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Section E

Management Structure
Introduction

Institute management will play a key role in the development and maintenance of a quality assurance culture by ensuring effective implementation of the procedures in this Handbook. By proactively fostering a quality assurance ethos, management will guarantee that the culture takes root and becomes part and parcel of all the Institute’s activities. Individual postholders will be supported in this role through their membership of the Executive Board and/or Executive Council.

Executive Council

Membership of the Executive Council:

Director, Registrar, Head of Development, Secretary/Financial Controller, Head of School of Business Studies, Head of School of Engineering, Head of School of Science, Head of Department of Business Studies, Head of Department of Design, Head of Department of Engineering, Head of Department of Science, Head of Department of Nursing and Health Studies, Librarian, Human Resources Manager, Academic Administration & Student Affairs Manager, Estates Manager, Finance Manager, IT Manager and Industrial Liaison Manager.

The Executive Council meets once per month.  Procedures and protocols for the preparation, running, and follow-up to the meetings have been agreed and include; formal minute-taking; all proposed additional items for agenda to be supported by advance documentation; formal communication of decisions taken and actions proposed, including responsibilities, and review of actions taken.  

Each Executive Council meeting is provided with a progress report on actions from the previous meeting.

Executive Board

Membership of the Executive Board:

Director, Registrar, Secretary/Financial Controller, Head of Development, Head of School of Business Studies, Head of School of Engineering and Head of School of Science. 

The Executive Board and the Executive Council share an agreed agenda, and the role of the Executive Board is to progress agenda items from the Executive Council, take follow-up action, or make decisions on an ongoing basis on matters/areas mandated to the Executive Board by the Executive Council.  

The Executive Board meets weekly.  It is the responsibility of the members of the Executive Board to consult as appropriate with relevant staff in their area of responsibility in relation to any decisions to be made by the Executive Board.  Any such decisions, including the nature of the consultation, must be formally communicated at the following Executive Council meeting.

Director

The Director is the chief officer of the college.  The Act provides that the Director shall, subject to the provisions of the Act "control and direct the activities of the college and control and direct the staff of the college and be responsible to the Governing Body therefore and for the efficient and proper management of the college".  The Director is ex-officio a member of the Governing Body and is entitled to be a member of every committee appointed by the Governing Body.  The Director is ex-officio a member of the Academic Council of the college and, if present, presides at all meetings of the council and is entitled to be a member of every committee established by the council.

Registrar

The Registrar has an Institute-wide responsibility for academic affairs through a statutory Academic Council.  S/he also has an Institute-wide responsibility for services supportive of the academic programme.   S/he works directly with the Heads of School, Heads of Department and staff members in promoting the quality, relevance and development of the Institute’s programme of courses.  Within his/her purview is the more long-term planning of courses and the work of the Academic Council.  

Broad categories of responsibility for the post of Registrar include:

· Academic Council

· The Registry, which includes Student Admission, Registration, Examinations and Student Records

· Institute’s Programme of Courses and Academic Planning

· Promotion of Academic Research and Scholarships

· Liaison with Accreditation Bodies, Quality Audits

· Joint Courses with other Colleges, Institutes, Articulation and Student Transfer/Exchange

· Student Affairs/ Student Discipline/Student Union

· Co-ordination of Staff Development

· Performance Indicators

· Schools Liaison and Promotion of the Institute’s Courses

· Library Services

· Co-ordination of Academic Computer Services 

· Estates Office.
Head of Development

The Head of Development is a member of the senior management team and is responsible for the overall management of the Institute’s research, consultancy, training/developmental work and related services.  S/he is responsible for the external relations of the Institute in the context of its developmental role.

S/he oversees arrangements with other institutions inside or outside the State for the purpose of offering joint courses of study and of engaging jointly in programmes of research, consultancy and developmental work appropriate to the Institute. S/he makes arrangements to exploit any research, consultancy or development work undertaken by the Institute, either separately or jointly including participation in limited liability companies. S/he plays a leading role in promoting the Institute as an agent of development within its region and in the European Union and in promoting other international developmental Institute/industry projects.  S/he develops the framework whereby Institute facilities can be accessed by commercial entities, agencies and communities.  

Secretary/Financial Controller

The duties of the Secretary/Financial Controller include responsibility for financial planning, budgetary allocation and control, the human resource function and administrative affairs of the Institute.  S/he is also responsible for the legal affairs of the Institute together with its insurance and health and safety obligations.  The Secretary/Financial Controller is secretary to the Governing Body of the Institute.

Heads of School 

 Heads of School report directly to the Director and have responsibility for the overall management of their Schools including:

Courses

· Through the Head of Department manage the day-to-day operation of existing courses.

· Encourage and supervise the development of new courses.

· Organise the periodic review of existing programmes.

Administration

· Take part in overall institute management as a member of the Executive Board.

· Manage the academic staff, technical support staff and administrative staff within the School.

· Manage the overall School budget.

· Manage a staff development programme to ensure all staff have the appropriate skills.

· Coordinate the academic preparations for examinations.

Liaison

· Meet and liaise with Heads of School from other IoTs to assist with the national coordination of academic matters.

· Play a role within appropriate national bodies.

Heads of Department

Heads of Department reports to Heads of School and have a leading role in the academic direction of courses at department level including teaching, research, academic assessment and academic administration.  This includes managing and directing staff including timetabling and evaluating staff performance.  The Head of Department acts as an advisor and leader in quality assurance issues and implements agreed quality assurance procedures regarding the design, monitoring and reviewing of programmes and the assessment of learners.  The Head of Department works with the Head of School as part of a School executive to formulate School policy and is responsible for delivering the policy.

Librarian

The Librarian is responsible for delivering a quality and cost effective service to  academic, student and Institute users, both internal and external.  This includes the provision of hardcopy and electronic material with support PCs and printers.  The Librarian is also responsible for providing a scholarly atmosphere conducive to quiet, reflective individual study as well as providing group study rooms for teamwork.

The Librarian is assisted by the Deputy Librarian, Assistant Librarian, Systems Librarian (responsible for the computer networks and agreed data-bases), Senior Library Assistant and currently two full-time and five part-time Library Assistants. 

All academic material is ordered either by or in consultation with academic staff and the Librarian is an ex-officio member of the Academic Council.  Internal Library Staff meetings are held at least once a term.  Frequent meetings are held with the Students' Union in order to facilitate a quality service.

Academic Administration and Student Affairs Manager

Reporting to the Registrar, the Academic Administration and Student Affairs Manager is responsible for contributing to policy and procedures and for general management in the areas of student Admissions, Registration, Examinations, Student Records/statistics (including certain Returns).  The postholder also manages general recruitment activities such as Open day, Schools Liaison, Publication of Prospectus, Careers Exhibitions, etc.   Management of general non-academic Student Services also fall into the remit of this post.  

Estates Manager

The Estates Manager is responsible for the planning, development, use and maintenance of the Institute’s own physical facilities and rented premises, land and infrastructure in accordance with Institute policy and procedures including implementation of the Campus Development Plan.  

I.T. Manager

The IT Manager is responsible for Computer, Audio Visual, Communications, Telephony and Reprographics services.  The postholder is responsible for the operational management of infrastructure and facilities through technicians/attendants and the tactical management of change and development.

Industrial Liaison Manager

The Industrial Liaison Manager reports to the Head of Development in the establishment, promotion and delivery of a range of services, in accordance with Institute policy and procedures, to industrial, commercial, and other organisations, aimed at supporting the maintenance and development of enterprises and employment and for the commercial use of Institute resources. The ILM assists in the promotion and co-ordination of research and development (R&D), technology transfer and other industry interactions.

Human Resources Manager

The Human Resources Manager is responsible for all aspects of human resource management in the Institute including the development, implementation and co-ordination of policies and programmes relating to the recruitment and appointment of staff, employee relations, equality, staff training and development, superannuation, staff welfare, personnel administration, compliance with Employment Legislation and industrial relations.

Finance Manager

Reporting to the Secretary / Financial Controller, the Finance Manager is responsible for the preparation of annual statutory accounts, monthly management accounts, various tax returns, various returns to the Department of Education and Science, and the provision of financial reports to other funding bodies.  The post holder is responsibility for cash flow management, budget monitoring, maintenance and development of financial internal control procedures and the management of the finance and payroll systems of the Institute. In addition, the post holder has responsibility for the implementation of and compliance with legislation affecting the operations of the Institute’s finance function, liaison with other Institute management and management of other Institutes of Technology, and liaison with external bodies (e.g. Comptroller and Auditor General, Banks, etc).

Figure E1 Organisational Chart
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� This is not a hierarchical chart;  identical colours denote identical grades.
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