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Fáilte
Welcome
General introduction to the School and Programme
Welcome from Head of School, Programme Co-ordinator and Year Tutor (to include contact details for the Programme Co-ordinator, Year Tutor, School Operations Lead, lecturers associated with programme delivery and other contacts that may be relevant)
Programme Summary information, to include:
· Name of programme and main award(s) attached (in Irish and English) 
· Commencement Date and Year 
· Programme Duration 
· ECTS 
· National Framework of Qualifications (NFQ) Level 
· Full-time / Part–time 
· Attendance Mode(s) 
· Details of Professional Body Accreditation (OPTIONAL) 
· Campus  



Léargas ar an gClár
Programme Overview
Please note that programme titles must be translated into Irish. Please refer to the Prospectus for translations or contact Oifig na Gaeilge (gaeilge@tudublin.ie) for guidance.
Programme Details, to include:
· Programme Overview:  Aims and Objectives *
· Programme Learning Outcomes using relevant NFQ award-type descriptor template *
· Graduate Attributes, including a generic statement on Graduate Attributes and how these are delivered within the programme/modules, or a tailored set of Graduate Attributes for the programme, and how these are delivered 
· Transfer and Progression opportunities within TU Dublin and other HEIs 
· Awards including final award(s), exit awards available, and associated arrangements 
· Collaborative Provision (where applicable): Brief description of each partner and nature of relationship, roles and responsibilities of each partner, rights and entitlements of learners from each partner site 
· Employability Statement and graduate opportunities 
· Programme Schedule and Information on how to access Module Descriptors *
· Key Components of the Programme and when they are delivered e.g. Field Trips, Study Abroad, Work Placement 

* The School may download information from the Programme & Module Catalogue. 

How to Engage in Your Programme of Study  
· Programme Attendance Methods (Online, Mixed). For further information please refer to the following link: www.tudublin.ie/explore/about-the-university/digital-education/modes-of-delivery/programme-attendance-methods/   
· Where the programme is delivered if face-to-face. 
· Details of Induction (Extended Induction) 
· Timetable (Information on how to access most up to date version) 
· Details on how to understand their timetable (OPTIONAL) 
· Academic Calendar (Link to University one or Programme Specific Version) 
· Glossary of key terms used for Learning, Teaching and Assessment that you want students to understand 
· Health and Safety Requirements (Labs/Studios / Workshops/Fieldwork/Work Placements etc. ) 
· How to access learning materials for the programme – Link to Brightspace Guidance if applicable 
· Set out expectations about using Library (Link to Library) 
· Protocols for communicating with staff/School (OPTIONAL)  
· Protocol for behaviour in-class / online. (OPTIONAL) 
· Etiquette for Labs / Studios / Workshops etc. (OPTIONAL) 
· Availability of module exemptions through the Recognised Prior Learning (RPL) process and how a student may apply for same 
· Programme-specific student supports that may apply, e.g. peer mentoring. 
· Role of Class Representatives 

What to Expect in Relation to Assessment: 
· Key types of Assessment explained (Optional) 
· Schedule of assessment providing information on deadlines for the submission of assessments and on the receipt of feedback on assessed work (If available otherwise details on how they will be provided with the assessment schedule – Could be download from PMC)
· Guidelines on the submission of assessments, including academic writing and referencing guidelines, and academic authentication / academic integrity guidelines 
· Expectations re Student Workload (Optional) 
· Assessment regulations* 
· The University Assessment Regulations are available at the following link (https://www.tudublin.ie/explore/about-the-university/academic-affairs/assessment-regulations/)
· Detail any programme specific regulations, including Derogations 
· Explain about Academic Integrity 
· Penalties for Late Submission (If applicable) 
· Method(s) of providing feedback to students on their assessed work – what students should expect 
· Other Assessment Guidelines and Key Terminology on Assessment (Optional) 
· How to Access to previous assessments including sample examination papers (weblink) (Where available) 

Eolas Ginearálta do Mhic Léinn
General Student Information 

All information relevant to students and student services is available on the TU Dublin App. Information on how to download the App is available on the TU Dublin website: Technology Services | TU Dublin Engagement Platform | TU Dublin.  

Students can also find all information on the Students A-Z.  For Students | Student A–Z | TU Dublin


Tá gach eolas a bhaineann le mic léinn agus seirbhísí mac léinn ar fáil ar Aip OT Dublin. Tá eolas faoi conas an Aip a íoslódáil ar fáil ar suíomh gréasáin OT Baile Átha Cliath: Technology Services | TU Dublin Engagement Platform | TU Dublin.  

Is féidir le daltaí gach eolas a fháil freisin ar A-Z na dDaltaí:  For Students | Student A–Z | TU Dublin


Complaints Procedure 
The University recognises that situations may arise whereby students consider that the management and/or delivery of their programme of study is not in accordance with approved procedures. In this regard the University provides a pathway to allow students to raise such concerns and complaints. This Student Academic Complaints Procedure available at Student-Academic-Complaints-Procedure-Final.pdf, provides an opportunity for such complaints to be addressed internally and informally in the first instance. It is recommended that such complaints should be addressed as near to their source as possible. 
Students are encouraged to initially seek redress with the lecturer concerned or through their Year Tutor, Programme Coordinator, Class Representative, Student Union Representative, Head of Discipline or Head of School. The formal procedure provides for several stages in the handling of a complaint. 
The purpose is to ensure that such complaints are resolved appropriately and transparently. It is envisaged that most complaints may be addressed and resolved without recourse to this formal process.



APPENDIX OUTLINING REQUIREMENTS FOR OTHER DOCUMENTS THAT CAN BE PROVIDED TO STUDENTS 
Cáipéisí Bhreise 
Additional Documentation  

The following can be provided separately to students, as required.  

Project/Dissertation Supervision Guidelines (SEPARATE DOCUMENT) 

Project/Dissertation Guidelines, where applicable, should be presented as a separate document, to include the following as appropriate: 

· Module Descriptor 
· Key Dates  
· Role of Supervisor 
· Role of Student  
· Record of Meetings, e.g. including a page for each meeting    recording the date, materials submitted, progress, ‘to do’ for next meeting and date of next meeting 
· Pull-out page(s) as appropriate for Interim Progress Report(s), Report of unsatisfactory progress, Report of unsatisfactory attendance 
· Marking Scheme/Rubrics 
· Style, presentation and referencing requirements  
· FAQs
 
Structured Work Placement/Practice Education Handbook (SEPARATE DOCUMENT) 
In addition to the module descriptor the following information should be provided: 

· Rationale for the placement
· Benefits of the placement
· Roles & responsibilities of the key personnel involved in the placement, e.g., student, TU Dublin supervisor, external supervisor, placement coordinator, etc.
· Method of selecting placements and assigning students to placements
· Code of conduct expected of students whilst on placement
· Fitness to Study / Fitness to Practice Policy requirements to be complied with in order to be eligible to participate in placement (This also needs to be clearly specified on entry material) 
· Support provided to students on placement 
· Procedures for reporting and dealing with problems that may arise during placement
· Alternative arrangements for students in the event that a placement is not available
· Details of impact on award if student does not successfully complete placement
· How students are prepared for placement, in Guidance on preparation of CV and interview techniques; Clarity on special obligations which may apply in relation to legal, ethical, or confidentiality issues; Guidelines on general health and safety in the workplace; Guidelines n relevant insurance arrangements
· Detail on the assessment of the placement
· Templates for student learning logbook / technological supports provided to enable student record the competencies / learning acquired on placement
· Opportunities provided to students post placement to reflect on learning and provide feedback

Study Abroad Handbook (SEPARATE DOCUMENT) 
The information provided below provides links to the website to ensure you can access the 
This should include details of any mobility opportunities that may be available and the application procedure for students to apply to avail of these opportunities. A student mobility pre-departure pack should be provided to all students who apply for a mobility opportunity. The student mobility pre-departure pack should include the following:  
· What students need to do before they leave  
· What students need to do whilst on the mobility experience  
· What students need to do when they return from the mobility experience  
· A mobility checklist and documents that need to be completed, including a learning agreement  
· Advice for students who encounter any difficulties with the relevant Contact details for staff in both TU Dublin and the partner Institution.  
 





· 

Issue Occurs


Student should try to informally address issue


Complaint Recieved


Within 5 days the Head of School Acknowledges Receipt


Complaint dismissed / Upheld


Within 10 days Head of School upholds / dismisses the complaint


Escalate


Within 5 days the Complainant may Escalate to the Faculty Dean


Complaint Dismissed or Upheld


Within 10 Days Faculty Dean upholds / dismisses the complaint


Escalate


Within 5 days the Complainant can escate to the Regsitrar
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