Abbeyleix Further Education and Training Centre

Learner Handbook

2023 - 2024

USloetb

Abbeyleix



Contents

WELCOME MESSAGE ...eeeiiiitttieetieeeeestitteeeteeesssssststaeaeeaesssnnstssaneaeaessannsssneeeeeeessannnsanenes 3
ACADEMIC CALENDAR 2023 - 2024 ....ccee it ettt a e e e e setatan e e e e e s e snntnaanaeaeesnnnnnes 4
ADULT EDUCATIONAL GUIDANCE & INFORMATION SERVICE ...uuuuiiiiiiviiiiiiieeeeeseesinninnsaeaaees 5
BOOKS & STATIONERY ...iiiiiiiiiieeee ettt e e e e e ettt s e e e e e e e et e e e e e e e e e e as s e e e e e e ensanaanaaeaaaes 6
BlUS ittt e e e e e ——e e e e e e e e ————teeaeaeanaarraraeaeeeaaanae 6
CAR PARKING .11ttt ettt ittt et e e et e sttt et e e e s e st e e e e e e e s s nsts e e e e eeeaeassbeaaeeaeeesnansabnsaeeaeeesannnnes 7
TV 7
(O 10 T0 1 = = PRSPPI 7
CODE OF CONDUCT ..utttttttttteessesuttteeseeaeassasssstesseaeaassastssassaeassssasssssssaeeessassssssseeeessnnnsnns 7
(0701 1Y 11 N7y T PSSR 7
COMPUTER USAGE POLICY FOR STUDENTS ...tutuuiiieeietiiitiiieseeesessisnnnsaeseessssinnnaaaessssesnnn 8
EQUALITY & DIVERSITY ..utiiiiiiieiii e ettt et e e e e e e et e e e et e e et e e e eatn e e seaaaeaees 8
FFOOD AND DRINK .. .ttttiiteeee e s ittt e e e e e et s et e e e e e e e asssasbeeaeeaeaesaassbaeaeeaeeesaasnsesaeeaeaesannsnes 8
GREEN CENTRE ..cctitiutttttttetee et e sstteeeeeaeeasaastataeaeeeeassaststeeeeeaeaasassbasaeeaeeesaansntesaeeaeeesannnes 8
LT, ASSISTANCE FUND....uuiiiitiee et et et e e et e e e e e e et e e e e et s e e e eaa e e teta e e eestnaeeenannnees 9
LEARNER SUPPORT SERVICE ....uiiiiiiitiiiieseeeteeeistas s e e eaeeeastaaaeseeeaesssstannseaeaesasssnnnnaaeaaaes 9
LEARNER COMMITTEE ..titttttttieieeettttittii e s eseseestssnasseessaesssssseeesesssstsnaaseesseesssnnnnseaeaees 11
I = o =0 LU =S S TP 11
LAPTOP LOAN SCHEME ....uuuutuuutututnsasanasasnnansnnansnnasannnanannnansnnnnsnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn. 11
LIBRARY .ttttteeeeeee e ettt et e e e e e ettt e e e e e e e e ettt e e eeeeeeeeaabaeaeeeeeeaeasabaeeeeaeeeseaeaateeaaeaeeeaaaraes 11
.................................................................................................................................. 12
HEALTH & SAFETY 1uuiiiiiiitiiiiiie ettt et e ettt e e e e et aas b a e e e e e e e e s bbb neaeaaes 12
IMOBILE PHONES . ...ttt ettt ettt e e e e e et e e e e et s e e e et e e s eanaeeeatnaeeeennnaaes 13
NATIONAL FRAMEWORK OF QUALIFICATIONS (NFQ) ...vviiiiieeiiiiiiiiiiieee e 14
PLAGIARISM. ...ttt ettt et e e e ettt e e e e e e e e et e aae 15
SENSITIVE COURSE CONTENT ..tttttttttisieeeteetttti e e e e eseesbsaasseeeseesassinsesesssaesbsnnaaseessesssnes 15
SOCIAL MEDIA ..ttt ettt e e e e e e e e e et e e e e e e e e e e aaa e e e e e eeaesta e e aeaeeennnnen 16
TEXTING SYSTEM. . iiiiitiiieeeeee et e e e e ettt s e e e e e e et e e e e e e e et b e e e e e e e eestaa s eeeaeesnntnnnnns 16
USE OF PERSONAL DEVICES ....iiiiiiiiiiiiis ettt e s e e e e aee s e e e aees 16
APPENDIX 1 ABBEYLEIX FETC CODE OF CONDUCT .....ccoiiiiitiiie ettt 17
APPENDIX 2 ATTENDANCE POLICY .ttttiiiiiiit ittt e e ettt e e e e e eee s e e e e e e east s e e e e e s aesbnnnnaaaeaaes 19
APPENDIX 3 COMPUTER USAGE & INTERNET ACCEPTABLE USE POLICY .....ccvvviiiiiieeeiiiiiiiee e 20
APPENDIX 4 BEST PRACTICE FOR ONLINE CLASSES WHEN USING MS TEAMS.....ccooiiiiiiiiiiiiennn, 21
APPENDIX 5 PRINTING POLICY 1.ttt e e e et s e e e e e e aesbanaeneeeaaes 22

APPENDIX 6 APPLICATION FOR LEARNER ASSISTANCE FUND.....cccuuiiiiiiiiieii e 23



List of Useful Abbreviations

AEGIS Adult Educational & Guidance Information Service
BTEI Back to Education Initiative

BTEA Back to Education Training Allowance

CE Chief Executive

PLC Post Leaving Certificate

LOETB Laois & Offaly Education and Training Board

Qal Quality & Qualifications Ireland

VTOS Vocational Training Opportunities Scheme

NFQ National Framework of Qualifications

Welcome Message

It gives me great pleasure to welcome you to the Abbeyleix Further Education and Training Centre and to introduce
our Learner Handbook for the academic year 2023/2024.

In Abbeyleix Further Education and Training Centre we are dedicated to facilitating learning, personal growth and
critical reflection through a working partnership with learners and teacher/tutors. Enriching the quality of life for all
and enabling participants to engage in life-long learning in an environment of mutual support.

Abbeyleix is focused on providing an environment of study that will enrich the quality of life for both learners and
tutors. | hope you will all get involved in the Centre’s activities as this participation is a great way of getting to know
other learners in the Centre with similar interests.

You are all encouraged to be involved in accepting responsibility for your own learning. We are proud of our record
of academic success, the support we give our learners, the progression rates to third level institutions and to
employment and the excellence of the facilities available in the Centre.

The Centre operates under the auspices of Laois & Offaly ETB and in accordance with the regulations of SOLAS
and the Department of Education and Skills.

Finally, do not hesitate to contact any member of staff if you encounter any problems or difficulties.

I wish you every success for the future.

Helen Kavanagh
Centre Manager



Abbeyleix Further Education & Training Centre promotes a learner-centered approach and provides for a friendly
and supportive learning environment. Our staff are a committed and professional team and we strive for excellence
in all areas. We pride ourselves on the support we give to our students to help them in their personal development

and their academic success, as they progress to employment or to third level education
Abbeyleix FETC Mission Statement

Academic Calendar 2023 - 2024

Interviews Wednesday 30th August — Monday 4th September 2023
Induction Tuesday 5th — Friday 8th September 2023
Teaching Term Monday 11th September - Friday 22nd December 2023
October Mid-Term Monday 30th October - Friday 3rd November 2023
Christmas Holidays Monday 25th December 2023 - Friday 5th January 2024
Teaching Term Monday 8th January - Friday 22nd March 2024
February Mid-Term Monday 12th - Friday 16th February 2024
Easter Holidays Monday 25th March - Friday 5th April 2024
Teaching Term Monday 8th April — Thursday 30th May 2024
VTOS Project Work Tuesday 4th — Thursday 25th June 2024

Additional Centre Closures:

February Bank Holiday Monday 5t February 2024

St. Patrick’s Day Monday 18th 2024
May Bank Holiday Monday éth May 2024
June Bank Holiday Monday 3@ June 2024

*May be subject to change

Attendance & Punctuality Full attendance on your chosen course is required. It is important to notify your Course
Coordinator, and teachers for that day, in the event of an absence(s). A photocopied Medical Certificate/Hospital
letter must be provided and given to your Course Coordinator or sent by email. It is obligatory for all learners to
sign in and out of the Centre each day. Attendance sheets will be made available in each classroom. You must use

your own pen for signing in and out. Please refer to the Attendance Policy.



https://abbeyleixfetc.ie/wp-content/uploads/2023/05/Attendance-Policy-23_24.pdf

Adult Educational Guidance & Information
Service

AEGIS guidance counsellors will meet with all learners throughout the year on a one-to-one basis or group setting.

The following services are offered to learners:
Educational and Career Guidance Personal Support Assistance in completing CAO /SUSI applications

Funding and grants information Appointments can be made by email or phone

Phone: (057) 86 72963 Email: quidanceinfo@loetb.ie



mailto:guidanceinfo@loetb.ie

Books & Stationery

VTOS learners will be provided with free textbooks.
PLC Learners must provide their own books.

All Learners must provide their own stationery.

Bus

The Centre bus timetable for 2022/2023 is available
from the office from the 1st week in September. The
bus leaves the Centre from Monday — Thursday at
3.30 p.m. and Friday at 1pm. Bus fees will be covered
by LOETB.

The bus services the following areas: Rathdowney,

Mountrath, Portarlington, Mountmellick and Portlaoise.

To register for the Centre Bus please complete this

form.

Separate local bus services are provided by Town
Link and M & A coaches.

www.slievebloomcoaches.ie

www.mandacoaches.com
Leap Card

Learners can apply for a national student travel and
discount card for more information see Student Leap
Card



https://forms.office.com/e/ZZ5q9JnQSf
http://www.slievebloomcoaches.ie/
http://www.mandacoaches.com/
https://student.leapcard.ie/
https://student.leapcard.ie/

Car Parking

Learners may only park in the designated spaces available in the Centre car park. Itis very
important to leave access routes clear. Owners of illegally parked cars on the footpath outside
of the Centre may receive a parking fine. Learners must provide car registration numbers to the

Centre. If possible, reverse parking is preferable.

CCTV

CCTV cameras are located throughout the buildings to maintain a safe and secure environment.

Childcare

All learners may avail of the National Childcare Scheme. For more information on this scheme

log onto

Code of Conduct

All learners will be asked to sign a Code of Conduct form which confirms that you will abide by

rules laid out as stated in the Code of Conduct.

On Centre outings, learners are expected to represent the Centre in accordance with the

Centre’s Code of Conduct. Please refer to the complete (Appendix 1).
Communication

The main form of communication will be through text message and email. Please make sure
that your phone number is up-to-date. If you change your phone number or address please
emalil or phone the office on 057 8731127.


https://abbeyleixfetc.ie/wp-content/uploads/2023/05/AFETC-CODE-OF-CONDUCT-23_24.pdf
mailto:abbeyleixfet@loetb.ie

Computer Usage Policy for Students

All learners should take note and abide by the terms of the

Equality & Diversity

Abbeyleix FETC foster an environment where all learners will be treated with respect and dignity
regardless of gender, disability, ethnic background, sexual orientation or religion.

Food and Drink

Our canteen provides a range of home cooked options for both breakfast and lunch including
soups, sandwiches and sweet treats.

Opening hours:

Breakfast 8:00am - 09:00am

Break 10:45am - 11:30am

Lunch 12:45pm - 13:30pm

Green Centre

Across the Centre we must all play our part in reversing climate change and resource
consumption, and protecting the environment for future generations to come. Learners are asked
to use the waste segregation points.

Learners must provide their own reusable cups for tea and coffee in the canteen. A filtered water
bottle filling station is located on the ground floor.

A bicycle rack is available for those wishing to cycle to the Centre.

Please be considerate of energy use and shut down PC’s fully when not in use as well as printing
only when absolutely necessary.


https://abbeyleixfetc.ie/wp-content/uploads/2022/07/Digital-Communication-Policy.pdf
https://abbeyleixfetc.ie/wp-content/uploads/2022/07/Digital-Communication-Policy.pdf

|.T. Assistance Fund

Learners can apply to the |.T. assistance fund to support the purchase of I.T. equipment or

course related software up to a maximum of €300.00. Qualifying criteria apply (e.g. being in

receipt of DEASP payment, LOETB VTOS payment or other educational grant such as SUSI).

Eligible learners may claim up to €300 towards the
purchase of qualifying items. Approval must be given
prior to purchase of items. A completed application form.

Late applications will not be considered for funding.

Learner Support
Service

This service supports all learners who require additional
support with their academic studies. For example, support
can be provided in the areas of reasonable
accommodations, study skills, academic writing and report
structuring. This service is provided on a one-to-one basis.
Contact your tutor or dborland@loetb.ie or book an

appointment here.

Disability Related Supports

Disability supports are referred to as “reasonable
accommodations”. These supports offer additional help to
learners with a disability, including conditions such as:

Hard of hearing/deaf

Blind/partially sighted

Impaired mobility

Learning difficulties


https://abbeyleixfetc.ie/home/grants-and-it-support-scheme/
https://abbeyleixfetc.ie/home/grants-and-it-support-scheme/
mailto:dborland@loetb.ie
https://outlook.office365.com/owa/calendar/LearnerSupportAppointments@loetb.ie/bookings/

Autism Spectrum Disorder
Ongoing illnesses.

What types of disability supports are available?

Reasonable Accommodations are tailored to
the individual learners needs but may include:

Additional time in exams

Low distraction exam environment
Reader/scribe

Specialist software/hardware
Accessible lecture notes/materials
Accessible classrooms.

How do | access support?

Speak to your course coordinator as soon as possible.

What documentation is required to avail of reasonable
accommodations?

Examples of supporting documentation include:

Medical Report

Educational Psychologists Report
Occupational Therapists Report
LOETB Dyslexia Screening Test

Proof of past Reasonable Accommodation e.g. letter from school.
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Learner Committee

Learners from each course select a learner representative. The learner representatives form a
committee, which meets throughout the year to discuss matters of interest to the learners and
link with Centre Management.

Letter Requests

Letters of evidence confirming your registration status as an LOETB Learner (for banks, social
welfare purposes, grants, student cards etc) must be requested via this . We

aim to complete all requests within 3 working days.

Laptop Loan Scheme

Abbeyleix FET Centre operate a Laptop Loan Scheme. A limited number of devices are
available to learners who are not in a position to purchase their own device (see section on I.T.
Assistance Fund). Applications should be made to Helen Kavanagh, Centre Manager
hkavanagh@loetb.ie. If you would like some help completing the Application form please

contact the Guidance or Learning Support service.

Library

The public library is on the Main Square in Abbeyleix (057 8730020). The library provides
excellent study facilities and internet access. Membership is free and gives students access to a
national catalogue of titles.
Opening hours:

Tuesday 9:30am - 13:30pm — 14:30pm - 17:00 pm

Thursday 9:30am - 13:30pm — 14:30pm -19:30pm

Friday 9:30am - 13:30pm — 14:30pm - 17:00pm.

11


https://forms.office.com/r/fgmEAfCSt3

Health & Safety
Fire procedures

Please ensure to take note of ‘you are here signs’ on the back of classroom doors as well as

assembly point sign. A fire drill will take place each term.

First Aid

First Aid Boxes are located throughout the buildings. A Defibrillator is located at the front of the
main building outside the Centre Manager’s Office. In the event of an emergency in the Centre

please call 999 or 112 and inform the office on (057) 873112

First Aid Responders:
Catherine Britton, Gareth Jenkins, Edel OKeeffe, Jackie Carter, Paddy Phelan.
Accidents

All hazards, accidents, unsafe incidents or near misses must be reported immediately to the
Safety Officer and an Accident Report Form must be completed. This attitude of consistent
reporting will help prevent accidents involving staff, learners and visitors to the Centre.
Smoking/Vaping

Abbeyleix FETC is a smoke free campus. There is no smoking/vaping area for staff or students.

12



Use of lllegal Substances

Use of illegal substances is prohibited on Centre property and on all Centre activities. Breach of

conduct in this regard is considered a serious offence.

PEEP Plans

Personal Emergency Evacuation Plans may be required for learners who may need assistance

in the event of an emergency.

Mobile Phones

The use of mobile phones is strictly prohibited in class rooms/workshops. Please respect your
tutors and fellow learners by switching phones to silent entering these areas. Persons outside of

the Centre may contact learners with urgent messages through the main Office at (057)
8731127.



https://abbeyleixfetc.ie/wp-content/uploads/2023/05/Appendix-B-PEEP-Form-AFETC.pdf

National Framework of
Qualifications (NFQ)
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The courses here at our Centre are linked to the NFQ. The NFQ shows you clearly the progression
routes that are available to you as a learner and helps you to identify a pathway towards the

qualification that you wish to attain.

The qualifications on the NFQ are recognised both here in Ireland and abroad.

On the National Framework of Qualifications:

QQI Level 4 is the equivalent QQI Level 6 is the equivalent

of an Ordinary Level Leaving of a Higher Certificate

Certificate
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Plagiarism

Plagiarism is defined as deliberately representing someone’s ideas or work as your own. It
includes inadequate referencing, reproducing the work (even with small changes) of another.
Taken from books, journals, articles, TV programmes, internet and class notes. It also includes
copying another person’s work, with or without his/her consent. Collusion is also considered as
plagiarism — where a group of people collaborate or collude to present an assignment or a

substantial part thereof, when the tutor required individual research and outcome.

All learners must sign a statement on all work to be assessed, stating that all projects,
assignments, learner records and collections of work /portfolio work presented for
assessment are their own original work. Assignments may be screened for the use of A.l

software.

Quality Assurance Agreement

All our courses lead to QQI awards. These awards ensure that learners

have met the nationally agreed standard for qualifications.

The QQI QA procedures developed by LOETB assure the quality of the

programmes and services provided at the Centre.

QQI AWARD

Abbeyleix FETC is registered to offer programmes leading to QQI Awards Levels 3-6.
Sensitive Course Content

From time to time course content will cover sensitive topics that might upset or cause emotional
distress for certain learners. In this event, learners are advised to leave the classroom and if

necessary, an appointment can be made with the guidance counsellor.

15



Social Media

Learners are encouraged to like the Abbeyleix FETC Facebook page as it provides information
and important announcements. The Art Department has an Instagram and Tic-Tok page.
Learners are encouraged to engage with these platforms in a way which positively promotes the
centre community.

Remember:

Think twice before posting
Be respectful
On personal sites identify your views as personal

For the purpose of centre promotion, it has become customary to take photographs of learners
engaged in learning activities and external excursions. Photographs may be published on our
website, brochures, our Facebook page and local newspapers. If you'd prefer to not be

photographed please inform your teacher/tutor at the time the picture is being taken.

Texting System

The Centre operates a texting system to communicate important information to learners e.g.
Centre closures and class cancellations. For this reason it is very important that learners provide
the Centre with up to date mobile numbers. To update your details please email

abeyleixfet@loetb.ie or gefarrell@loetb.ie or contact the office by phone 057 8731127.

Use of Personal Devices

If you intend to bring your own device to the Centre then you are solely responsible for the safe
storage and care of your own device. All personal devices must be sanitised before bringing
them into the Centre. The Centre will not be responsible for the care, storage or safekeeping of
any personal device.

16
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Appendix 1 ABBEYLEIX FETC CODE OF CONDUCT

ABBEYLEIX FURTHER EDUCATION AND TRAINING CENTRE
CODE OF CONDUCT 2023/2024

The following are conditions for participation on all programmes in this
Centre.

1.

10.

11.

12.

Staff and learners are expected to treat each other and property of the Further Education and
Training Centre with respect.

Bullying and/or discriminatory behaviour of any nature will not be tolerated. It is the aim of the
Centre to ensure the learning environment provides freedom for all learners to conduct their studies
without having to suffer harassment, bullying or intimidation.

Abbeyleix Further Education and Training Centre fosters an environment of co-operative and
respectful learning. In this regard, it is at the discretion of each teacher to remove from the
classroom any individual whose behaviour has a negative impact on the classroom learning
environment.

Use of inappropriate language in the Centre will not be tolerated under any circumstances.

Full attendance is required i.e. learners are expected to attend all timetabled classes in the Centre
and remotely.

Learners unable to attend the Centre during normal timetabled classes must notify the Course
Co-ordinator or Centre Manager and the teachers of their timetabled subjects for that day at the
earliest opportunity to explain their absence.

A medical certificate is required if a learner is absent for more than two consecutive days (this
includes being absent on a Friday and Monday).

No alcohol or illegal substances may be taken or brought into the Abbeyleix FETC. Participants
may not attend classes under the influence of alcohol or illegal substances.

Each participant will take responsibility to ensure that the environment of the Centre is kept clean
and tidy at all times. Individual's work area should be left clean and tidy at the end of each day.
Wipes will be provided in each classroom/studio.

Mobile phones must be on silent during class times. Use of mobile phones for texting or
accessing social media is strictly forbidden during class.

It is the learner’s responsibility to care for books and equipment provided by LOETB and to return
same at end of course. If a learner brings books/equipment into the Centre, they must ensure that
these have been sanitised.

Learners must have an acceptable level of personal hygiene.

17



13. Any learner who has to leave the Centre during tuition hours must inform their course
teacher/tutor and then sign out.

14. All learners must sign in and out each day.

15. The Centre Manager has complete authority on all matters relating to the running of the Further
Education & Training Centre and her decision is final.

In the event that the above Code of Conduct is infringed, the following procedure will apply:

1. Verbal warning by the Class Teacher/Tutor
2. A written/verbal warning will be issued by the Course Co-ordinator
3. Further infringements will be referred to the Centre Manager

16. All learners are expected to practice good respiratory hygiene when coughing and sneezing. Wash
hands regularly and use hand sanitiser. (Please note hand sanitisers are provided throughout the
Centre).

In the event of gross misconduct and/or a serious infringement, the matter will be referred directly to the
Centre Manager for possible suspension or exclusion from the Centre.

| have read and understand the above Code of Conduct and | accept the rules and regulations for
participation on a course at Abbeyleix Further Education and Training Centre as outlined in the
Learner Handbook.

Learner Signature Date
Course Co-ordinator Date
Centre Manager Date

18



Appendix 2 Attendance Policy

The following are conditions for participation on all programmes in this
Centre.

Every course requires a full commitment to attend all parts of the course on offer fully and
punctually. Any learner unable to fulfil this commitment may be required to leave the course.

Full attendance is necessary for the highest level of success which a learner can obtain within the
Centre.

Full attendance means attending all timetabled classes either in the Centre or remotely.

Learners unable to attend the Centre during normal timetabled classes must notify the Course Co-
ordinator or Centre Manager and the teacher of their timetabled subjects for that day, at the earliest
opportunity to explain their absence.

In the event of illness of more than two consecutive days, a Medical Certificate must be furnished
within two working days. In the event of a learner caring for a sick dependent, a medical certificate
must be presented.

Where personal appointments have been unavoidably pre-arranged for during timetabled class
hours, learners are required to inform their respective teachers/tutors well in advance and provide
documentary evidence.

For unauthorised absences where the required notice and explanation (or medical
certificate as the case may be) has not been provided as set out above, the following
procedure will apply: 1.Verbal warning by class teacher/tutor 2. A written/verbal warning will
be issued by the Course co-ordinator 3. Further infringements will be referred to the Centre
Manager. If, following such warnings, a learner is absent without providing the required
notice and explanation or certification, their place on the course will be subject to review.

All teachers/tutors take a roll call at the beginning of each class (face-to-face and remote classes)
which is checked against the attendance sheet. Continued lateness will result in a verbal warning.

Learners must sit all in-house, state examinations, online exams and class tests throughout the
year.

All VTOS students must attend all face-to-face and online classes until the last day of third term.
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Appendix 3 Computer Usage & Internet Acceptable
Use Policy

An acceptable use policy is a contract between learners and the Centre acting for the education

authority. This policy should be read in conjunction with the LOETB Computer Usage Policy.

The policy describes the ways in which the Internet can and cannot be used.

Signed: Date:

1. Learners will only access the system using their own login and password and it is the learner's
responsibility to keep this login and password secure.

2. Learners are at all times responsible for data files created using computers.

3. Files should be saved into your One Drive and not on the desktop of computers.

4. LOETB has disabled the use of USB storage devices on all sites and learners should use OneDrive
to store their files.

5. Any computer within the Centre may be wiped or upgraded at any stage and therefore it is the
learner’s responsibility to ensure they do not save any files onto the computer/Centre network. Please
ensure as stated in No. 3 above, that files are stored onto your OneDrive.

6. Learners will ask for permission from the teacher before connecting to the Internet.

7. Learners may only use the internet facilities for relevant course activities/research purposes.
Learners must clean each computer and keyboard down after use (Disinfectant wipes will be provided
in the computer room for this purpose).

8. Learners will not copy information from the internet into assignments and if using information from
such research must acknowledge the source (plagiarism and copyright infringement). See our
plagiarism policy.

9. Learners will only e-mail people that are relevant to their course activities/research purposes, or
whom the teacher has approved.

10. All e-mail messages learners send will be polite and responsible.

11. Learners are not allowed to use Social Networking Sites unless part of a lesson given by a teacher.
12. Copyright and intellectual property must be respected at all times.

13. Use of Internet for personal gain, gambling and political purposes or to advertise is forbidden.
14. A learner is not to deliberately access obscene and inappropriate materials and is to report
anything found accidentally to the class teacher.

15. Learners are prohibited from downloading/uploading programmes or software, material and any
files without the authorisation from the class teacher.

16. A reminder that the possession of certain types of unsuitable material can lead to prosecution.

17. Computer activities and internet access are monitored within the Centre through dedicated
software installed on all PCs. The IT administrator and teachers have the ability to view web access
or other computer activity that students engage in, on all computers located within Abbeyleix FETC.

18. Breaches of this policy will result in the withdrawal of student’s internet and e-mail
privileges.
19. Cyber bullying is prohibited.

20. Once a learner activates their account by login, they are then responsible for all activities that
relate to this account. The Centre maintains the right to check computer files and monitor the websites
accessed by regular random selection.

21. Learners should only access the Computer Rooms when they are timetabled officially in those
rooms.
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Appendix 4 Best Practice for Online classes when
using MS Teams

For blended learning and in the event of Centre closures teachers will use MS Teams as part of
their blended learning approach.

Student Guidelines when attending Teams class:

If you are unable to attend an online class, please let the teacher know you will not be
attending.

When attending an online class on MS Teams please make sure that you have access
to the platform well in advance of the scheduled time.

You will only be able to access the class through your LOETB account in Microsoft 365.
Your teacher will email an invitation to the class before the start time.

Make sure your device is fully charged.

Please be sitting at your workstation and logged in at the designated time. A student
logging in late disrupts the class.

Make sure you are in an appropriate setting to attend a virtual class i.e. in a private area
with no noise or distractions where you can turn on your camera when requested.
Please mute your microphone on joining the class and follow the direction from the
teacher as regards mute/unmute.

Please turn on your camera if requested to do so by the teacher.

Ensure that you have all resources that you may need for the class ready and by your
side e.g. sketchbooks, textbook, notes, calculator etc

Under no circumstances can any learner take videos, pictures or recordings of the online
class.

Please interact and engage with the class content when invited to do so by the teacher
in a way which will contribute to the flow of the class.

Complete any work assigned during the class to the best of your ability.

Students Please Note:

The following policies apply online as they do when attending on-site classes:

Code of Behaviour/Attendance Policy/IT Acceptable Use Policy/Child Protection Policy
Please be conscious of contacting teaching staff outside of Centre hours.

The same standards of respect and dignity are expected online as they are in the
classroom.
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Appendix 5 Printing Policy

Printing is available to all learners in the Computer Rooms at Abbeyleix FETC subject to
permission from a class teacher. The following guidelines have been developed:

Printing Guidelines

1. All computer users with a login account can print-out a hard copy of their work on desktop
computers in Abbeyleix Further Education and Training Centre.

2. To prevent wastage of printing resources, users should use PRINT PREVIEW at all times to
check print settings before printing.

3. Before sending a print job ensure there is sufficient paper loaded in the correct printer and
there are no warning messages on the print unit.

4. Itis important that you submit the PRINT command only once to avoid printing multiple copies
of a document. Allow adequate time to ensure a successful print job before re-sending.

5. All computer rooms will have black and white (mono) printers only. There is no requirement
to print in colour for QQI submissions. If you want to print in colour you will have to make
alternative arrangement to print your assignments/projects outside the Centre.

6. The printing of internet webpages is strongly discouraged due to the amount of wasted printer
resources unless required for projects/assignments.

7. If you have any printing problems contact your class teacher immediately.

8. Only print materials of academic relevance.

9. Learners must collect their printout as they are printed and remove them from the printing
area.

10. Please wipe down the printing area, printer and PC after use.

Signed: ..o Date: ..o,
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Appendix 6 Application for Learner Assistance Fund

LOETB’s Learner Assistance I.T. fund supports the purchase of |.T. equipment to assist you in your
studies. To apply for this fund, you must be currently attending a course that is a minimum of 8 weeks
long and the item that you wish to purchase must be relevant and necessary to support you to
complete your course. Please complete this form fully and submit it to your manager for approval
before you buy the equipment. Please speak to your Teacher/Tutor or Learner Support Worker before
completing your application for further information and support. Incomplete forms cannot be processed
or approved.

You can apply for this funding under two strands:

1. First time applications: you can apply for funding up to €300.00 for a laptop, tablet, ACORN or
item from the approved list. Please see Appendix 2. Complete the form fully and submit to your
Centre or Service Manager for approval before you buy the equipment. You can only submit one
application per calendar year. List of eligible items and non-eligible items can be found at
Appendix 2, however, approval remains at the discretion of the Centre or Service Manager.

2. Applicants that have successfully applied for this fund previously can apply for funding up to
€100.00. Complete the form fully and submit to your Centre Manager for approval before you
buy the equipment. You can only submit one application per calendar year. List of eligible items
and non-eligible items can be found at Appendix 2, however, approval remains at the discretion
of the Centre or Service Manager.

If your application is successful, you will be informed in writing with instructions on how to proceed.
Closing date for applications is 06" October 2023 and the fund is now open
If you are not eligible to apply for this fund, please enquire in your Centre about the

Laptop Loan Scheme.

Section 1 — Personal Details

Full Name Home Address

Phone Number

Email PPSN

Section 2 — Course Details

Name of Centre or Service You Attend and name of your Teacher/Tutor
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Course Name and Level Start Date (Month/Yr) | Approx. End Date

Section 3 — Qualifying Criteria

Are you in receipt of a DSP payment or dependent on an
individual in receipt of a DSP payment? vestl  Noll

If you answered yes above, what is the name of the payment?

Please provide evidence of this payment

Do you have a Medical Card?
Yes O No [J
Please provide evidence (photocopy/photo)

Are you in receipt of an LOETB payment?
Yes [ No ]
(For example, Training Allowance, VTOS, Youthreach)

Are you in receipt of a SUSI grant or any other educational grant?
Yes O No [J
If yes, please provide evidence of this payment

Section 4 - Strand 1: First Time Applicant for funding up to €300

Details of Equipment or Software

Please give details below of the laptop, tablet or ACORN for which you wish to apply for this fund and
the reason you need the item for your course.

If you receive approval in writing, you must provide an original, printed receipt, as copies will not be
accepted. LOETB will hold the receipt and items cannot be exchanged without LOETB’s prior
knowledge and consent.

Item Proposed (incl. Make/Model) Reason Cost
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Declaration

| confirm that the information provided in this application is accurate, correct and complete and | consent
to the processing of my data by LOETB. | am aware that any attempt to make a false application will not
proceed.

Learner Signature Date

Parent/Guardian (if Learner is under 18) Date

Section 4 - Strand 2: Learners who applied for funding previously (up to

€100.00 available)

Details of Equipment

Please give details below of the item for which you wish to apply for this fund and the reason you need
the item for your course (Please see Appendix 2 for list of eligible/ineligible items).

If you receive approval in writing, you must provide an original, printed receipt, as copies will not be
accepted. LOETB will hold the receipt and items cannot be exchanged without LOETB’s prior
knowledge and consent.

Item Proposed (incl. Make/Model) Reason Cost

Declaration

| confirm that the information provided in this application is accurate, correct and complete and | consent
to the processing of my data by LOETB. | am aware that any attempt to make a false application will not
proceed.

Learner Signature Date

Parent/Guardian (if Learner is under 18) Date
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Centre/Service Manager Use Onl

Item

Applied For/Eligible

Date Received Recommended Sighed by Centre/Service Date
Manager
Yes [ No J
Approved Signed by FET Manager Date
Yes [ No [

Amount

Amount to be Awarded
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Appendix 1 (of appendix 6).

DATA PROTECTION

Laois and Offaly Education and Training Board [LOETB], Castle Buildings, Tullamore,
Co. Offaly is a data controller under the General Data Protection Regulations and the
Data Protection Acts 1988 - 2018. The Data Protection Officer for LOETB can be
contacted at

The personal data supplied on this application form and further documentation sought to
evidence the answers provided in this form, are required for the purpose of:

o Verification of identity and address
« Verification of socio-economic status
o Centre administration

All of which are tasks carried out to enable LOETB to identify learners most in need of
assistance.

Failure to provide the requested information may result in the application being deemed
invalid and an offer of assistance may not be made.

The personal data disclosed in this form may be communicated internally within LOETB
for the purpose of determining the eligibility of the applicant to receive assistance. Such
processing of personal data is carried out pursuant to Article 6(1).(a) of the GDPR such
that the data subject consents to the processing of his/her data. The processing of
special category data is processed pursuant to Article 9(2).(a) of the GDPR such that
the data subject has given explicit consent thereto.

The personal data provided in this Application Form will be kept for 1 year upon
completion of the programme unless there is a statutory requirement to retain some or
all elements of the data for a further period or indefinitely, in line with LOETB’s Data
Retention Schedule, which can be found at www.loetb.ie .

A copy of the full LOETB Data Protection Policy is available at
https://www.loetb.ie/data-protection.

If you as a data subject have any complaints regarding the processing of your personal
data, you have the right to lodge a complaint with the Data Protection Commission.
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Appendix 2 (of appendix 6).

Items that are eligible under the Reach
Fund

Items that are not eligible under the Reach
Fund

First Application: Laptop Air Pods

First Application: Tablet Kindle

First Application: ACORN Non-digital items
Printer Speakers/Boombox
Headphones for Educational purpose Software
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