Policy on Student Behaviour
Preamble
The College strives to create a climate which facilitates teaching and learning for all, in a well ordered environment.

The college is committed to preparing students for their professional lives, fostering an atmosphere of responsibility for one’s own behaviour and learning and of respect for others, for property and for the life and good name of the College.

A student includes any person who is formally registered for a full- time or part-time course of study with the College.

“Staff” includes any person employed on a whole-time or part-time basis in the College.

General Rules

•
Preparation and punctual attendance at class is mandatory.

•
All coursework must be faithfully completed by students, as their own work to the best of their ability and within deadlines.

•
Work experience is an essential component of many courses and, as such, must be completed in accordance with College and employer rules.

•
Any external employment undertaken must not interfere with a students’ participation in college and academic performance.

•
Students must not intimidate, harass or bully others.

•
The use of video phones is banned at all times as is the use of mobile phones in class, library and other restricted areas

Students are expected to behave in such a way that will cause no disruption, damage or risk of damage to:

a)
The education and/or the legitimate activities of students, staff and other persons.

b)
The equipment, materials, buildings and other facilities of the College, its staff and other students.

Sanctions

The College may take disciplinary action against any student who infringes its rules and regulations.

Infringements may be classified as either minor or as serious.

The range of penalties which may be enforced include warnings (both verbal and written), fines, suspension and expulsion.

Students have the right of appeal.

General Comment
This code should be read in conjunction with other College policies and regulations.

POLICY ON ACCESS, TRANSFER AND PROGRESSION

The College policy on Access, Transfer and Progression is guided by its mission statement. In particular the college aims to provide the highest quality educational service to students in terms of

•
Quality certification bodies

•
Personal growth and development

•
The provision of pathways of progression to higher students

The College, by its procedures will ensure that:

•
The arrangements for learner entry onto programmes are clear and concise.

•
Learners have adequate information to encourage and enable access to the Colleges’ programmes,

•
The college has an accessible and transparent process for the recognition of prior learning.

•
Learners have access to information on transfer and progression opportunities, including professional advice where needed.

These procedures will, at all times, be designed to enhance the availability of learning opportunities for all our learners; current, past and potential

Policy on Equality
The College, through its Mission Statement, aims to provide for the care of each individual learner and for their personal growth and development.

The College acknowledges the rights of all learners and tries to ensure that all learners are made aware of their rights and responsibilities with regard to the College and fellow learners.

The College will promote equality of opportunity and comply with all equality legislation.

The College also acknowledges the special needs of some students and its role in promoting diversity and mutual understanding.

The College is committed to supporting students with learning disabilities and will initiate procedures that contribute to their integration into College life and the successful completion of their studies.

Policy on Staff Recruitment and Development
The College is committed to transparency and fairness in the recruitment of staff and is committed to the ongoing development of all staff

Recruitment Guidelines are prepared by the City of Cork V.E.C. as per regulations laid down by the Department of Education & Science.

Pan-time Teachers are recruited in accordance with VEC guidelines.

All new Staff are assured that a process of induction is in existence.

The College is committed to the on-going training and development of all staff and will facilitate this through the provision of a training officer, consultation with staff

The College will encourage an incremental approach to staff development arid will ensure that the process incorporates review and evaluation.

College
Policy on Programme Development Delivery and Review

The College’s mission statement aims for the “provision of a quality teaching and assessment service” and for “examination success”
To achieve these aims, the College is committed to the development of programmes that meet identified needs and to develop such programmes in conjunction with relevant stakeholders.

The College will ensure that staff are trained and experienced, to an appropriate level, for the programme being taught and that programmes will include a Work Experience element, where appropriate.

The management of the College are committed to the ongoing review and assessment of all programmes being offered and are conscious of the need to involve both providers and learners in this process.

The management of the College ensures that all programmes offered are properly approved prior to public offering. Management are conscious of and open to the need to update, adjust and redevelop programmes where the needs of stakeholders change.

Policy for the Recording and Evaluation of Learner Achievement

The College is committed to the development of systems that accurately and transparently record learner achievement while with the college.

The systems will be designed to provide information on the transfer and progress of students within the National Qualifications framework.

The system is seen as an essential component in the provision of information for the purposes of programme planning and evaluation.

The current, manual, systems will be upgraded to a holistic, computerised database designed to use best practice and procedures.

The developed system will be designed in accordance with relevant legislative parameters.

Policy on the Protection of Learners
The college is committed to procedures that clearly protect learners where programmes are cancelled, whether these courses are provided directly by the College or on its behalf by other providers.

In the event of cancellation the College will ensure that the learners can complete their programme with another provider, if started, or will ensure a refund of fees/contributions to learners.

The procedures will ensure that details of the cancellation will have been recorded and students contacted. Where no learning has taken place a fee refund scheme operates and alternate courses will be offered, where possible.

College
Policy for the Assessment of Learners
The College aims, in keeping with its mission statement to provide all learners with the opportunity to develop their fill intellectual, vocational and personal potential.

Assessment is an integral part of the learning process and it is the policy of the College that all learners are assessed in a fair, transparent and consistent manner. The College is committed to employing assessment methodologies which are appropriate to the assessment and the learner

A system of procedures has been developed to implement this policy. A Deputy Principal has overall responsibility for ensuring compliance with this policy and the system of procedures. It’s the policy of the College that all learners be entered for certification.

It is College policy that students be continually informed and kept up to date about all aspect of their course including assessment criteria deadlines, timetables and results.

Policy on the Evaluation & Monitoring of Programmes and Services

Monitoring
The College will monitor the implementation of the quality assurance policies and procedures it has developed.

Monitoring will he concerned with the effectiveness and efficiency of the developed procedures amid will be carried out systematically and consistently.

Monitoring will seek areas of provision that are successfully implementing policy and those which are not. Monitoring will seek clear evidence when checking the implementation of any policy and will include the use of a monitoring plan which will show the various responsibilities for the implementation of each policy element.

The monitoring process will be linked to improvement mechanisms and to the evaluation of programmes and services,

Evaluation
The evaluation of programmes and services is seen, by the College, as an essential component of its quality Assurance systems.

All programmes will be evaluated; at least, every third year .The process will involve both staff and learners and will make use of the services of an external evaluator.

A report will be produced which will contain the findings of the evaluation of the programme and the services related to it and will identify the strengths and weaknesses of the programme, areas needing improvement and recommendations for improvement.

Anti Bullying Policy
Within the framework of the overall College code of behaviour and discipline.

The College is committed to a policy of equal opportunity in education and to ensuring that all students have as complete and equitable access to all aspects of College ide as can reasonably be provided.

The College adheres to the underlying principles of recent legislation: Education Act 1998, Equal Status Act 2000. In aiming to foster an atmosphere of respect, understanding and support between all, the College supports an ethos of partnership, accountability, transparency, inclusion, and respect for diversity, student choice, and equality.

in order to foster and achieve an atmosphere of respect and understanding between all the college community, the College has developed a code of behaviour and discipline for students. The College will endeavour to ensure that the student code is observed and that discipline and good order are maintained.

The College will seek to ensure that disciplinary procedures are implemented with fairness and integrity.

The College’s anti-bullying policy is part of the student code of behaviour and discipline The objectives of the anti-bullying policy are:

•
To endeavour to define bullying

•
Promote awareness of the issue of bullying

•
Provide an effective procedure for dealing with allegations of bullying

Outline to students their rights and responsibilities

•
Define the Colleges rights and responsibilities to students

Scope of the policy:

This policy applies to the whole college community in their relationships with students, teachers, management, office and ancillary staff.

For the purpose of this document and all College policies relating to behaviour and discipline, the definition of bullying and its various forms is as follows:

“Bullying is repeated aggression, verbal, psychological or physical, conducted by an individual or group against others. Isolated incidents of aggressive behaviour while they should not he condoned can scarcely be called bullying. However when the behaviour is systematic or ongoing it is bullying”

(Department  of Education: Guidelines — Dublin 1993)

Types of behaviour deemed inappropriate:

Verbal Bullying...

Physical Bullying...

Gesture Bullying...

Exclusion Bullying..
Extortion Bullying...

E-bullying...

The behaviour will be systematic and ongoing - rather than one off; distressing and hurtful to the victim rather than good-natured fun: one way -- rather than an exchange.

The College has the responsibility to:

I.
Promote an anti-bullying policy and ensure that every person in the College is afforded their entitlement to respect and equality.

2.
Work proactively, in as far as is realistic; to ensure that bullying does not take place.

3.
Create a College ethos which encourages disclosure and discussion of bullying incidents and behaviour.

4.
Set up support for both the bullied and the bully.

S.
Ensure that appropriate records of any reported incidents of bullying will be maintained,

A student who reports an alleged case of bullying has the right to:

1.
 Be treated with dignity and respect.

2.
Be secure in the knowledge that all incidents are taken seriously and treated consistently.

3.
Be confident that all reported incidents are recorded and the appropriate procedure followed.

Every student who alleges that a ease of bullying has occurred, has the responsibility to:
1.
To report any incidents of bulling promptly to the Class Teacher or Course Director.

2.
Co-operate fully in the investigation of the incident

College has the right and responsibility to:

1.
Investigate all reported instances of bullying.

2.
Record all incidents and instigate appropriate procedures.

Procedure for Reporting and Noting Incidents and Complaints of Bullying:

I
Appropriate personnel will interview all of those involved in an alleged incident of bullying.

2.
The alleged victim and alleged perpetrator of the incident will be spoken to and encouraged to solve the problem.

3.
Written statements from all involved in the incident will be taken.

4.
Offenders and victims of bullying may be offered counselling.

5.
if the student is dissatisfied, an appeal may be made through the college appeals committee.

Sanctions may include:

1.
Verbal warning.

2.
A contract of good behaviour.

3.
Suspension.

4.
Other sanctions as may be deemed appropriate.

Plagiarism Policy

Within the framework of the overall college code of behaviour and discipline. Student rules and regulations
The College adheres to the underling principles of recent legislation:

Education Act 1998, Equal Status Act 2000. In aiming to foster an atmosphere of respect, understanding and support between all, the College supports an ethos of partnership accountability, transparency, inclusion, and respect for diversity, student choice, and equality

The College will seek to ensure that disciplinary procedures are implemented with fairness and integrity.

The College’s Plagiarism policy is part of the student code of behaviour and discipline and in particular the section of the code relating to Examination Rules and Regulations.

Plagiarism is a serious infringement of the Examination Rules and Regulations of the College.

The objectives of this Plagiarism policy are:

•
To define Plagiarism

•
Heighten awareness among students as to what constitutes Plagiarism and the serious nature of the matter

•
provide an effective procedure for dealing with Plagiarism

•
Outline to students their rights and responsibilities

•
Define the College’s rights and responsibilities

Scope of the policy
This policy applies to all examination and coursework material produced by students during their studies within the college.

For the purpose of this document and all College policies relating to Plagiarism, the College provides the following definition:

“Plagiarism is the presentation of someone else’s ideas, arguments concepts or work as your own by failing to reference or acknowledge it properly”

Plagiarism is regarded as a serious academic offence, and evidence of plagiarism in students’ examination and coursework submissions will be penalised and may lead to formal disciplinary procedures.

The College has the responsibility to:

1.
inform all students of Examination Rules and Regulations in relation to all aspects of assessment, and more specifically, within the scope of this policy, all rules and regulations in relation to Plagiarism.

2.
Constantly monitor and cheek students’ assessments and coursework for plagiarism.
3,
Electronically process students’ submissions for plagiarism, including Internet plagiarism, if deemed necessary.

4.
Ensure that any disciplinary procedures implemented in relation to an incident of plagiarism, are applied with fairness and integrity.

5.
Maintain the integrity and quality of all examination and assessment criteria within the College.

6.
Ensure fairness and consistency in all aspects of examination and assessment of students.

Every student has a responsibility to:

1.
To be aware of all Examination Rules and Regulations pertaining to their course.

2.
To be aware of Examination Rules and Regulations specifically in relation to Plagiarism.

3.
Complete all cover sheets and other mandatory documentation relating to assessments.

Procedure for Dealing with suspected incidents of Plagiarism:

1.
Appropriate personnel will interview all of those involved in an alleged case of plagiarism

2.
If deemed appropriate, a student may be asked to attend a “Viva Voce” to discuss their work.

Sanctions:

If plagiarism is detected, the following sanctions may be applied:

I.
Zero grading on the particular assessment/coursework

2.
Other forms of assessment/coursework undertaken in the particular academic year may also be declared void if this is considered appropriate or necessary.

3.
Other sanctions as may be deemed appropriate. “Other sanctions” may well include the suspension of the student.

A Student who is suspected of Plagiarism has the right to appeal:

If the student is dissatisfied, an appeal may be made through the college appeals committee.

Policy and Code of Practice on Student Disability
The College is committed to a policy of equal opportunity in education and to ensuring that students with a disability have as complete and equitable access to all aspects of College life as can reasonably be provided. The Equal Status Act 2000 makes provision for a service provider, such as the College. to prepare and implement a code of practice setting out what it is doing to promote the inclusion of students with disabilities
This Code of Practice is intended to provide a model for a high standard of service to students with disabilities. The College will take reasonable steps to ensure that it does not place a student with a disability at a substantial disadvantage compared to a non-disabled student. A substantial disadvantage is one that entails time, inconvenience, effort or discomfort compared to other people or students and which is more than minor or trivial.

The purpose of this Code of Practice for the College is twofold:


Outlines to students with disabilities their rights and responsibilities in receiving reasonable accommodations in the College;

Defines the College’s rights and responsibilities to students with disabilities, and the College community.

For the purpose of this document and all College policies relating to students with disabilities, a reasonable accommodation might be any action that helps alleviate a substantial disadvantage. Making a reasonable accommodation might involve changing procedures, providing additional services (e.g. examination arrangements, materials in large print), or altering the physical environment.

Every student with a disability has the right to:

I.
Reasonable and appropriate accommodations (adjustments and supports) and/or auxiliary aids determined on a case-by case basis and in accord with the individual’s certified disability/specific learning difficulty.

2.
Appropriate confidentiality of disability records (files) and that disclosure of n formation will only happen with the student’s written consent.

3.
Information reasonably available in accessible formats.

4.
Be treated with dignity and respect.

Every student with a disability has the responsibility to:

1. Identify themselves in a timely manner as an individual with a disability when seeking an accommodation.

2. Provide documentation from an acceptable professional source that verifies the nature of the disability and the functional limitations resulting from the disability.

3. Follow the Student Disability Service and College procedures for obtaining reasonable and appropriate accommodations, examination accommodations and/or auxiliary aids.

4. Treat staff of the College with dignity and respect.

College has, the right to,

1.
Request an ‘Evidence of Disability Form’ (Form DS 2) completed by an acceptable professional source to verify the need for reasonable accommodations and/or auxiliary aids.

2.
Discuss a student’s need for reasonable accommodations and/or auxiliary aids with the professional source of his/her documentation, having obtained the student’s signed consent authorizing such disclosure and discussion.

3.
Select from equally effective and appropriate accommodations and/or auxiliary aids in consultation with students with disabilities.

4.
Deny a request for accommodation and/or auxiliary aid if the documentation does not identify a specific disability and/or functional limitation, if it fails to verify the need for the requested services or if it is not provided in a timely manner.

5.
Refuse to provide an accommodation and/or auxiliary aid that is inappropriate or unreasonable, including any that: pose a direct threat to the health or safety of others, constitute a substantial change or alteration to an essential element of a course or programme. or pose undue financial or administrative hardship on College.

The College has the responsibility to:

1. Provide to students with disabilities information regarding College policies and procedures and ensure that it is available in accessible formats upon request.

2.
Provide reasonable and appropriate accommodations and/or auxiliary aids for students with disabilities upon a timely request by a student.

3.
Maintain appropriate confidentiality of records and communication concerning students with disabilities except where the disclosure is authorized by the student.

More specifically, the College’s Student Disability Service has the responsibility to:

I.
Assist students with disabilities to self-identify and meet the College’s criteria for eligibility to receive reasonable and appropriate accommodations and/or auxiliary aids determined on a case-by-case basis.

2
Assure confidentiality (subject to the student signing the disclosure of information form) of all information pertaining to a student’s disability.

College Policy on confidentiality’ for students with disabilities

College encourages students with disabilities to disclose information on their disability/specific learning difficulty to the Disability Officer before they apply to college or at an\ point during their studies (Form DS 1).

Such disclosure is encouraged so that College can work with the student in ensuring that any reasonable accommodation required is identified and facilitated in conjunction with the student.

Any documentation or information presented in disclosing a disability is held by the Disability Service, and specific medical or other documentation will not he disclosed to any third party.

Where a student requests and is granted any form of reasonable accommodation such as extra time in exams, or negotiated educational supports with teaching staff and support staff, the College will, in consultation with the student, disclose relevant information to the individuals in those departments responsible for providing or facilitating students in accessing such accommodations. in such instances, only information relevant to the particular situation will he disclosed.

Dealing with Complaints

if students are unhappy with decisions made by the Student Disability Service or with service delivery the following mechanisms are in place to deal with complaint(s):

In the first instance discuss the complaint with the Student Disability Service.

If the student is still dissatisfied, an appeal may be made through the college appeals committee.

STUDENT FINANCIAL SUPPORT - DISABILITY FUND.

Funds for students with Disabilities

The fund for Students with Disabilities is funded by Department of Education and Science under the National Development Plan 2000-2006 with assistance from the European Social fund. The fund provides grams towards the provision of services and the purchase of equipment for students with disabilities attending courses in Post Leaving Certificate Centres. The scheme applies to students who have serious sensory, physical and/or communicative disabilities,

The purpose of the scheme is to provide the students in question with assistance and/or equipment to enable them to enter, partake in and complete their course of study. The following examples indicate the range of provisions in respect of which funding was provided in previous years: -

Assistance:
Personal Assistant; Sign Language Interpreter: Note taker;

Services:
Transport (i.e. student with serious mobility difficulties); Photocopying; Additional tuition (i.e. student with dyslexia):

Equipment::
Computers and specialised software (i.e. student with hearing/visual disability); Tape recorders; Radio aid and other items of assistive technology.

Applicants may wish to seek advice regarding the equipment or service most suited to their needs.

Funding is not allocated for the purchase of textbooks.

Any equipment provided through this fund will remain the property of the VEC centre and will be available for allocation in the future to subsequent students with similar disabilities.

For further information contact:
Name of Contact person in College
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 Coiste Gairmoideachais Chathair Chorcaí
 City of Cork Vocational Education Committee
Request for additional support under Student Disability Services
Declaration of understanding of Code of Practice and consent to release information:

Please sign and date below if you agree with the disclosure of this information on these conditions

I, _____________________________ request additional supports from the College Student Disability Service of ______________________________________________ and have understood my rights and responsibilities in the delivery of any such additional supports.

Student Disability Services will also ensure that all personal data contained in this form will only be used to facilitate the required levels of disability services. It may be necessary for Student Disability Services to disclose appropriate and relevant details to facilitate the required levels of support.

I consent to information relating to my personal details (e.g., name, student number), nature of disability, and academic and support requirements being forwarded from Student Disability Services to the relevant departments/support services.

I understand that my personal details will be retained for the duration of my time as a student in College.

I do /do not (delete as appropriate) want my information to go outside Student Disability Services. T understand that by not wanting information to be forwarded to relevant departments etc. this means the Student Disability Services will not be able to provide those supports that require disclosure of information.

Student Name:
__________________________________________________

Signed:

__________________________________________________

Date:


__________________________________________________

Witnessed By:
__________________________________________________

Coiste Gairmoideachais Chathair Chorcaí
City of Cork Vocational Education Committee

Evidence of Disability Form
This Form should be completed by a Medical Practitioner/Consultant / Specialist who has training and/or expertise with the particular condition specified. Additional, supporting documentation should be securely attached to this form.

	Name & Address of Medical Practitioner/Consultant / Specialist:

	

	
	

	
	

	Telephone No. & e-mail:   _________________________________________________



	Credentials in the area of Diagnoses:

	
	

	
	

	Applicants Name: ________________________________________________________

	

	Diagnosis:
	

	
	

	
	

	
	

	Original date of Diagnosis/Acquisition of Disability:

	Prognosis:
	

	
	

	
	

	
	

	Relevant Functional Limitations:
	

	
	

	
	

	
	

	Impact the disability has had on applicant to date:

	
	

	
	

	
	

	Supports applicant may require in Further Education due to disability:

	
	

	
	

	
	

	
	

	
	Stamp of Medical Practitioner

	Signed:
	

	
	

	
	

	Date:
	

	
	


Emergency Evacuation Policy
&

Procedures

Name of College/Building
1.
INTRODUCTION

Emergencies which could necessitate an evacuation of the building include fire, flooding, structural collapse, structural damage as a result of an aircraft crash or a building crane collapse, gas leak, bomb alert etc.

In general, measures put in place to cope with the most likely reason for an emergency evacuation, namely fire, adequately provide for evacuations in other emergency situations. Thus the following is essentially a fire evacuation procedure. In fact a fire safety plan designed to protect the lives and safety of staff and students is a legal requirement of an educational establishment under the Fire Services Act, 1981.

An emergency evacuation plan will only be effective if implemented in full and monitored regularly.

Fortunately, as a result of the recent refurbishment and building programmes, the passive (structural) fire precaution measures are satisfactory.

2.
Fire Safety Manager

Fire Safety Manager is Name, the deputy Safety Manager being Name. The Fire Safety Manager will delegate as appropriate certain specific tasks, including implementation of the evacuation procedures to other named members of staff including Heads of Departments, caretakers, cleaning staff, etc.

2.1 Pre-emptory
· The Fire Safety Manager is responsible for the following:

· Drawing up the emergency evacuation plan, rehearsing and revising it 
· Ensuring that suitable escape routes have been identified and kept free of obstruction

· Ensuring that a suitable alarm system is in place and that adequate fire fighting equipment, suitable signs and emergency lighting have been provided and are all maintained and tested.

· Ensuring that the alarm is audible at all locations and distinct from all other signals Issuing written instructions to staff members about their role in fire prevention and emergency evacuation
· Providing training for all employees and additional training for those employees who have special duties and who are named in the evacuation plan.

· Liaising with Cork Corporation about the fire certificate(s) for the College premises and complying with any additional conditions imposed about maximum occupancy, any hazardous substances, etc.
· Putting in place checks and feedback systems to ensure that the delegated functions are carried out by members of staff

· Informing students of their responsibilities in relation to fire prevention and fire safety

· Conducting evacuation drills

3.
ANTI-SMOKING POLICY

In accordance with current legislation, smoking is prohibited in all college buildings and at the immediate approaches to all emergency exits, suitable signage has been erected to this effect and college disciplinary rules will apply to all those found in breach of the anti-smoking policy.

4.
ACTIVATION OF THE FIRE ALARM

· This is done manually by the person who discovers the fire using one of thebreak glass fire points.

· There are Describe where these are.

· Every employee should be informed in writing about the location of these break glass units and their responsibility to use them to activate the alarm.

· A student or a visitor may also activate these units upon discovery of a fire.

· These operate the electrical alarm system which is may also be triggered automatically when smoke, heat or flame detectors operate.

5 ATTACK THE FIRE

· Trained personnel at the outbreak of a fire should use the fire extinguishing equipment provided to attempt to extinguish the fire or to contain it if it is safe to do so. There are portable fire extinguishers located throughout the building and fire hose reels on each floor.

· All the caretaking staff should be competent to use a portable fire extinguisher and a fire hose reel.

· The canteen staff should be trained in the use of portable fire extinguishers and in the correct use of a fire blanket.

· Computer teachers should be trained in the use of portable fire extinguishers and all computer rooms should be supplied with a portable fire extinguisher.

· However, a person who discovers a part of a building already on fire should raise the alarm and leave the building without attempting to fight the fire. All Caretaking and Canteen staff has received basic fire fighting training.

· Consideration should be given to likelihood of activities in certain courses leading to outbreak of fire, e.g. aromatherapy oil burning in Complementary Therapy, etc.

6.
Contact with Emergency Services

· On an emergency occurring the following procedure will apply, between 9am and1pm and 2pm and 5pm Nominated persons & their location will contact the fire and other emergency services.

· Outside of these hours the Caretaker then on duty will contact the Fire and other Emergency Services.

· The written procedure for contact will be maintained in both the general office and the Caretakers office.

7 EVACUATE THE PREMISES

· Upon hearing the fire alarm, occupants from different parts of the building evacuate the building by the nearest available predetermined escape routes - in general there am’e two directions of travel from every room to the designated safe assembly point. The assembly point signs should be firmly affixed to the back of each classroom and office door. All belongings should be left behind in the classroom or office on evacuation. All machinery in use should be switched off and all Power sources isolated by the Caretaker on duty.

· Written instructions will be issued from the Fire Safety Manager to different members of staff, pertaining to their duties on evacuation; these instructions will he issued in writing to all concerned.

· In the case of a teacher taking a class when the fire alarm sounds, it is the teachers responsibility to instruct the class to leave their belongs and move quickly and in an orderly fashion to the nearest exit, unless that it is clear that that route is blocked by smoke, fumes, debris. etc. The alternative route is then used.

· Referring to the notice on the door, the teacher reminds the class of the correct assembly point. The teacher should close any open windows, switch off and plug out any electrical equipment in use (OHP, TV, etc.), be last to leave the room and close the door behind him or her.

· The teacher then follows the class to the assembly point closing doors along the escape route as they pass through them.

· Under no circumstances should the lift be used.

· In computer rooms the computer teacher should use the power isolation switches to cut off the power to the equipment in the room.

· Similarly, teachers in Specialist rooms such as the Complementary Therapy. Beauty Therapy, Hairdressing, etc. should ensure that equipment is switched off prior to leaving their rooms. Teachers working in specialist rooms must accept responsibility for special conditions which might exist in their rooms: they should be consulted by the Fire Safety Manager and asked what particular hazards exist in their areas, what special equipment (fire blankets, fire extinguishers, etc) might be required.

· In the case of the canteen or where a teacher is supervising a group of students, the teacher or canteen supervisor or her named deputy should make an announcement to the group upon hearing the fire alarm asking them to leave their belongs and move quickly and in an orderly fashion to the nearest exit or exits, unless that it is clear that the route is blocked by smoke, fumes, debris, etc. The alternative route or routes are then used.

· 
Referring to the notice on the canteen door, the person on duty reminds the group of the correct assembly point. The person in charge should close any open windows, be last to leave the room and close the door behind him or her. The person on duty then follows the group to the assembly point checking that no one is left behind en route and checking the closure of doors along the escape route. Under no circumstances should the lift be used.

· Students who are unsupervised when the alarm sounds, should go to the nearest exit and report at the assembly point nearest that exit. 
· 
Special procedures have been devised for students or staffs who are temporarily or permanently confined to wheelchairs or on crutches or who are not fully mobile. These students are requested to go to the rooms designated as refuges Clearly indicate such rooms  from where they will he rescued. Prominent permanent notices are displayed on the doors of these rooms. These students or staff should keep the door to the corridor closed while awaiting help. Under no circumstances should the lift be used.

· Students are provided with written instructions about fire evacuation procedures upon induction. These procedures need to be discussed with each class group individually.

· The emergency evacuation drills should be held at least twice a year and procedures modified and updated where found necessary. The optimum time allowed for evacuating the building should be less than 2.5 minutes.

8.
ROLL CALL

· The No. Assembly Point Marshals or their alternates appointed by the Fire Safety Manager must proceed on hearing the alarm to their designated assembly points. Named assembly point marshals or their named deputies should check whether every person who was in the building at the time of the alarm has reached their designated assembly area safely.

· A suitable container should be provided either in or adjacent to the caretaker’s office, containing all equipment necessary to the work of the fire marshals, ready access is vital to this container.

· Special instructions about assembly points should apply to those in toilets or canteens when the alarm is raised.

· The assembly point marshal’s report to the Fire Safety Manager informing him or her of any missing persons. Consideration must be given about how the Fire Safety Manager could communicate with the assembly point marshals, caretakers, Fire Brigade officer in charge during an emergency.

· No person may re-enter the workplace premises until the Fire Safety Manager issues the all clear to the assembly point marshals.

9.
LIASE WITH THE FIRE BRIGADE

· The Fire Safety Manager or the head Caretaker or his nominated deputy, should liaise with the tire officer in charge when the ire brigade arrives on site.

· The information supplied to the fire brigade personnel should include the location and extent of the fire, access points for fire trucks to different parts of the building, the existence of refuges and their location within the building, whether there are people missing, the location of fire hydrants, dry riser installations, power isolating switchgear, special hazards.

· The Fire Brigade officer in charge will take full control of the situation on his arrival at the site.

10.
RECORD KEEPING

· The Fire Safety Manager will compile and update as necessary records related to Emergency Evacuation Procedures.

· Records of all fire drills, fire alarm activations and all instruction and training sessions will kept for a period of three years in the office of the Deputy Fire Manager
· Copies of all documentation pertaining to building alterations and maintenance, details of number, type, dates of maintenance and location of all fire protection equipment and details of tasks delegated to named staff members are kept in this file also.

· Copies of all of these documents and of the College Safety Statement, plans of the building, the Fault Book and the proceedings of the Safety Committee should be made regularly and stored off-site to be retained in the residence of the Fire Safety Manager facilitate any investigation in the event of the originals being destroyed.

· 
All personnel who receive training in fire procedures should be required to sign a document to confirm that they have been so instructed.

· All personnel designated with certain responsibilities before, during or after an emergency evacuation or emergency evacuation drill will be informed of their responsibilities in writing and be given adequate and suitable training.

· All concerned will be required to confirm in writing their receipt and understanding of all relevant instructions. These records must he maintained for a minimum of 3 years.

