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Purpose

DORSET COLLEGE DUBLIN

The purpose of this policy is to provide an overview of the learning supports that are made
available by the College and the standards with which the College should maintain in this
regard. It also is intended to outline how the learner perspective is incorporated in the
College’s management and operations, as well as the responsibilities of learners.

Scope

This policy applies to all learners on FET and HET programmes of Dorset College.

Policy Statement

Dorset College recognises that it has a duty to support its learners in a fair and reasonable
manner. It also acknowledges that the College must ensure that its support provision is
transparent, that learners are informed of these, and that the learner perspective is taken
into account. Furthermore, the College also recognises the importance of outlining to
learners how it expects its learners to conduct themselves. The policies in this section are
intended to provide detail and clarity to these areas.
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The College has in place a variety of academic learning supports for its learners to assist
them during their programme(s). These academic learning supports include:

_Swift response to miscellaneous academic queries through liaison with the programme
leader and/or Academic Operations Lead.

_Study support skKills.

__English language support.

_Library services support.

_Work experience support.

_IT support.

Given the disperse nature of the supports on offer, the College recognises the importance
of ensuring that the supports are integrated and that learners are regularly informed of
these supports. To ensure this cohesion and information, the academic learning supports
are coordinated by the QA Officer. Having a single person in charge of the coordination of
these learning supports helps ensure a clarity for learners as to where to request any
support and a cohesion of the supports that are offered. Furthermore, the College is
committed to ensuring its learners are fully informed of these supports and will promote
these through the College induction and VLE MOODLE, as well as through its learner
handbook.
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Study support skills

The College commits to the continued provision of study support sessions regularly during
the academic year. These sessions are free for all learners to attend and cover areas such
as: Academic Writing, Referencing, Essay writing, Research skills, in-class note taking,
study skills, and examination preparation techniques. The provision of these sessions is
coordinated by the College Librarian who ensures that learners are aware of these
sessions and monitors who is attending them. They will also follow up with the attendees
to assess if learners felt they benefited from the sessions and if learners would like other
specific topics covered in future sessions.

English language support

The provision of English language support is facilitated by the College’s English language
school. However, should a learner wish to avail of such supports, they need to first discuss
with the QA Officer who will liaise with the Director of Studies in the College’s English
Language School. These English language supports are not intended to compensate for
learners who do not have the minimum required level of English language competency
necessary for admission onto a programme — these must always be met. Instead, these
support sessions are intended to provide specific supports that a non-native English
speaker may need when undertaking an academic programme. These would include: an
explanation of technical jargon specific to the cognate area of the programme being
studied, clarification of assessment terminology, understanding of the meaning of
examination questions.
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Library services support

The library services support is facilitated by the College librarian, who provides regular
information on the library facilities. These sessions cover: library resources available to
learners, how to access information in the library, eResources available to learners. These
sessions are open to all learners. The College Librarian will liaise with the QA Officer to
assess attendance levels at sessions and with learners to get their feedback on sessions
and what they would like in future sessions.

Work based learning support

The College will have a dedicated liaison person who will support learners who avail of the
work-based learning modules, where they are offered on programmes. This will ordinarily
be a member of the College’s teaching faculty. This person will be the point of contact for
the learner for any work-based learning queries they may have. They will also provide
support for the learner during their work-based learning and will inform the Programme
Manager if a learner is experiencing difficulty during their work-based learning experience.

IT Support

The College has dedicated ICT personnel who provide technical support for learners. This
technical support is available as a drop-in service, or learners can make an appointment
with the College’s IT staff through Moodle. The IT support covers all aspects of how
learners interact with their programme through the use of technology.
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]

Academic This would include support for the use of IT hardware provided by the College, access
Learning issues that the learner may experience when trying to logon from their IT equipment to
Supports eResources provided by the College, downloading and use of software related to the

programmes that they are studying in the College.
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Non-Academic
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To supplement the Academic Learning Supports outlined previously, the College also has
an array of Non-Academic Learning Supports. Dorset College is committed to providing
holistic support for each learner and through the Student Experience Leader ensures there
is an array of academic and non-academic learning supports which are set out earlier in
the QAM and include:

_ Learning Enhancement

_Pastoral Care

_Counselling service

_Careers Support Service

_Learners with additional learning needs or disabilities
_Class Representative support

_International Learners

_Healthcare

Given the diverse nature of the supports on offer, the College recognises the importance of
ensuring that the supports are integrated and that learners are regularly informed of these
supports. To ensure this cohesion and information, the academic learning supports are
co-ordinated by the Admissionas Lead and the Quality Assurance Lead. Having a single
person in charge of the co-ordination of these learning supports helps ensure a clarity for
learners as to where to request any support and a cohesion of the supports that are
offered. Furthermore, the College is committed to ensuring its learners are fully informed of
these supports and will promote these through the College induction and VLE, as well as
through its learner handbook.
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Pastoral Care

The College is aware of the adjustment that learners can face in transitioning into a further
or higher education programme, whether they are coming from secondary school,
returning to education or transitioning to the Irish education system from another country.
Furthermore, learners may also struggle during their academic career as their coursework
proves challenging or personal circumstances impede their ability to complete their
academic tasks as competently as possible.

Therefore, the College has in place pastoral care support, which assists the learner with
their transition to further or higher education, as well as supporting learners during their
studies with the College.
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Counselling Service

The College has a fully qualified counsellor on its staff who fulfils the role of learner
counsellor, in addition to other roles. Should a learner wish to avail of this service, or if a
member of staff recommends that a learner avail of the College’s counselling service, they
should liaise with the QA Officer who will arrange a session in conjunction with the learner.
The College provides up to four fully subsidised counselling sessions, and an additional
four sessions are partially subsidised. Should a learner wish to avail of further counselling
sessions, the College would consider further subsidising on a case-by-case basis.

Learners with Additional Learning Needs or Disabilities

The College is committed to ensuring access to its programmes are not restrictive to
learners with additional learning needs or disabilities, and that all learners are supported
during their studies. Therefore, once a learner has demonstrable evidence that minimum
entry requirements have been met, the College will provide assistance to learners to
support their achievement on their programme.

Central to how it facilitates learners is the College’s adherence to the principles of
Universal Design, as set out by Ahead. The College is committed to ensuring that these
are embedded across its Teaching, Learning and Assessment:
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Non-Academic Dorset College is committed to enhancing the learning experience for all learners and to
Learning this end has appointed our Head Librarian as Head of Enhancement.

Supports _Teaching:

-The College will ensure that course notes are made available to learners in a format
appropriate for them.

- The College will provide CPD training for faculty on teaching in accessible formats.

- The College will support faculty to integrate the 7 principles of universal design into their
teaching methodology.

_Learning:

-The College will provide study skills sessions for all learners including masterclasses on
academic referencing and writing, and specific sessions on study skills for learners with
disabilities.

-The College will encourage learners to bring any additional academic needs to their
attention at the earliest possible instance (ideally at registration).

_Assessment:

- The College will provide all reasonable accommodations required for the assessment of
its learners.

- The College will provide clear information on the assessments, and expected criteria, that
it will use.

-The College will facilitate, if possible, alternative assessment instruments to be used,
where required.
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As the College premises consists of listed buildings, the ability of the College to provide
accessible infrastructure is limited. However, the College does try to ensure its premises
are as accessible as possible, whilst working within these restrictions.

Class Representative Support

The College recognises the important role that class representatives perform in ensuring
that the learner experience is as positive as possible. They can often act as a vital link
between the College’s management and administrative staff and its learners and ensure
that issues that arise for learners can be resolved in a timely manner. Each year a class
representative is elected by their peers and facilitated by the Student Experience Leader.
One meeting per semester is arranged with the relevant programme leader with the
Student Experience Leader acting as Secretary.

The College recognises that class representatives need to be informed and supported in
the role that they are undertaking. To support its class representatives, the College

provides class representative training that is aligned to the NStEP programme. This covers
the following areas:

_The Class Rep role

_The Student Learning Experience

_Gathering Learner Opinion

_Effective Feedback

_Developing Solutions

_Making Change Happen

_Closing the Loop

It is also the College’s intention to become part of the NStEP programme.
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L

Non-Academic Student Governance

Learning | | - | | | |
Supports Dorset College is committed to collaborating with the wider learning community and to this

end has empowered the learners to set up a Student Council to discuss matters; academic
and non-academic which impact on their learner journey and to work in partnership with
the College. The Student Council meets every six weeks and works to an agreed agenda
and is in addition to the Class Representative System.

The Student Experience Leader facilitates this process and acts as secretary and
administrative support for example booking rooms and minuting their meetings which are
agreed by the Student Council.

Membership  Chair

_Secretary (non-active)
_Head Representative
_Class Representatives

Terms of Reference o _ o
_A Head Representative is elected by a simple maijority of all present.

_Representatives vote on the agreed issues; academic and non-academic.

_Issues which are voted on by majority are brought by the Head Representative to the
Senior Management Group (facilitated by the Student Experience Leader) for actions to be
agreed.
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International Learners

The College recognises that international learners (For the purposes of this policy,
‘international learners’ refers to non-EEA learners) may need dedicated supports. It also
recognises and commits fulfilling all of its obligations in line with QQI’'s Code of Practice for
Provision of Programmes of Education and Training to International Learners. The College
endeavours to follow the principles of learner integration, transparent and up-to-date
information provision and facilitating feedback mechanisms that are embedded within the
QQI Code of Conduct.
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Protection of Enrolled Learners

_Ensure Protection for Learners arrangements are in place for all programmes that
international learners enrol on and that learners are aware of such arrangements.
_Pubilicise its refund policy and make this available to all learners and potential learners.
_Ensure that the information provided to international learners prior to enrolment, such as
that in its marketing material, is clear, transparent and accurate. It will also provide details
of who an international learner may contact for more information prior to enrolment, if they
SO wish.

_Provide programme specific information to international learners prior to the
commencement of their programme, such as programme start dates, attendance policy
etc.

_Ensure learners are aware of all costs associated with a programme prior to commencing
on that programme. This would include medical insurance costs and other auxiliary costs.

_Ensure that learners are aware of how the College collects fees and the schedule for this.

_Engage in due diligence to ensure that it works with reputable international recruitment
agencies.

_Provide clear details of the entry requirements for its programmes to international
learners.

_Provide any necessary supports for international learners who may need assistance
transitioning to Irish society or the Irish education system.

NOTE:

The list above is not intended as a replacement for the obligations of the College as set
out in QQI’s Code of Practice for Provision of Programmes of Education and Training to
International Learners. The College is fully committed to the obligations of the Code of
Practice.
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]
Non-Academic Healthcare
i Should a learner wish to avail of healthcare services, the College has an agreement in
Learning
Supports place with a local GP, who will provide their services to learners of Dorset College at a

reduced rate. Information on this is made available to learners through a range of
communications.
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Evidence

Inform College:

If a learner foresees their absence from
an assessment, they should inform the
Quality Assurance Lead who will request
the learner to complete a Personal
Mitigating Circumstances (PMCs) form,
and any supporting documentation. This
form will be found in the Learner
Handbook and on Moodle.

Learner

Quality Assurance Lead

Personal Mitigating
Circumstances form

Review of Personal Mitigating
Circumstances request:

All PMCs are reviewed by the Academic
Management Committee, who will make a
decision to grant or reject an extension or
deferral based on the details of the PMC
and the weight of supporting
documentation supporting this.

Academic Management
Group

Minutes of AMG

238


#
#
#

Personal
Mitigating
Circumstances
Procedure

Procedure Stage Responsibility

DORSET COLLEGE DUBLIN

Evidence

Ordinarily, a deferral will only be granted
when there are significant personal
circumstances that impede a learner from
submitted, or sitting for, an assessment
on the set date. Such circumstances may
include, but are not limited to, the
following:

_Death of a family member.

_lliness to themselves or close family
member where a doctor has
recommended that the learner not attend,
or is incapable of submitting, an
assessment or sitting an exam.

Response to Learner: Academic Management
The learner will be notified by email of the Committee

decision of the AMG, with reasons for the

decision. Should a deferral be approved,

the learner will be advised of a new

assessment submission or sitting date.

Email to learner
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Evidence

If the deferral is not approved, the
learner will be advised that they are
required to submit or sit for the
assessment at the previously agreed
date.
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The College recognises the importance of attendance and the correlation that this is
shown to have on assessment performance. It also recognises the obligations that it has
with regards fulfilling the learner visa requirements of its non-EEA learners. Therefore, the
College is committed to ensuring it maintains accurate and detailed records of the
attendance of learners.

The College uses its VLE to record attendance. It also records attendance through an
attendance register that learners must also sign during class. This allows for a learner’s
attendance to be “live” and fully accessible to the learner when they login to Moodle. The
signed attendance sheets allow for the College to be able to cross reference the validity of
a learner’s attendance.

_Learners may be allowed to enter the classroom up to 15 minutes after the starting time,
if the lecturer permits. If a learner is regularly late, the lecturer can refuse entry to the class
or ask the learner to wait until the break.

_Learners are responsible for all material covered in their absences, and they are
responsible for the academic consequences of their absences. The lecturer does not have
to save class material for a learner.

_If alearner is sick, they are expected to inform the College by phone or email in a timely
manner and to present a sick certificate, if applicable, on their return. This sick certificate
will be kept on the learner’s file.
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Attendance
Policy _If a learner knows that they will be absent for a foreseeable reason, such as a dentist or

hospital appointment, they should inform the College beforehand.

_Learners who have student/learner visas are required by G.N.I.B. to attend a minimum of
85% of classes per semester and/or academic year.

_Any absences must be reported and explained to the College, if possible beforehand.

_The GNIB will be advised by the College about any learner who leaves before the end of
their course.

_Itis not possible for students/learners to change class times from those originally
presented to the GNIB at the point of registration.

_Any learner who misses more than 50% of classes over a six-week period will get a
warning from the College.
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]
Attendance _If the learner continues to be absent they will get a second warning letter two weeks
Policy subsequent to the first warning letter.

_If attendance has not improved in in the subsequent 2 weeks, GNIB will be informed and
the learner will be removed from the programme.

_Should a discrepancy be found in a learner’s attendance, such as the learner being
marked present when they are in fact absent, the College will treat this as a serious
disciplinary matter and will follow the appropropriate disciplinary process.
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General Refund Policy

Course Fees are outlined on the Fee Schedule which is available on the College website
and promotional materials. A deposit is required for all courses to register and is
non-refundable. All course fees must be paid in full on or before the commencement date
of the course unless otherwise agreed and fees are non-refundable.

In the event where the learner wishes to cancel an enrolment, notice of cancellation must
be provided in writing and applies from the date it is received by Dorset College.

Days before commencement Refundable fees

28+ days Full paid fees, except €150 non-refundable deposit
14-27 days Full fees paid, subject to a minimum total charge of €250
7-13 day 50% of fees paid, subject to a minimum total charge of
€250

Less than 7 day 30% of fees paid, subject to a minimum total charge
of €250

On/after start No refund

Note: for full terms and conditions see www.dorset-college.ie
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Refund Policy for International Learners

For international learners the General Refund Policy does not apply and whilst Dorset
College does not ordinarily provide refunds after the imminent commencement of its
courses, it also strives to offer support for learners or potential learners whose life
circumstances change dramatically.

Course Fees are outlined on the Fee Schedule as provided to each applicant and as per
the College website. Full fees are payable in advance and immigration documentation will
only be released upon receipt of full payment of account as invoiced. As permission to
travel (study visa) and permission to remain (GNIB registration stamp 2/2a) are at the
discretion of the Irish government, the following refund policies will apply:

_Refusal of Visa Application: Dorset College will refund all monies less a standard
deduction of €350, within 20 working days, upon production of a Letter of Refusal, or
reference number, from the relevant visa office in respect of a Visa refusal or appeal.

_Refusal of Renewal of GNIB Student Registration: Dorset College will refund all
monies, less a deduction of no more than €150, within 20 working days, upon production
of documentary evidence from INIS/GNIB indicating that renewal of student status has
been refused.
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_Registered student: Once a student has received permission to travel/permission to
remain, all course fees are non-refundable. No refunds will be made to students who fail to
attend classes or do not finish their courses.

_Currency policy: We reserve the right to refund course fees at the same rate less
administration charges in the original currency of sender.

_Force Majeure: In the case of force majeure situations refunds will be only considered on
a case by case basis and this will be at the discretion of college management.

_Medical Insurance: Once purchased Medical Insurance is not refundable.

_Credit / Debit Cards: In the event of a refund, monies paid to the college by credit / debit
card can only be refunded to that same card.

Note: Dorset College reserves the right to cancel or reschedule any course at any time. In the event that an
application is made with fake or fraudulent documentation we reserve the right not to refund fees. In the unlikely
event of cancellation your deposit/fees will be refunded and the Irish National Immigration Service will be notified.
Dorset College also reserves the right to reschedule the start dates of all courses and if necessary to vary the content.
Except where expressly stated, all fees are non-refundable. See the College website for full terms and conditions.

Please visit our English language website for refund policy in relation to EFL courses. https://english.dorset-college.ie
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Evidence

Submit Refund Request Form:

If a learner wishes to apply for a refund,
and deems they are eligible for such a
refund after review of the College’s refund
policy, they should make a formal request
for this through one of the College’s
Admissions Department.

Learner

Admission Department

Refund request form

Review of Refund request:

All Refund requests are reviewed by the
Admissions Lead who can liaise with the
Director of Sales and Marketing if
necessary.

Admissions Lead
Director of Sales &
Marketing

Response to Learner:
The learner will be notified by email of the

Admissions Lead

Financial Manager

Email to learner
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Evidence

refund decision, with reasons for the
decision. Should a refund be approved,
details will be sent to the College’s
Accountant who will arrange the refund.

The learner will be advised of their right to
appeal to the Managing Director and the
appropriate form will be provided which is
also available on the College website.
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The College recognises the value of learner feedback and importance of accommodating
the learner perspectives in its management, operations and administration.Therefore, the
College will:

_Survey its learners twice per semester (during and at the end) to ascertain their overall
experience of the College through SurveyMonkey which is completely anonymous and
facilitated by the Academic Operations Lead.

_Get qualitative feedback from its learners annually on their perspective of the sufficiency
and quality of the learner resources and supports at their disposal. This will be achieved
through focus groups with our Academic Operations Lead, Class Rep Meetings with the
Programme Leader and Dorset College Student Council.

_Include learners in appropriate Groups and Committees in the College to allow for a
learner perspective to be included in College decision-making to ensure partnership and
collaboration to build an inclusive community of learning at each level specifically
Academic Council.

The feedback obtained from the learners through these consultative processes will be
considered, and any necessary follow-up actioned, by the College’s Academic
Management Group or the relevant Lead and/or Department.

The feedback loop will be closed by the Student Experience Leader and shared with the
student body via their Class Representative and/or Student Council as appropriate and
ultimately will form part of the Annual Monitoring Report to be signed off by Academic
Council.
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]
The Learner Code of Conduct sets out the expectations that the College has for learner
? 6 conduct and behaviour. It is intended to help facilitate a harmonious and collegial learning
[ environment for all learners, and a positive work environment for College staff and faculty.

The Code of Conduct states:

Learner Code

of Conduct _ Learners will not be disruptive in class or the College environs and/or interfere with their
peers, faculty or College staff.

_Learners will be respectful and courteous to their peers, College staff, faculty and other
stakeholders at all times.

_Learners will not intentionally behave in a manner that may bring themselves, their peers
or the College’s name into disrepute.

_All College communication will be respectful and collegial. Communication that is
confrontational in nature will not be tolerated.

_Learners are responsible to ensuring their regular and punctual attendance at their
scheduled classes. Learners will not attempt to enter a class after the recommended time
if the lecturer does not permit entrance to the classroom.
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_Learners are responsible for proactively notifying the College if they are scheduled to be
absent for a period of time.

_Learners will be respectful of the College’s property and facilities.
_Learners should ensure that they are informed of the College’s policies and procedures.
Note:

_Should a learner not abide by this Code of Conduct, they may be subject to the Learner
Misconduct Procedures.

_Criminal Offences (including theft) shall be referred to the authorities and which may

constitute Gross Misconduct.
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Dorset College categorises offences into Major or Minor incidents of misconduct as
follows:

_Major misconduct includes but is not limited to the following:
Learner Code

of Conduct

e Furnishing false information to the College with intent to deceive.

. e Forgery, alteration or misuse of College documents, records or student identity cards. This
Catego"es of includes, but is not limited to, attendance records, reference letters, registration status
misconduct letters, certificates, assessment results and transcripts.

e Physical or verbal harassment, bullying or abuse of any learner or member of staff of the
College.

e Malicious destruction, damage or misuse of College property, including Library materials
and computer equipment, or of private property on the campus (over €50 replacement
cost).

e Unwarranted interference with College’s safety equipment, fire-fighting equipment and
alarm systems or failure to observe fire drill procedures.

e Use of alcohol or other substance use on the campus or the premises of any partner or
organisation utilised for the completion of the programme of study.

e Forcible occupation of College buildings.

e Activities by learners outside the College while engaged in work experience, placement, co
curricular events, volunteer placement, study tours, assignments organised by the College
or while representing the College, its Clubs or Societies, which would breach the
regulations of the College.

e Incitement or encouragement of any other person or persons to do any of the above.
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_Minor misconduct includes but is not limited to the following:

e Littering

e Disorderly Conduct

e Causing minor damage to College property or private property on the campus (involving up
to €50 replacement cost).

e Being in unauthorized areas without permission

e Failing to establish identity on request.

e Conduct, which disrupts or is likely to disrupt lectures, research, study, examinations, use
of College facilities or the administration of the College.

e  Conduct which obstructs or is likely to obstruct a member of staff of the College, or a
person authorized by the College to carry out specific tasks, in the performance of his or
her duties.

e Areprimand from an authorised College official.

Note: Penalties for Minor Offences Where a learner is found guilty of the offence charged, the
Disciplinary Committee is empowered to impose any of the following penalties, either separately
or in combination
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Procedure Stage Responsibility Evidence
Complaint: Academic Operations Written Complaint
If a member of College staff, faculty, Director of Academic

learner or other stakeholder wishes to Operations

make a complaint about a learner’s
behaviour, they should do so in writing to
the Academic Operations Lead. The
complaint should be supported with any
documentary evidence to support the
complaint, or details of others who may
have witnessed an incident. A complaint
form will be enclosed in the Learner
Handbook, on our VLE Moodle and the
College website.

Investigation: Staff member assigned
The Academic Operations Lead will then as investigator

arrange for the incident to be investigated.

Ordinarily, the Academic Operations Lead

will assign a member of the College’s staff

to lead the investigation. This person

should have no involvement with the

incident being investigated.
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Evidence

The investigator will verify the validity of
any supporting evidence submitted. The
investigator may also interview the

person who made the complaint, the
person who the complaint has been made
against, and/or any other person who was
involved or witnessed the incident in
question.

Investigation report: Disciplinary Committee
The investigator will submit a report to the

Disciplinary Committee who will determine

if the complaint merits the following:

_No misconduct
_Minor misconduct
_Major misconduct

_Gross misconduct

Notification to Learner
(if applicable)
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Evidence

__Should the Disciplinary Committee
decide on No misconduct, no further
action should be taken.

_Should the Disciplinary Committee
decide on Minor misconduct, the learner
will receive a written warning and
informed that three such instances of
minor misconduct will result in a
temporary suspension of the learner up to
a maximum of one week and will amount
to Minor misconduct. A fine of up to 50%
of the yearly fee may also be imposed
relative and proportionate to the finding of
Minor Misconduct.

__Should the Disciplinary Committee
decide on Major misconduct, the learner
will be suspended from the College for a
period of 1 week and this will be marked
on their permanent record. If such Major
Misconduct or another incident occur this
may constitute Gross Misconduct.

s}
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Evidence

_During this time the learner’s attendance
will be counted as absent and the learner will
not be allowed to sit or submit an
assessment if an assessment date falls
during the suspension.

__Arecord of this misconduct will be kept on
the learners file for the duration of their
studies with the College, and the learner will
be informed that two such instances of Major
misconduct will result in their expulsion from
the College.

_Should the Disciplinary Committee decide
on gross misconduct, the learner will be
expelled from the College.

_In making the decision, the Disciplinary
Committee must use only the available
evidence from the investigation and may ask
to meet with the learner if any clarifications
are needed.

Note: all decisions can be appealed to the
Appeals Committee within 10 days of the
decision.
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7.7

Review of Support
for Learners Policies
and Procedures
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The College will review these Support for Learners policies and procedures on an annual
basis. This review will assess the adequacy and effectiveness of the support services
offered, as well as the learning environment.

The following individual(s) will be involved in this review:

Academic Dean of Academic Quality Assurance
Operations Lead Affairs Lead
1 Lecturer Head of Library, 1 Learner

Information Systems
and Enhancement

Student Experience
Leader
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