staff- Agreed Report 4/80

B 21   Special Leave 

B 22   Marriage Leave 

B 23   Compassionate Leave 


B25
Paternity Leave

B26
Term Time Leave


B27
Worksharing Scheme
C
Salaries & Wages

C 1   
Acting - Up Allowances - Admin Staff

1.1 
C/L 4/80, Remuneration of Substitutes

1.2  
C/L F25/95

C 2   
Increments to Academic Staff

2.1 
Memo V7 Section 14

2.2 
Department Letter 34/89

2.3 
Department Letter 85/90

2.4 
Department Letter 19/2/96

C 3
Incremental Credit

3.1 
Letters to Directors dated 14/11/95Increments Credit for Administrative Temporary Staff

3.2
Department Letter 62/89

3.3
Incremental Credit

3.4
Academic Staff- Memo V7 Appendix N

3.5
Re-appointment of Lectures - Annual Increments - Memo V7 Section 18

3.6
Dates from which Probationary Periods are calculated ( Academic, Monthly

Paid) - Memo V7 Section 15.

3.7
Incremental Credit for previous Teaching Service - C/L 85/90 and C/L 43/89

3.8
Starting pay on Appointment or Promotion (for Officers) - C/L 4/67 & 5/67

3.9
Incremental credit for TWT Teachers – C/L 34/89   .

3.10
Incremental Pay for approved Teaching Experience Abroad - C/L 60/85 (see agreed report)

3.11
Incremental Credit for Teaching service in relation to the Marriage ban while in force-C/L 13/85

3.12
Department Letter 23/8/200

3.13
Department Letter 2/2000

3.14
Department Letter 4&5 /67 

3.15 
Department Letter 13/12/95 Increments  for Technician Temporary Staff

C.4
Overtime Pay rates

4.1
Academic Staff  - Memo V7 Appendix M

4.2 Administrative Staff 

4.3 Technicians 

4.4 Caretakers 

C5
Part Time Teacher Pay Rates

5.1 Letters from Department of Education & Science 

C 6   
Payment for Marking Examination  Papers

6.1 See C/L issued by Department of Education & Science 

C 7
Starting Salary for Academic Staff

7.1 Permanent Academic Staff  

7.2
Circular Letter IT 2/2000 

7.3      
Temporary Academic Staff - Circular Letter 34/89

C 8
Starting Salary for Administrative Staff

8.1
Department Letter 14/11/95

8.2      
Department Letter 11/02/94

8.3      
Department Letter 5/67

           
Normally 1st of the month after appointment 

C 9
Starting Salary for Technicians

9.1
PCW Agreement 

9.2
Dept Letter 13/12/95 (Temporary & Part time staff)

C 10
Acting Allowance

10.1
Permanent Academic Staff - Department letter dated – 12/11/1995 & 26/1/1996.

10.2   
Administrative Staff 

C 11  
Promotion

11.1  
Permanent Academic Staff  - see Section 18 - Memo V7

11.2
Permanent Administrative Staff   - see assimilation arrangements for

administrative staff.

C 12
Pay Rates & Scales for all approved posts

12.1
For Current Pay rates & Scales - see circular letters  IT3/01 and IT13/01

D
Employment Legislation

D 1     
Industrial Relation / Employee Protection

1.I    
Industrial Relation Act, 1946, 1969, 1976, 1990

1.2    
Protection of young Persons (Employment) Act, 1996

1.3    
Unfair Dismissals Act, 1977 - 1993.

1.4 Employment Equality Act, 1998

1.5 Protection of Employment Act, 1977

1.6   
Worker Protection (Regular Part-time Employees) Act, 1991.

1.7   
Protection of Employees (Employers Insolvency) 1984.

1.8   
Parental Leave Act 1998

1.9   
Maternity Protection Act 1994

1.10 
Working Time Act 1997

1.11  
Freedom of Information Act 1998

D 2   
Term / Conditions

2.1       Minimum Notice and Terms Of Employment Act, 1973.


2.2       Safety, Health and Welfare at Work Act 1989 and SI 1995

2.3       Payment of Wages Act, 1991.

2.4       Terms of Employment (Information) Act, 1994.

D 4    
Termination

4.1
Redundancy Payments act, 1967, 1971, 1973, 1979

4.2  
Pensions Act 1990

E
Superannuation  - Institutes of Technology

F 1  
Scheme that applies to the Institutes

1.1 
See Section 11(8) of the Regional Technical College Act 1992

F 2    
Sources of information on the Schemes

2.1    
Guide to Local Authority Superannuation  issued by the


Department of the Environment and Diskette issued with Superannuation Scheme Management System V.8.03

2.2   
Local Government Superannuation Consolidation Scheme 1998 S.I. 455 of 98

2.3 
Superannuation Scheme Management System V.8.03

F 3     
List of Circulars issued to date by Department of the Environment

           
See Superannuation Scheme Management System V.8.03 

F 4    
Latest issue of explanatory booklets for

4.1   
Revision Scheme Officers paying full PRSI

4.2   
Revision Scheme Officers paying full, modified Class D PRSI

4.3   
Revision Scheme Employees - issued 26 April 1995, Circular letter S 7/95

F5 
Disclosure of information

5.1   
Legal obligations on Employers set out in Pensions Act 1990 see also

circular letter S 6/93.

F 6   
Superannuation Scheme Register

6.1  
See section 2 of revision scheme 1986.

F 7
For further information contact: Government Superannuation Scheme, Department of the Education & Science


Internal Procedures:

· Procedures and Guidelines for Personnel Department

· Management and Organisation Structure
· Dignity Policy/Code of Practice
· Equal Opportunities Policy 

· Guidelines for Part-Time Staff

· Guidelines for Flexi Time Schedule (Pilot) Administrative & Library Staff

· Staff Development – Guideline Notes for Approval
Publications issued

· The Staff Handbook is published internally and is confidential to staff of the Institute.  

· Job Specifications are made available to applicants at time of application.

· Institute Procedures: 
Forms:

· Application for Annual/Special Leave

· Application (Academic)

· Application (Administration)

· Approval for Overseas Telephone Calls

· Employee Personal Details

· Evaluation of Training

· Over-Time Claims

· Part-Time Claim Sheet

· Part-Time Hours (Lecturer)

· Sports and Social Club Application)
   

Contact 

Human Resources Office

Telephone:
353 09 6424520

Fax:

353 90 6424417

Email:

asheridan@ait.ie
3.8
HEAD OF DEVELOPMENT

Rules, Guidelines and Procedures Used:

External 
· Government Public Procurement Regulations

· EU Procurement Regulations (where applicable)

· Devolved Building Control Procedures

· Safety, Health and Welfare at Work Act 1989

· Safety, Health and Welfare at Work Act, Building Regulations (1995)

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

· HEA

· Enterprise Ireland

· Department of Education and Science

· Scientific Foundation of Ireland

· European Union (Framework Programmes)

· Department of Health & Children

Internal 

· Research and Development Interdepartmental Group Briefing

· Postgraduate Research

Publications Issued:

Intranet

Forms:

· Application for Admission to Postgraduate Registrar

· Application for Re-Admission to Postgraduate Registrar

· Application for Transfer to Doctoral Register

· Candidate/Supervisor Update

· Notice of Intention to Present for Examination for Postgraduate Research Degree

· Registration (MSc)

Contact:

Head of Development

Telephone:
353 90 6424555

Fax:

353 90 6424631

Email:

pmulhern@ait.ie
Reporting to Head of Development

· External Services Manager

· International Officer

· Estates Manager

· Competitive Business Intelligence Manager
· Self Financing Activities
· Health & Safety Officer
3.8.1. EXTERNAL SERVICES 

Rules, Guidelines and Procedures Used:

Internal:

· Prospectus

· Procedures and Guidelines for the Financial Controls Applied to the Self-financing Activities undertaken within the Institute
· Purchasing
External:

· HETAC – Postgraduate Research Degrees Policy

· Application, Evaluation, Reporting procedures outlined by external funding agencies e.g. Enterprise Ireland, IRCSET

Contact:

External Services Manager

Telephone:
353 90 6471805

Fax:

353 90 6424417

Email:

esu@ait.ie

3.8.2. INTERNATIONAL OFFICE
Rules, Guidelines and Procedures Used:

External

· CAO Entry for EU Nationals

· Direct application to International Office for non-EU Nationals

· SOCRATES 

· LEONARDO DA VINCI
Internal:

· Operation of Activities within the International Office

· Application Procedures for European Union Students

· Application Procedures (and Tuition Fee details) for Overseas (Non-EU) Students

· Entry Rrequirements for Applicants from Non-EU Countries to Foundation Certificate programmes

· Student Visa Information

Forms

· EU Student Application

· International (non-EU) Student Application

Publications Issue

None
Contact:

International Officer
Telephone:
353 90 6424562

Fax:

353 90 6424417

Email: 

msimpson@ait.ie

3.8.3. ESTATES 
Rules, Guidelines and Procedures Used:

External:

· Government Public Procurement Regulations

· EU Procurement Regulations

· Design Team Procedures for small/medium projects (DESC 1990)

· Design Team procedures (DESC 1983)

· All relevant documents published by the following bodies:

N.S.A.I.

B.S.I.

C.I.B.S.E.

Internal:

· Procedures and Guidelines for Use of Institute Facilities

Publications:

None


Contact:


Estates Manager


Telephone:
353 90 6424635


Fax:

353 90 6424669

Email:

mmcmahon@ait.ie
3.8.4. COMPETITIVE BUSINESS INTELLIGENCE 

Rules, Guidelines and Procedures Used:

Newsfile outlining prices, terms and conditions of booking, booking methods, cancellation terms and funding availability.

Course details and related schedules , details of services provided. 

Publications Issued

Brochure explaining services, detailing benefits to clients together with client listing and price structures. 

Web site giving details of all services as  per the brouchure, including Microsoft examinations and client testimonials, prices and cancellation terms.

Booking forms specific to current schedule.

Contact:

Competitive Business Intelligence Office

Telephone:  

353 90 6424567

Fax:


353 90 6424624

3.7.5.
SELF FINANCING ACTIVITIES

Rules, Guidelines and Procedures Used

Internal:

· Financial Controls applied to the Self-Financing Activities undertaken within the Institute

Publications Issued

None

Telephone
353 90 6424654

Fax

353 90 6424417

Email:

bdelaney@ait.ie
3.8.6. HEALTH AND SAFETY
Rules, Guidelines and Procedures Used
· Institute’s Safety Statement Statement

· Information on Personal Protective Equipment

· Information on Electrical Safety

Forms:

· Personal Protective Equipment (PPE) Issue

· Accident Report

· Near Miss Report

· Student Accident Report
Contact

Health and Safety Manager

Telephone
353 90 

3.9. 
ACADEMIC SCHOOLS AND DEPARTMENTS

Rules, Guidelines and Procedures used in all four Schools

External

· NCEA Directory

· NCEA Examination Marks & Standards (Adopted by Institute’s Academic Council in June 2001)

· Extern Examiners Directory

· NCEA Policy and Procedures for Postgraduate Students

Internal 

· Administration of the Examination System within the Institute*

· Application for Admission to the Institute*

· Assessment /Examinations

· Careers and Appointments Service

· Collaborative Provision*

· Collection of Feedback on Course Quality (Rationale for programme of study / course design, development, evaluation and withdrawal)
· Computer Services*
· Counselling and Disability Liaison Services
· Financial Reporting
· Industrial Placement Programme*
· Institute Academic Committee Structure
· Library*
· Management & Organisation*
· Operation of Activities within the International Office
· Part-time Courses*
· Human Resources/Payroll*
· Postgraduate Research
· Processing Fee and Student Grant Payments within the Institute*
· Procedures and Guidelines for  Course Design, Development, Evaluation and Withdrawal*
· Purchasing
· Purchasing Control and Disposal of Fixed Assets
· Solicitation and Management of Sponsorship
· Student Services Department
· Tendering
· The Use of Institute Facilities*
· The Use of Sport and Recreation Facilities
· Strategic Plan for the Department of Adult and Continuing Education

· Procedures and Guidelines for the Organisation of Courses run through the Department of Adult and Continuing Education.

· Guidelines for Part-Time Lecturers

Publications Issued
Course Submissions
Programmatic Reviews 


Contact:

Head of School of Business

Telephone
353 90 6424451

Fax

353 90 6424494

Email:

jcusack@ait.ie
Head of School of Humanities 

Telephone:
353 90 6471802

Fax:

353 90 6424494

Email:

mfitzgibbon@ait.ie
Head of School of Engineering

Telephone
353 90 6424456

Fax

353 90 5424493

Email:

ahanley@ait.ie
Head of School of Science

Telephone
353 90 6424453

Fax

353 90 6424492

Email:

ptomkins@ait.ie
Head of Department of Business and Management Studies  

Telephone:
353 90 6424507


Fax:

353 90 6424494

Email:

pmelinn@ait.ie
Head of Department of Professional Accounting, Financial Services and Business     Computing

Telephone:
353 90 6424521


Fax:

353 90 6424494

Email:

elangan@ait.ie
Head of Department of Humanities

Telephone:
353 90 6471802

Fax:

353 90 6424494

Email:

oross@ait.ie
Head of Department of Hospitality, Tourism and Leisure Studies 

Telephone:
353 90 6471894


Fax:

353 90 6424494

Email:

johara@ait.ie
Head of Department of Adult & Continuing Education

Telephone:
353 90 6471860

Fax:

353 90 6424494

Email:

mtobin@ait.ie
Head of Department of Electronic, Computer, and Software Engineering

Telephone:
353 90 6424455


Fax:

353 90 6424493

Email:

mrahilly@ait.ie
Head of Department of Mechanical and Plastics/Polymer Engineering

Telephone:
353 90 6424455


Fax:

353 90 6424493

Email:

mrahilly@ait.ie
Head of Department Civil, Construction and Mineral Engineering 

Telephone:
353 90 6424598


Fax:

353 90 6424493

Email:

afoley@ait.ie
Head of Department of Trades

Telephone:
353 90 6471824


Fax:

353 90 6424493

Email:

kheavin@ait.ie
Head of Department of Life and Physical Sciences

Telephone:
353 90 6424598


Fax:

353 90 6424492

Email:

gtaggart@ait.ie
Head of Department of Nursing and Health Sciences

Telephone:
353 90 6471836


Fax:

353 90 6424492

Email:

aoconnor@ait.ie
� EMBED Word.Picture.8  ���














PAGE  
10

[image: image10.wmf]_1204363002.bin

_1204364117.bin

_1204536215.bin

_1204364136.bin

_1204364086.bin

_1172298455.bin

_1204362966.bin

_1172300218.bin

_1166517582.bin

_1061635195.doc

