FETAC TRAINEE HANDBOOK  - CHAMBER BUSINESS  SCHOOL

Learning Agreement

Course name : ____________________
Course date:  _____________________

FETAC award type and level:  ________________

Please be advised of the following practicalities during the course:
1. Please ensure you arrive 10 minutes before the class is due start. 
2. Candidates should attend all classes. 
3. The trainer will provide information on health and safety, exits and timekeeping at the start of the course. Please comply with these at all times.

4. Candidates are responsible for completing work themselves and the tutor will assess complete work. 
5. Anti – discriminatory practise will be followed as consistent with the school`s equal opportunity policy.
6. please advice of any special learning requirements : ____________

Please complete the following form

Full name: (Miss/Mrs/Mr)


Address:


Telephone No: ((((((((((((((((((((    Work: ((((((((((((((((((((
PPS No: ((((((((((((((((((((   Date of Birth: ((((((((((((((((
Nationality:


Have you completed any other courses with FETAC ? 

If so give details:


What experience have you in this area? (Give full details)

Why are doing this course?

Signed:


Chamber Business School Procedures

1. Appeals
Learners can appeal results within 14 days of receiving approved  results if they are not satisfied that marking was properly carried out.

Please apply for appeals form and pay 25  euro for the appeals process  and we will process .
2. Equal Opportunities policy 
· The Chamber Business School operates on equal opportunities policy.

· No student will be discriminated against on any of the nine areas of discrimination.
1
gender

2
maritial status

3
family status

4
sexual  orientation

5
religion

6
age

7
disability

8
race

9
travelling community membership

· All students will be treated as individuals.

· All training and material used in training will reflect and encourage our equal opportunities policy

3. Authorship statement

Plagiarism is the act of copying sections word-for-word from a source.  It is essential that the work presented by the student is that student`s own work. Students must not copy any other students` work.

A student found to  be in breach of the schools plagiarism  policy may be asked to leave the course without any refund. Learners are required to complete the authorship  statement form and return it as the first page of their assignment  .
4. Disciplinary Procedure
The school is a professional educational establishment, and, expects the behaviour of is students to reflect this.

The academic staff and principal of the school will take disciplinary measures if the student fails to adhere to the rules and guidelines as directed.

5. Learner Protection Policy
In the unlikely event that Carlow Chamber Business School are unable to complete the courses that a leaner has undertaken provision has been made to be able to complete with Carlow VEC delivering the same course.

If the learners course is unavailable in the alternative college then refunds will be supplied under terms and conditions set down application.
6. Fair and consistent Assessment
Carlow Chamber Business School delivers and assesses all courses in a fair and consistent manner.  All learners will be informed of the course assessments prior to and during the course.  It is the responsibility of the learner to ensure they contact the tutor/centre for clarification on any matters relating to assessment and processes that they are unclear of.

7. Special Learning requirements 
Please note our centre will provide help  and assistance where needed in  areas of special learning requirements  eg  visual impairment or literacy  
Please  sign the following to confirm understanding of and agreement with procedures 1 to 7 stated above 
I 
 (student name) have read, understand and agree to procedures 1 to 7 outlined above. 
Student Signature:


Date:((((((((((((((((
County Carlow Chamber, Carlow Gateway Business Centre, Athy Road Carlow.

Tel: + 353 (0)599132337
Fax: + 353 (0)599130652

Email: info@cktraining.ie
Website: www.carlowchamber.com

