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Welcome to the Department of Social Sciences

On behalf of the staff of the Department of Social Sciences, we wish you a rewarding and successful year ahead.  You have enrolled on a highly sought after course and we hope you will find it challenging, stimulating and exciting.  This handbook is designed to give you an overview of the DIT and the Department of Social Sciences.  It contains essential information about staff in the Department, assessments and library and computer facilities and should be kept with other handbooks you receive about your course and the DIT.

Apart from academic endeavours, going to college has lots to offer in the sporting, cultural and social spheres.  We encourage you to make the most of what is on offer, both within the DIT and in the wider City, and to develop new interests, make new friends and broaden your horizons.  
Wishing you every success on your chosen course,

Dr. Kevin Lalor, Head of Department of Social Sciences

Prof. Nóirín Hayes, Head of School of Social Sciences and Law
Introduction to DIT

There are more than 20,000 students at DIT, with 10,500 studying on a full-time basis, 8,500 part-time students and 4,000 apprentices.  The Institute is composed of four colleges:


College of Arts and Tourism





College of Business






College of Engineering and Built Environment


College of Sciences and Health

The President of the Institute is Professor Brian Norton.

Introduction to the College of Arts and Tourism

The College of Arts and Tourism is composed of seven distinct Schools:

School of Social Sciences and Law


Conservatory of Music and Drama


School of Culinary Arts and Food Technology


School of Languages


School of Media


School of Art, Design and Printing


School of Tourism and Hospitality Management

The Director and Dean of the College is Ms. Bríd Grant.

Introduction to the School of Social Sciences and Law

The School of Social Sciences and Law consists of two departments; Social Sciences and Law.

The Department of Social Sciences is a well-established and recognised centre of excellence in the fields of Social Care and Early Childhood Education.  The Department has been at the forefront of professional training in Early Childhood Education and Social Care in Ireland for over thirty years.  Currently, the Department offers courses in:


BA (Hons.) in Social Care

BA (Hons.) in Early Childhood Education


BA (Ord.) in Social Care Practice (in-service)

            MA in Criminology

            MA in Child, Family and Community Studies

We also have a cohort of approximately 20 MPhil and PhD candidates, researching primarily in the fields of social care and early childhood education.

Staff at the Department of Social Sciences

Lalor, Dr. Kevin: Head of Department of Social Sciences


402 4163
Hayes, Prof. Noirin,  Head of School of Social Sciences and Law


Bowden, Dr. Matt







4024230
Cassells, Leslie 







402 4218 

Doyle, Judy








402 4205

Duffy, Antoinette.

Fitzpatrick, Anne







402 4203

Gallagher, Dr. Carmel







402 4197 

Graham, Dr. Gay 







402 4208

Halpenny, Dr. Ann Marie






402 4255

Hamilton, Dr. Claire







4024211

Keogh, Phil 








402 4212 

McElvaney, Dr. Rosaleen






402 4229

McLoughlin, Rita

McSweeney, Dr. Fiona






4024125.

McWilliams, Ann







402 4257 

Maire Mhic, Dr.Mhathuna






4024204

Pettersen, Jan








402 4278

Rogan, Dr. Mary







402 3217

Seymour, Dr. Mairéad







402 4133

Smith, Dr. Karen







4024125

Wieczorek-Deering, Dr. Dorit 





402 4201

Williams, David                                                                                              4024107
Staff may be e-mailed using the following format: forename.surname@dit.ie
Detailed biographies of staff can be found on the School website: 

http://social-sciences-law.dit.ie/ 
Part-time Lecturers Room (Room 317)




402 4107











402 1501

School of Social Sciences and Law Office 

(Room 305, Third Floor, Mountjoy Square)

Opening Hours: 
Monday-Friday:




9.30-12.30 & 










2.30-4.00

School Secretaries:
Irina Bulyga, Joanne Boyle

          

 Tel: 402 4164 

Third Level Academic Skills

It is not unusual to experience some difficulties with Third Level education.  There is, however, a well-developed infrastructure for helping students within the Institute and it is important to remember that you should never be afraid to ask for help when you need it.  Remember, we are here to help.  

· Familiarise yourself from the beginning with the facilities and resources available in the Department and the library.

· You must learn how to organise and plan your time.  Steady, regular working is always more productive than the last-minute rush.

· Don’t leave assignments to the last minute.  This will lead to work accumulating to unmanageable levels.  

· If you encounter material you don’t understand, make a note of it and ask your lecturer/tutor to explain it to you.

· Study your lecture notes soon after your lecture as this aids retention – certainly within the same week

· Make a list of things that need to be done and give priority to some over others

· Invest in a diary and folders to create your own filing system
General Guidelines for Presentation of Written Assignments

A skill you will learn on your course is how to structure and present written material so that it is clear, concise and readily understood by your readers.

The Department of Social Sciences has adopted the American Psychological Association (APA) Method of referencing in text and bibliography.  A separate document on Essay Writing describes this method in detail, as well as useful tips about how to write a College Essay.  This document can be found under ‘Student Resources’ at:

http://social-sciences-law.dit.ie/?Social_Sciences:Student_resources

For more advanced work (designed for Final Year students), a Departmental Thesis Writing Manual can be found, also under ‘Student Resources’ at the same web address.
General Assessment Criteria
In your written work the following general assessment criteria will apply – you should

· adhere closely to guidelines given by the Lecturer

· focus clearly on the issues, themes and problems

· refer to theory in relevant disciplines

· integrate theory and practice

· structure your work logically to ensure a coherent whole

· present arguments and draw conclusions

· show evidence of reading and research such as authors, books, journals, observations

· ensure work is well presented

	Departmental Policy on Submission of Assignments

All pieces of Continuous Assessment must be submitted at the arranged time and venue by the due date.  All work should be submitted personally to the relevant lecturer and/or to webcourses.  Work should never be left in the School Office, or in Staff post boxes.
Students must save and retain a copy of all submitted continuous assessment work.

Where an assignment has not been submitted by the due date, it may not be considered until the Autumn sitting of the Examination Board.

Any extensions granted in exceptional circumstances (for example, hospitalisation) must be approved, in writing, by the class tutor or lecturer.

Similarly, after the June Examination Board, any pieces of work which are due for consideration at a Supplemental Examination Board must be submitted no later than the date specified by the Examinations Office (normally the first Monday in September).

Students must not submit the same material in more than one assignment.




Garda Vetting

From September 2008, all incoming and returning undergraduate students in the Department of Social Sciences will be required to submit their details for Garda vetting, to determine whether they have criminal convictions which may make them unsuitable for practice placements in early education or social care settings. A detailed DIT Garda Vetting Policy document is available and you should contact the Head of School should you wish to examine it. The primary points to note are:

· You must fully and honestly complete the Garda Vetting Form. Failure to disclose a criminal conviction automatically renders what may appear to be a very minor offence, unrelated to children or minors, to be a serious breach of DIT regulations. That is, it will be interpreted as an attempt to deceive the Institute.

· Should Garda Vetting disclose a criminal conviction against you, the Institute reserves the right not to register you for a programme of study. Should you already be a registered student, the Institute reserves the right to cancel your registration, thus removing you from a course of study. 

· A criminal conviction does not automatically make you unsuitable to work in social care or early education. As per the Policy document, the Institute has a mechanism to judge whether or not a conviction warrants preventing a student from registering or re-registering. 

· Should a criminal conviction be deemed to be unrelated to a student’s ability to perform in the social care or early education fields, note that this is a judgment that will be made by DIT, according to the Policy document. In all instances, regardless how apparently minor the conviction, the judgment made by the Institute shall be communicated to the relevant management in proposed practice placement agencies. Agency managers shall judge whether a student with a conviction will be facilitated on placement. Should the Institute by unable, after reasonable efforts, to locate a placement willing to accept a student with a criminal conviction, the Institute reserves the right to cancel the student’s registration, thus removing him/her from a course of study (as neither of the above mentioned degrees may be completed without undergoing a practice placement). 

· Should a criminal trial be ‘pending’ at the time a student competes the Garda Vetting from, he/she shall, of course, be deemed innocent of the charge. However, students are requested to inform the Institute (the Admissions Officer) (a) of the nature of the charge and (b) of the outcome of the trial.

DIT Academic Calendar Session 2011-2012
The total Academic Year will be divided into two Semesters of 15 weeks in which student learning and assessment will take place.

Semester 1

	September 2011
	01/09/11
	 
	Session commences

	
	12/09/11
	 
	1st Years commence including Orientation, Induction

	
	19/09/11
	1
	Teaching commences for 2nd & subsequent years

	
	26/09/11
	2
	15 Weeks to Include
12 Lecture Weeks +1 Review Week +Assessment

	October 2011
	03/10/11
	3
	 

	
	10/10/11
	4
	 

	
	17/10/11
	5
	 

	
	24/10/11
	6
	 

	
	31/10/11
	7
	 

	November 2011
	07/11/11
	8
	Review Week﻿ (unless otherwise arranged)*
Review week to be used either for revision, reading, field visits, lectures, interim tests, formative assessment feedback etc. To be applied in Week 8 except where otherwise arranged

	
	14/11/11
	9
	 

	
	21/11/11
	10
	 

	
	28/11/11
	11
	 

	December 2011
	05/12/11
	12
	 

	
	12/12/11
	13
	 

	
	19/12/11
	Christmas 
	 

	 
	26/12/11
	Christmas 
	 

	January 2012
	02/01/12
	Christmas 
	 

	
	09/01/12
	14
	Exams and marking commence

	
	16/01/12
	15
	 

	
	23/01/12
	 
	Module Boards: Student feedback and Appeals.

Choice of Options & Electives for 2nd Semester

	Semester 2

	 
	30/01/12
	1
	Teaching commences

15 Weeks to Include:
12 Lecture Weeks +1 Review Week﻿ +Assessment
 

 

 

Review Week﻿ (unless otherwise arranged)*﻿
Review week to be used either for revision, reading, field visits, lectures, interim tests, formative assessment feedback etc. To be applied in Week 7 except where otherwise arranged.

 

 

	February 2012
	06/02/12
	2
	

	
	13/02/12
	3
	

	
	20/02/12
	4
	

	
	27/02/12
	5
	

	March 2012
	05/03/12
	6
	

	
	12/03/12
	7
	

	
	19/03/12
	8
	

	
	26/03/12
	9
	

	April 2012
	02/04/12
	Easter
	

	
	09/04/12
	Easter
	

	
	16/04/12
	10
	

	
	23/04/12
	11
	

	
	30/04/12
	12
	

	May 2012
	07/05/12
	13
	 

	
	14/05/12
	14
	Exams commence & marking commences

	
	21/05/12
	15
	Exams

	
	28/05/12
	 
	Exams

	June
	04/06/12
	 
	Module Boards and Programme Boards

	
	11/06/12
	 
	Student Feedback and Appeals

	
	18/06/12
	 
	 


Library information

There are seven libraries within the Institute. They are located at Aungier Street, Bolton Street, Cathal Brugha Street, Kevin Street, Mount Street, Mountjoy Square and Rathmines Road.

Hours of opening vary between libraries and according to the time of year.  
During term Mountjoy Square Library will be open as follows:

Monday: 



09:30 - 17:15
Tuesday, Wednesday, Thursday: 
09:30 - 21:30

Friday: 



09:30 - 17:15

The Library will be open 3 out of 4 Saturdays: 10:00 – 17:00

 A list of opening times will be available in the Library.

Please check the website for regular opening times and for any changes: www.dit.ie/library/openinghours
DIT Library currently stocks more than 250,000 books and other items and subscribes to nearly 20,000 journal titles.  The entire holdings of the DIT libraries, their locations and current status are displayed on the Library WebOPAC.  This can be accessed in each library and via the Internet at http://library.dit.ie.  Registered users may borrow from any of the libraries.  Books and journal articles not in the DIT Library can be requested via the inter-library loan service.

The DIT libraries provide study spaces, networked PCs, textbooks and other course materials, reference works and journals to support the programmes offered by DIT and to facilitate research.  Information is available in many formats besides books e.g. videos, CD-ROMs, maps and music.  Many electronic resources can be accessed from any networked PC.  Photocopiers and printers are also available.

Your Library Services are a valuable resource during your time with DIT.  Feel free to use any of the libraries and remember that the staff there are always willing to help you find the information you need.  They can be contacted in person, by phone and by e-mail.  Please refer to library site information  for further details. 

The Library in Mountjoy Square stocks a wide range of books, journals, CDs and videos relevant to the area of Early Childhood Education and Social Care and the Social Sciences generally.

A guided tour of the library (arranged by the course tutor) is offered at the beginning of each academic year.

Reservation of books – Books out on loan may be reserved at the issue desk or on the OPAC.
Photocopying –Four photocopiers are available in the library.  

Fines – A fine system for late returned books is in operation.  

Telephone: 

402 4108

Fax:


402 4290

Library Staff
Ann Wrigley 
 
College Librarian
Susan Chambers  
Assistant Librarian

Annemarie O’Neill 
Senior Library Assistant

David Forde 
 
Library Assistant

Ralph Murphy 
Library Assistant

Barbara Henry 
Library Assistant

Helen Baragwanath 
Library Assistant

Resources Online

Some lecturers may place material online on WebCT: this material may be accessed at http://webcourses.dit.ie/webct/public/home.pl.  The WEBCT ID is your student number which is an UPPERCASE letter followed by eight digits. E.G. D06123456.  Initial passwords are your date of birth in ddmmyyyy format. 

Computer Facilities
The computer rooms on the 2nd floor, Mountjoy Square are available to you if you wish to carry out computer assessments, type essays or do computer-based research related to your course.  Each PC has Microsoft Office, SPSS and Internet Browsing Software.  

Staff members are available to assist students who have difficulties with software or printers.  Please contact the technician located in Room 219.

Student Support Services

Career Advice








4023351

Chaplaincy Service







4024112

Counselling Service







4024120

Disability Liaison Officer






4027681
Health Centre (Bolton St.)






4023614

International Students Office






4023438

Mature Students 
http://www.dit.ie/DIT/study/maturestudents/

Full details of all the services provided in DIT are available in the DIT Student Handbook.

Financial Assistance for Full-time Students

The Institute provides certain forms of assistance for a limited number of full-time students studying at the Institute.  These include relief on fees and a child care allowance.  Both of these facilities are means-tested.  Contact Student Services (402-3394/7513/3353) and see the DIT website (under student services) for further details: http://www.dit.ie/DIT/students/support/
You may also be entitled to a grant from the local authority for the area in which you were resident on September 1st of last year.  This may cover your fees and maintenance.  Generally, it is necessary to apply for a grant by 31st August in the academic year in which your programme commences.

Students who have been out of work and out of education for the requisite period may be entitled to a back to school grant from the Department of Social and Family Affairs.

Your fees may also be deductible from your income for the purposes of calculating tax liability. Contact the Revenue Commissioners for further details or see www.revenue.ie
Help with Study Skills for Mature Students

From experience we know that while most mature students (those aged 23 years +) are well able to complete the course, some students find the return to education daunting.  The Counselling service, (contact details below) offers a 10 week course in “Unlocking your potential as a mature student”.  See the DIT website for further details. 

Services and Facilities
Finding your way around.  Room numbers in every case list the floor number first followed by the room number so that, for example, G-123 is room 123 on the ground floor, and 2-67 is room 67 on the second floor and so on.

Buses.  Given our location in the city centre, the very best way to reach us is by public transport.  Many buses, including the 46A and 145, pass close to Mountjoy Square and the Luas light rail station in O’Connell St. is a five minute walk away.  Check out www.dublinbus.ie and www.luas.ie for timetables, fares and student travelcards.  Details of substantial discounts are on http://www.dublinbus.ie/en/Fares--Tickets/Tickets/Student-Tickets/
Car Parking. Car parking spaces at DIT Mountjoy Sq. are reserved solely for staff.  Students are not granted access.  Students who have disabilities that may prevent them from walking great distances and who seek access to car park spaces on this basis must first contact the Faculty Administrator (402-4148).  Disabled students should not attempt to secure a car park space without first getting permission from the Faculty Administrator.  There is no guarantee that permission will be granted to any particular disabled students.  Even if granted permission, there is no guarantee that car park spaces will be available at any particular time.

Please note that neither the Department of Social Sciences nor the Head of the School have any say in the allocation of car park spaces. 

Lockers/Bike Parking.  Talk to the head porter in Mountjoy Sq., 402-4100. 

Photocopying: Photocopying facilities are available in the library.

Students with special needs.  DIT strives to ensure that no student will be denied access to facilities on grounds of disability.  Students who anticipate difficulties in so doing should contact the Disability Liaison Officer 01-402-7656.  Several support facilities are available to assist persons with disabilities both in the classroom and outside.  

The Institute is committed to ensuring that students with disabilities are in no way disadvantaged in examinations. Special examination and other assessment arrangements may be made for students because of their temporary or permanent disability.  The special arrangements are intended to enable candidates to perform to the best of their ability they are not intended to give an unfair advantage to the candidate.  

Students who have specific needs in regard to examinations/assessments should contact the Disability Liaison Office to negotiate appropriate facilities (this applies in particular to students with dyslexia, for whom special arrangements may be made, on request by the relevant student).  This should be done as early as possible.  While every effort will be made to provide the necessary facilities, it may not be possible to meet all requirements in every case.  Special arrangements for examinations can only be made through the Disability Liaison Office.
Two texts are available for consultation by students with disabilities or other interested persons. These are “A Guide to Policy and Procedures for Students with Disabilities” and “Examination Guidelines for Students with Disabilities”. 

Canteens and shops. The main canteen and shop is located in the basement of Mountjoy Sq., In addition there are a variety of shops and restaurants located locally in O’Connell Street.  

Students’ Union.  The facilities of DIT Students’ Union are available to all students part-time and full-time.  The Union can help with all sorts of issues and problems including but not limited to seeking accommodation, and making academic appeals.  The students’ union is presently located in the basement of DIT Mountjoy Square.  See www.ditsu.ie 

Sports facilities and societies. DIT has an extensive range of sports facilities available including a swimming pool (at the Kevin Street facility) and several sports teams.  In addition there are several student societies and clubs.  Details of these organisations are available on the web at www.dit.ie
Examinations – Dublin institute of technology

mountjoy square, dublin 1: 2010/2011
What is the pass mark for each module?  To pass a module a student must obtain 40% or more in that module.  To pass a programme as a whole, (or each year, if relevant) you must pass each one of the required number of modules for your programme (including compulsory modules, if any).  Compensation rules apply only in limited circumstances.  

What grades are available?  For a classified award, a candidate must obtain at final examination, an aggregate mark (based on an average of the total marks available).  On completion of the programme, classifications are awarded as follows:

Higher Certificate and Diploma Programmes

· Distinction



>70% plus

· Merit (Upper Div.)

60 - 69%

· Merit (Lower Div.)

50 - 59%

· Pass



40 - 49%

Degree and MA programmes

· First Class Honours



>70% plus

· Second Class Honours, Upper Division

60 - 69%

· Second Class Honours, Lower Division

50 - 59%

· Pass




            40 - 49%

Is there a fee for exams? The fee for examinations and assessments is built into the fee paid for the programme as a whole.  Provided that a student registers for exams on time, no additional fees are payable in respect of exams and assessments.  
A fee will be charged for students taking repeat (Supplemental) exams.  These forms will be posted to students with their transcript of results detailing the modules they have been referred in.  At present the supplemental repeat fee is €60 euro.
Do I need to register for exams? 

STUDENTS NO LONGER NEED TO REGISTER FOR EXAMS, ALTHOUGH THEY ARE REQUIRED TO SELECT THE MODULES (SUBJECTS) THEY ARE TAKING THROUGH THE MODULARISATION WEBSITE.( Please see the Modularisation section for details)

What if I fail an exam?  Some students who sit exams and/or submit continuous assessments fail them.  A minority of students, for various reasons, do not sit some examinations or submit some assessments.  In either case, a student is said to be ‘referred’ in the exam/assessment that he or she has failed or not sat.   In either case, it is possible for a student to take ‘Supplemental exams’ in the relevant modules.  These supplemental exams typically take place the first week of the September following Semester One and Semester Two exams/assessments.  ‘Referral’ continuous assessment work which must be resubmitted, details of these projects will be posted to you from the relevant School office giving a closing date for re-submission in early September each year.  All supplemental exams will take place in the September of each year.

How many times may I repeat a module? There are two sittings of examinations/assessments in each year.  Semester One modules are assessed in January and the repeat attempt is held in September.  Semester two and year long modules are assessed in May and the repeat attempt is held in September.  Each sitting counts as an attempt.

The Summer exams/assessments are sometimes called the ‘sessional’ exams/assessments, and the Autumn exams/assessments the ‘supplemental’ exams/assessments.  A student who does not pass or does not sit an exam/submit a continuous assessment piece of work then the student is said to be ‘referred’ in that exam/assessment.  .  

What if I pass some modules but fail others? Once you have passed a module, you will not be required to re-sit it.  For instance, if you sit three exams, passing one and failing two, you will only be required to re-sit the two that you have failed and not the exam that you have passed.  Essay results may also be carried forward.

External Repeat Students?  If a decision is made at a Progression and Award board meeting that a student is ineligible to continue to the next stage of a programme because they have not passed all modules on a year of a programme then they must take a year out.  A student in this instance is considered to be an external repeat student.  Following the supplemental examination/assessment results being issued in September, an external repeat application form will be enclosed with the transcript of results and if a student wishes to sit/resubmit an examination/continuous assessment they should complete the external repeat examination entry form.  A fee of €60 currently applies for External Repeat Students. External repeat applications for exams/assessments must be submitted by the closing date as these forms will only be accepted late in exceptional circumstances.

Please note: There are no super-supplementals at DIT. It is not possible to schedule special supplemental exams/assessments outside of the officially scheduled exam/assessment period.

For further information on exam procedures see DIT “General Assessment Regulations” available on the web at www.dit.ie
EXAMINATION/CONTINUOUS ASSESSMENT DATES

Exam dates for written examinations at DIT Mountjoy Square are set by the Exams Office, DIT Mountjoy Square.  For Semester One examinations precise dates are usually issued in mid-December.  For Semester Two examinations precise dates are usually issued in March.  Please note that timetables are always provisional and are subject to change.  It is each student’s responsibility to ensure they receive their examination details for examinations, if a timetable is changed, a revised timetable would be issued to their correspondence address and by email to the DIT class email list and posted on the examinations noticeboard on the ground floor of DIT Mountjoy Square.  We only use DIT e-mail addresses to communicate with students.  It is not possible to add non-DIT e-mail addresses to this list.  

The commencement of the examination weeks are detailed on the Official DIT Academic Calendar which changes each year.  As a general guide, Semester One examinations normally commence during the second week in January, Semester two examinations normally commence during the third week in May, with the Supplemental examinations normally commencing in the first week in September.  The DIT academic calendar is available to view at: http://www.dit.ie/DIT/academic/calendar/index.html.  
DEFERRALS

A failed exam/assessment or a failure to sit an exam/assessment will be counted as an ‘attempt’ such that the next attempt will be deemed to be a ‘second attempt’, ‘third attempt’ or ‘fourth attempt’ as the case may be.  However, an attempt at an exam/continuous assessment may not be counted if a student has obtained a deferral.

What happens if I can’t sit an exam? Students who discover or think that they will not be able to sit an exam or submit a continuous assessment (for instance because of illness or family events) should write to the Head of School at the earliest possible opportunity seeking a deferral.

Who grants deferrals? The Head of School, at his or her discretion, may grant deferrals at the written request of the student before the relevant set of exams begins or the due date for submission of continuous assessment work.   

How do I get a deferral?  Students seeking a deferral should write to the Head of School, giving reasons for seeking the deferral.  An application for a deferral must be in writing and signed by the person seeking the deferral.  

On what basis are deferrals granted?

Deferrals sought before the commencement of exams/deadlines for continuous assessment submissions may be granted, at the discretion of the Head of School on the following grounds only:
· Illness (supported by a medical note)

· Bereavement or serious illness of a close family member, partner or close friend necessitating absence

· Pregnancy or recent childbirth (father or mother) necessitating absence

· Unavoidable circumstances requiring absence from exams/submission of assessments

· Excessive personal stress where certified by a doctor or counsellor 

· Other unavoidable factors preventing the sitting of exams/submission of assessments.

Deferrals will not be granted, in particular, in the following circumstances:

· Lack of preparedness for exams/assessments (without other mitigating factors)

· Uncertified illness or stress

If I am granted a deferral, may I still sit an Exam/submit the work? Provided you have registered for exams/assessments, you may sit any or all of those exams/submit any or all of the continuous assessment work, notwithstanding the Deferral.

PERSONAL CIRCUMSTANCES, APPEALS AND RECHECKS

Personal Circumstances:  If something happens before or during an exam/submission of an assessment that you believe may affect your performance in the exam/assessment, you may submit a personal circumstances form requesting that the Progression and Award board take these circumstances into account.  A personal circumstances form must be submitted within 2 days of your final exam.  In the case of continuous assessment work the personal circumstances form must be submitted no later than the same day as the hand-in date for the assessment.

Rechecks:  You may seek a recheck if, having received your results, you believe that we have miscalculated or made a mistake inputting your exam/assessment results.  A recheck does not involve a remarking or reassessment of the relevant paper.  It simply requires that we check that the results entered have been correctly calculated and that all marks have been accounted for.  A recheck must be sought in writing within three working days of the publication of results on the DIT notice board or the issuing of results on the Electronic Gradebook (and not within three days of your receiving your results).

Appeals:  In certain circumstances specified by the General Assessment Regulations, an appeal may be sought in respect of examination results.  The grounds for seeking an appeal are limited.  All appeals must be sought in writing within seven working days of the publication of results on the DIT noticeboard or the issuing of results on the Electronic Gradebook (and not within seven days of your receiving your results).

Forms for the above may be obtained from the Examinations Office, DIT Mountjoy Square and online at http://www.dit.ie/DIT/registrar/regs/gen_assess_reg/index.html 

ACCESSING RESULTS

ACCESSING RESULTS ON THE ELECTRONIC GRADEBOOK

Students whose programmes are on the Electronic Gradebook can access their results on-line.  The result release dates will be published on the examination notice board in Mountjoy Square and in Temple Bar (for the BA in Photography programme only).  When accessing results on-line the following instructions must be followed: 

· Get your User ID and PIN which was forwarded to your student e-mail account.

· Log on to http://modularisation.dit.ie and click on the “Student Self Service” link on the left hand side of the page.

· Enter the “Secure Area” (for new users to this site you will be required to change your PIN)

· Click on the black “Student Services” link

· Click on the “Student Records” link to view your results

If you are having difficulties with logging on or with your PIN, contact Eoin Pentony in the General Office, DIT Mountjoy Square, Dublin 1 – Phone 4024152/4024129.

ACCESSING RESULTS WHERE PROGRAMME RESULTS ARE NOT ON THE ELECTRONIC GRADE BOOK

A pass list for each programme not yet on the Electronic Gradebook will be posted on the official examination notice board on the ground floor of DIT Mountjoy Square.  Your examination number will be detailed on this list (not your name) with the overall result.  Please ensure you have your examination number when checking these lists.  These pass lists will also be posted electronically on the DIT Student Intranet site http://www.dit.ie/DIT/students/index.html.  The Username to gain access is Student and the password is ThunderRoad.

A full transcript of results will be issued to your correspondence address as soon as possible following conclusion of the Progression and Award board meetings in June.  Please note that a Semester One transcript of results is NOT issued to students whose results are on the Electronic Gradebook.  A Semester one transcript is only issued to students whose results are NOT on the Electronic Gradebook as they cannot access the results on-line.  At present this is the minority of our programmes.  If for some reason a student requires a transcript in writing of their Semester One results this can be requested from the examinations office.

Communications

Communicating by E-mail

E-mail is a very useful and efficient way of communicating with students.  You should be allocated e-mail addresses on registration (the address will be printed on your student ID card).  

It is advisable that students use their DIT email addresses in communication with the Institute to ensure that emails are received and replied to.  

Please note that we are not permitted to give out our address list or any individual addresses to outside bodies.  

Please check your account regularly as important information is contained in e-mails sent to these addresses.

Accessing DIT e-mail 

To access your e-mail go to http://mydit.ie

When prompted for….

….Username: 
Enter your student no. e.g. D061234567
….Password:

Enter your Date of Birth in the format DDMMYYYY
e.g.  Al Capone al.capone@student.dit.ie
Username: D061234567, Password:  17011899 (17th January, 1899)

If you are experiencing any difficulties please contact the Computer Support desk office: 402-3123 or support@dit.ie
When setting up your mailing preferences, please make sure to enter your reply-to address in the correct format – firstname.lastname@student.dit.ie . If in doubt, enter the full address on your student card.  Otherwise while you may be able to send mail, the recipients will not be able to reply.

Data Protection

Please note that we are generally not permitted to give out information concerning individual students to any person, including other students seeking such information.  We regret, in particular, that we cannot give out students’ contact details (e-mail addresses, phone numbers, home addresses) to other students, or supply home or personal contact details for staff members.  

Contacting The Examinations Office

Location:  The examinations office is currently located on the ground floor of the campus at 40-45 Mountjoy Square, Dublin 1, but may move to Cathal Brugha Street.   It is the first door on the right as you enter the building.

When calling us please remember that we have a large number of programmes so please identify what programme you are taking.  Under no circumstances will exams/assessment results be given over the phone.

Examinations Officer: 

Darren Myler
 
darren.myler@dit.ie
 
402-4166

Office Staff

Eoin Pentony

eoin.pentony@dit.ie

402-4152

Ramona Gaffney
ramona.gaffney@dit.ie
402-4162

	Modularisation


A brief explanation:

A modularised programme is where the individual subjects are sub-divided into discrete packages of learning called modules. Modules can be combined in a number of different ways to make a programme, which gives more flexibility in terms of developing new and interesting subject combinations for programmes. As all modules have a credit value, getting an award is based on the principles of credit accumulation; the amount required per academic session is 60 credits.

Module: 

A module is a subject or a number of subjects that make up a single topic of study. 

CRN: 

This is the Course Registration Number.  The code number allocated to a specific module. The module code will generally be used as a short way of identifying the module. 

Credits: 

Each module carries a number of credits (multiples of 5) and students are expected to complete enough modules in a year to amount to 60 credits. This would mean taking 12 modules in a year or 6 per semester of 5 credits each. 

ECTS:  

European Credit Transfer System.  ECTS is internationally recognised, which means that students will be able to have their learning at DIT recognised at other European and international Institutes and universities.
Core Modules: 

A module is one which must be studied and passed in order to gain a particular named award. 

Optional Modules: 

A module is one which must be studied in conjunction with core modules and which student selects from within a prescribed and limited set for a particular named award.  
Elective Modules:

A module is one chosen by the student from the total set available in the Institute, subject to restrictions such as prohibited combinations which may be specified in a Programme Document.
Semester: 

There are two blocks of 15 weeks in a year (12 weeks of classes followed by 2 study weeks and a week of exams). These are called semesters and there are examinations at the end of each semester. Some modules only last for one semester (Semester 1 or Semester 2) and some modules last for the whole year (both Semesters). 

How it involves you!

Your User ID and PIN will be e-mailed to your DIT students e-mail account, reminder mails will be forwarded in January and June.

Programmes with Options/Electives are required to de-select the options they are not taking for Semester 1.  They will de-select the options they are not taking for Semester 2 in early February 2011.

All students will be available to view their Semester 1 and Semester 2 results online once the examinations office has released the results.

NOTE: any information about modularisation or examinations will be mailed to your students e-mail account and posted on the notice boards throughout the college.  So check your e-mails regularly!  

Relevant Web Pages

For information on Modularisation within DIT and to access the student self service pages where you can add and drop your modules along with viewing your examination results go to:

http://modularisation.dit.ie/  

If you have any questions feel free to contact the Faculty Modularisation Office 

Modularisation Office: 

Daren Myler

darren.myler@dit.ie



402-4166

Therese Hussey
therese.hussey@dit.ie



402-4130

Office Staff

Ramona Gaffney
ramona.gaffney@dit.ie


402-4162

Eoin Pentony

eoin.pentony@dit.ie



402-4152

higher education/tlt grants

How do I apply for a grant?

You should apply to your Local Authority (e.g. Dublin City Council, Galway County Council, Kildare VEC) for a grant.  Each Local Authority will have a closing date for applications so it is advisable to apply early.

Higher Education Grants are applicable to Level 8 Courses

TLT Grants are applicable to Level 6 and Level 7 Courses

Students are responsible for following up their grant applications with their Local Authority.

Important:  Please remember that you need to renew your grant with your Local Authority for each year of your course.

Do I have to pay the Student Services/Exam Fee if I’ve applied for a Grant?

In the event that your Grant Authority has not confirmed your eligibility for a grant by 31st October 2011, then you are required to pay the Student Services/Examination Fee by this date.  

A penalty of €60 will be applied if fees remain unpaid by 31st January 2012 and grant eligibility is still unconfirmed.

A reminder letter will be sent mid-October and mid-January by the Registrations Office.

What if I pay my fees first – can I get a refund?

If you pay your fees while you are waiting for grant approval, these will be refunded once grant approval is received from your Local Authority.  If you receive a letter from your Local Authority confirming you are awarded a grant, you should submit this immediately to the Registrations Office so that a refund can be organised.  It generally takes up to 1 week to process a refund cheque.
How is the maintenance grant paid?

Higher Education Grants

If you are in receipt of a Higher Education Grant, your maintenance cheques can be collected at the Registrations Office.  A list of cheques available for collection is displayed on the Notice Board on the Ground Floor Corridor (off the Foyer).  This list is updated regularly so please check it on a regular basis.  Your Student Number will be displayed on the list.  You must produce your Student ID Card to collect your cheque.

3 cheques are issued – Term 1 to Christmas, Term 2 to Easter and Term 3 after Easter.

TLT Grants

This grant is paid directly each month into the Student’s bank account.  Once you have been approved for a grant by your Local Authority, you should call to the Registrations Office to obtain a TLT Grant Set-Up Form.  You will be required to provide details of a Bank Account to which the grant is paid.  There are usually 9 payments paid once monthly from October to June.

Student Support Services 

Late Registration

It is important that you register on time as per the Registration Schedule issued to you.  If for some exceptional reason, you cannot register as per the slot for your Course, then you must call to the Registrations Office to complete your registration.  Unless you are registered, you will not receive your Student ID Card and you will not be able to use the Computer Labs or access your DIT email account.

Late Registration Penalties:

Failure to register by 31st October 2011 will result in a late penalty of €60 being charged to your account.  A additional penalty of €120 will be charged if you have still not registered by 30th November 2011.

If you have still not registered by 31st January 2011, you will not be eligible for free Tuition Fees and will be required to pay full tuition fees if you wish to register on your course.

Please also note that failure to register by last day term in Semester One will affect your eligibility to sit Institute exams.

deferring and withdrawing

How do I apply for a Deferral of my Course?

If you wish to defer your course/year in order to resume your studies in the following academic year, you must complete a Deferral Request Form.  These forms can be obtained from the School Office or the Registrations Office.  Deferrals are granted for one academic year only and are approved by the Head of School and then the Faculty Executive.  Once approved, you will be notified in writing by the School.

The above information relates only to a Deferral of your Course/Year i.e. you will be returning as a full-time registered student in the following academic year.

If you require information on Deferring Examinations/Assessments – please refer to the Examinations Section of this Handbook.

As an Undergraduate Student on Free Fees, will there implications for fees when I return after my Deferral?

If you defer before 31st October 2011, there will be no liability for Tuition Fees for Session 2011/12.

If you defer before 31st January 2012 you will be liable for Half Tuition Fees in Session 2011/12.

If you defer after 31st January 2012, you will be liable for Full Tuition Fees in Session 2011/12.

In exceptional circumstances, Tuition Fees will be waived if Deferral was on medical grounds.

Note: Any unpaid Fees in Session 2011/12 will be carried forward and added to the fee liability for Session 2012/12.

How do I withdraw from my course?

Students are required to complete a “Withdrawal Form” which can be obtained from the Registrations Office.  Notification will then be sent to the Tutor and School Office that you have officially withdrawn from your course.

IT IS IMPORTANT THAT YOU OFFICIALLY WITHDRAW FROM YOUR COURSE THROUGH THE REGISTRATIONS OFFICE SO THAT YOUR WITHDRAWAL IS CORRECTLY RECORDED ON THE STUDENT BANNER SYSTEM.

FAILURE TO DO SO WILL HAVE IMPLICATIONS ON YOUR FUTURE ENTITLEMENT TO FREE TUITION FEES.

Will I receive a refund of fees if I Defer or Withdraw from my Course?

Defer/Withdraw before 31st Oct 2011


Capitation Fees and Tuition Fees (if paid) refunded less administration charge of €60

Defer/Withdraw before 31st January 2012
No Capitation Fees refunded.  Half Tuition Fees (if paid) refunded less administration charge of €60

Defer/Withdraw after 31st January 2012
No refund payable for a Deferral after this date.  Where a student withdraws after this date on certified medical grounds, then one-third of any Tuition Fees paid will be refunded.  No Capitation Fees are refunded.

IMPORTANT – NO REFUNDS ARE PAID TO POSTGRADUATE AND PART-TIME STUDENTS WHO WITHDRAW OR DEFER
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