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| want to welcome you to the College for the academic year 2009/10. If you are a first
time student you will hopefully find this Student Handbook of considerable use. For
continuing students there have been changes to some of the existing policies and
procedures, so do refer to the relevant sections for information.

This year the Handbook will only be available on the College website and will not be
published in hard copy.

This Student Handbook is issued by the College, but there is also a handbook issued by
the Students’ Union, which you should expect early in the first term. Some of the faculties
and departments also produce their own internal handbook and you should read specific
details relating to your own particular area.

It is the intention of the handbook to enable you to understand what sometimes can be a
complex organisation and to give you some direction of where to find things and how to
get things done. We want to make your time in the College as uncomplicated as possible
and this handbook might be helpful to you in pointing you in particular directions,
particularly if problems arise during your years in the College.

If you feel that in any way my office can be of help to you please bring it to our attention
by calling into Reception in the main STUDENT SERVICES AND ADMISSIONS OFFICE. We
would like you to enjoy your stay in the National College of Art and Design and to be
successful in all you achieve and we would be happy to give you whatever assistance you
require in achieving your goals.

Ken Langan
Registrar
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The National College of Art & Design occupies a unique position in art & design
education in Ireland. It offers the largest range of art & design degrees in the state
including postgraduate degrees. No matter where you are you will probably find that a
graduate of the National College of Art & Design has contributed to the visual culture,
which surrounds you. In the past many of the most important Irish artists, designers
and art teachers have studied in the College and it has long been the central and most
important art & design educational institution in Ireland.

The College has had many guises over the years, the origins dating from 1746 when
Robert West had a private drawing school in George’s Lane in Dublin. In its present
structure the National College of Art & Design was established in 1971 by Act of An
tOireachtas and is now governed by a board (An Bord) appointed by the Minister for
Education & Science. Students have two places on that board.

We have been located in Thomas Street since 1980 but it has only been since 1998
that all of the Faculties and Departments of the College have been located on this
one campus.

During the academic year 2000/2001 the College completed a Campus Development
Plan and is now in the process of seeking financial support for what would be a very
radical address of the College’'s accommodation programmes and physical structure in
the Thomas Street area. Copies of the Campus Development Plan can be read in the
Faculty and Departmental Offices, the Library and in the Students Union.

In 2008 the College completed the refurbishment of what was the old fire station in
Thomas Street. Now renamed Harry Clarke House, this building houses the Faculty of
Visual Culture, a number of lecture theatres and the NCAD gallery. The gallery has a
programme of exhibitions scheduled each year.

This year the College will face many challenges, some coming from recommendations
from the An Bord Snip Report and others from the pressures of reduced finance available
for Third Level education. Student input to decisions will focus on Department/Faculty
Board membership and at Academic Council and An Bord membership by the Student
Union Representatives.
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The College is a Recognised College of the National University of Ireland (NUI).
All students who have entered the College since 1999 at either undergraduate or
postgraduate level are on courses validated by the National University of Ireland.

A Board (An Bord), appointed by the Minister for Education and Science governs the
College. There are 11 members of An Bord; 6 direct appointees of the Minister, the
Director, 2 staff and 2 student members. A new Board is appointed every three years and
the current Board, appointed in 2009 has the following representatives:

Chairperson
Director

Academic Staff Representatives

Day Student Representative

CEAD Student Representative

Members of An Bord

Non-Academic Staff Representative (non voting)

The term of office of An Bord will end in 2012.

Dr Joe Mulholland
Professor Declan Mc Gonagle

Theresa Mc Kenna
Andrew Folan

Frances Wasser

Aoife Goodman
Christine Byrne
Liam Crowley
Catherine Fitzgerald
Orla Flynn

Mick Mc Donagh

Adeline Dolan

Academic Council regulates the academic policies of the College and has representatives
from all Faculties. Students are represented through their Faculty. The Director is the

Chairperson of Academic Council.
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Faculty Board and Department Board meetings take place about five times a year. This
is an important opportunity for student representatives from each class to put forward
particular areas of concern.

With effect from 1 October 2001 the Freedom of Information Act has applied to the
National College of Art and Design. The Act establishes three important statutory rights:

The legal right for each person to access information held by public bodies.

The legal right for each person to have official information relating to her/himself
amended where it is incomplete, incorrect or misleading.

The legal right to obtain reasons for decisions affecting oneself. You should consult
the College’s website in respect of the Freedom of Information Act entitlements but
as a student you will be entitled to all details in relation to your student records and
any files held in your name.

The Freedom of Information Officer for the College is Ken Langan and correspondence to
him should be addressed as follows:

Ken Langan
Freedom of Information Officer

National College of Art and Design
100 Thomas Street, Dublin 8
Email: langank@ncad.ie



Director
Secretary

Registrar
Secretary

Head of Faculty of Design
Secretary

Head of Faculty of Education
Secretary

Head of Faculty of Fine Art
Secretary

Head of Faculty of Visual Culture
Secretaries

Head of Research & Postgraduate Development
Secretary

Head of Core Studies
Secretary

Head of Ceramics Glass & Metals
Secretary

Head of Fashion & Textiles
Secretaries

Head of Industrial Design (Acting)
Secretary

Head of MAW Centre

Head of Visual Communication
Secretary

Head of Fine Art, Media (Acting)
Head of Fine Art, Painting
Head of Fine Art, Print

Head of Fine Art, Sculpture
MA Co-ordinator
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Professor Declan Mc Gonagle
Marion Lynch

Ken Langan
Deirdre Clinkscales

Professor Angela Woods
David Bramley

Professor Gary Granville
Helen Fagan

Professor Brian Maguire
Angela Dennis

Professor Niamh O’Sullivan
Jane Behan/Neasa Treavers

Dr Silin Hanrahan
Margaret Phelan

Joe Wilson
Patricia Mc Donnell

Neil Read
Breda Culhane

Dr Helen Mc Allister
Fiona Larkin/Mairead Mc Dermott

Dr Gearoid O’ Conchubhair
David Bramley

Paul Fortune

Dr David Caron
Fiona Hodge

Anthony Hobbs
Robert Armstrong
Mike Birtchnell

Philip Napier
Kevin Atherton



NCAD Student Handhook 2009/2010

Head of Librarian
Secretary

Head of Continuing Education in Art & Design
Administrator

Student’s Union President

Vice President

Building’s Officer

Maintenance Staff

Head Attendant
Senior Attendants

Attendants

Edward Murphy
Fiona Hodge

Nuala Hunt
Mary Sampson
Frances Wasser
Orlaith Ross
Vincent Kehoe

Vincent Canavan
Sonny Darcy

Breda Savage
Tony Dunne
Rosemary O” Gorman

Lesley Forbes
Ciaran Farrell
John Kehoe

Pat Naughton
George Redmond
Tom Tynan
Cenjis Karakus
Mark Carroll
Ronan Mulhall
Dermot Curtin
Garik Harutunyan
Aaron Senior



Registrar
Secretary

Admissions/Students’ Records Officer
Admissions

Erasmus Co-Ordinator

Maintenance Grants/Field Trips
Reception/Switchboard

Human Resouces

Accounts

Payroll
IT Support

Student Support /School Liaison Officer

Opening hours are from

9.30am to 12.45pm and
2.00pm to 5.00pm
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Ken Langan
Deirdre Clinkscales

Cecily Grant
Mary Robinson

Debbie Reddin
Berna Scanlon

Pauline Delaney
Marie Howarth

Trevor Peirce
Hazel Poland

Michael Cassidy
Anne O’ Boyle
Leone Swan

Anita Lawler

John O’ Donnell
Philip Kelly
Robert Bridge

Finola Mc Ternan

The Admissions Office is closed from 3.30pm on Friday afternoons.
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When you register as a student in the College, you will be issued with a student card.
This is a very important item as it has the purpose of student card, Library card and
photocopy card and should be looked after carefully. You may be asked to produce
your card at any time e.g. when picking up your grant cheque, collecting your vouchers,
using the Library, collecting any letters you request, as well as outside use such as USIT.
You might also be requested to produce your card on entering the campus as a security
measure. If you lose your card it will cost you €15 to replace it.

Replacement cards are only issued between 2.30pm — 3.30pm on Tuesdays. So
remember — your student card is as important as a bankcard and should be treated
as such.

Certain letters and forms will need to be obtained from the Admissions Office e.g.
Letter of Student Status.
Letters for Grant Authorities.
Forms to be completed and stamped.
J1 Visas.

These letters are available when requested but only at the following times:

Letters requested on Fridays & Mondays will be available for collection at Reception from
2.00pm on Tuesdays. Letters requested on Tuesdays, Wednesdays and Thursdays will
be available at Reception from 2.00pm — 3.00pm on Fridays.
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Finance

For information on student finance please see:
www.studentfinance.ie

Fees

NCAD is included in the “Free Fees Initiative” introduced in 1995 by the Minister for
Education. NCAD will apply the regulations governing this scheme applicable at the time
of a student’s registration. Under this scheme, course fees will not be charged to EU
nationals who have been ordinarily resident in an EU member state for at least three of
the five years preceding their entry to the College, provided they are first-time entrants to
an undergraduate degree course.

At the time of writing there are indications that the “Free Fees Initiative” will be withdrawn
from 2010 onwards.

This is likely to effect all students who enter NCAD from 2009/10 onwards. Students who
have previously been registered for any part of a third level course, may be required to
pay course fees at NCAD for any year that they are repeating.

Students who are repeating any year of study at NCAD must pay course fees for any year
that they are repeating.

Information on Tuition and Registration fees is sent out each August. Students should
consult those tables for detailed information on fee payments.

Grants

Grants are administered by Local Authorities. Students are advised to consult the Council
in their area. Students that have already been assessed for a grant and whose family
circumstances change during the term of their studies are advised to notify their Grant
Authority for re-assessment. Details of course of study, registration and examination
results for each grant holder are returned by the College to the relevant Grant Authority.

All full-time courses at the NCAD are included in the Higher Education Grant Scheme.

Students from Northern Ireland or overseas should consult their local grant authority for
details of grants, and conditions applying to those grants.
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Maintenance Grants

All students who are eligible for Maintenance Grants should check the Notice Board in
Reception for details of when their cheques have arrived. A tick will be placed beside
the Grant Authorities whose cheques have arrived at NCAD and it is just a matter of then
picking up your cheque from Reception, but only at the following times:

11.00am to 11.15am
3.00pm to 3.15pm
No exceptions are allowed.

Any queries regarding Maintenance Grants should be directed to Pauline Delaney in
Student Services and Admissions Ext. 4218.

Student Loans Company Ltd

Students from Northern Ireland can avail of a Student Loan after having been assessed
by the Education & Library Boards of Northern Ireland. Information is available from
Michael Cassidy, Ext. 4212 in the Accounts Department.

Please refer to the Student Loans Company’s website: www.slc.co.uk

Field Trips

Grant holders who participate in obligatory field-trips are advised to contact Pauline
Delaney in Student Services and Admissions, Ext. 4218, with regard to their entitlement
under the Higher Education Grant Scheme. The student must themselves submit their
claim to the grant authority. Students must retain all travel and accommodation receipts
and boarding cards for submission to the Grant Authority in order to be reimbursed for
their associated costs.
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Student Assistance Fund

The Student Assistance Fund is funded by the Irish Government and part funded by the
European Social Fund under the Human Capital Investment Operational Programme
2007 - 2013.

The Student Assistance Fund is available to students experiencing particular or
unexpected hardship during their course of study. This may be as a result of family
breakdown, bereavement, accidents, health problems or other crises that result in
unexpected financial difficulty.

Students should contact Finola Mc Ternan (Ext. 4217), mcternanf@ncad.ie for further
information and Application Forms.

What areas are covered in the Student Assistance Fund?

e Books/Class Materials.

e Travel costs associated with your course of study at NCAD.
* Rent.

e Other living expenses such as heat, light, food.

e Medical expenses.

e Assistance towards costs incurred in compulsory study abroad, where the student is
not in a position to cover the cost with parental or other assistance.

Funding is not available under the Student Assistance Fund for the following:

Tuition Fees

Bursaries

e |oans

Registration Fees

Receipts must be provided in all cases for grants awarded under the Students
Assistance Fund.
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Childcare Support Fund

The Childcare Support Fund is funded by the Irish Government and part funded by the
European Social Fund under the Human Capital Investment Operational Programme
2007 - 2013.

The purpose of the Childcare Support Fund is to provide assistance towards the cost of
childcare (nursery, creche etc) for children of full-time students of NCAD, whose ability to
participate in education may be adversely affected by childcare responsibilities.

Contact Finola Mc Ternan at Reception, (Ext. 4217/) at the beginning of Term 1 to get the
Application Form and details of the fund. Payment to successful applicants will be made
in two installments, the first in November and the second in February.

The College does not have a creche, so it is necessary for students with children to make
their own arrangements.

Part-time Work

There are often some part-time jobs available within the College for students who would
like some extra cash.

The areas to contact for these jobs are:

e Continuing Education in Art & Design (CEAD) — (usually modelling work),
Contact: Mary Sampson Ext. 4214.

e Anna McMahon, Manager, Canteen.

e Library, Seamus Gilna Ext. 4259

e Finola Mc Ternan, Ext. 4217 — work related to NCAD’s School and Community
Access Programme.

It is important to note that these positions will only be available outside course hours, i.e.
morning, lunchtime and evening.
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Student Vouchers

The student voucher system is now organised by the Students Union and might change
from year to year depending on how each new President decides to administer the fund.
Last year, Fourth Year students were allocated €220 worth of materials each during the
second term of the academic year. The amount and allocation should remain the same

this year, however, the system for issuing it may differ from last year.

For further details please contact the Students Union.

Staff Prize

The staff prize is intended to help students of exceptional ability with their final year
expenses. It is funded by staff contributions. Each Faculty may nominate a suitable
student from each Department towards the end of Year 3 to go forward for the prize,
and a selection committee chooses the final award winner(s). The sum awarded is a
substantial one, which can help considerably with final year costs.



YOUR
SAFETY
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Your Safety
Safety Statement

Under the terms of the Safety, Health and Welfare at Work Act, 1989, and associated
legislation, the College has prepared a Safety Statement, copies of which are available

in the Library, the Students Union and all Faculty/Departmental Offices. It is in your

own interest to familiarise yourselves with this document, in particular where it relates

to your own area. In addition, specific safety procedures are posted where necessary in
individual Faculties and Departments. In the interests of your own safety and that of all
the College community, we would ask that you comply immediately with any instructions
relating to safety given to you by members of staff.

Should you have any queries regarding safety, contact a representative of the
Safety Committee:

Vincent Kehoe Ext. 4296/4297
Trevor Peirce (Chairperson) Ext. 4232
Rosemary O” Gorman Ext. 4291
Safety Representative: Jim Griffiths Ext. 4236

The Safety Committee meets on a regular basis (generally monthly during term time) to
discuss all issues of safety and access. If you have anything you would like to bring to the
attention of a meeting, you should contact your Safety Representative.

First Aid

It is important to know the first aid experts within your Department. Most of the Technical
Assistants will have been on a first aid course and there is always one designated first
aid expert within each Department. You should also note where the first aid kit is located
within your Department. If an accident occurs, you should be able to act quickly.

The College has an abbreviated direct dial system, just dial 7077 to get through to the
emergency services, ambulance, fire and Gardai. Also, extension 4299 is an emergency
link to the Attendants who should be contacted in the event of emergency.



Fire Drills

A fire drill is conducted each term within the College. On hearing the fire alarm you
should leave your area immediately and go to the appointed meeting place.

Fires have occurred in the past, so we must know that each student will move promptly
on hearing the fire alarm. To that end also, no personal stereos should be used in the
College as these may prevent you from hearing an alarm.

No Smoking Regulations

The No Smoking regulation came into force with effect from 29th March 2004. As a
result no smoking is permitted in any of the College buildings. These are strict regulations
and must be adhered to by all staff and students.

Campus Security

Personal items should not be left unattended, as there will always be someone willing

to take them off your hands. Possible thefts are always a problem within any institution
and whilst it is not a regular occurrence, intruders have been known to enter with this

intention. It is always better to be safe than sorry — take care of your belongings!

Off-campus security is also something you should be aware of. Whilst the College is
located near the city centre, the streets surrounding it are not brightly lit after dark and
caution when travelling to and from College is important.
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Alcohol Policy

The College accepts that alcohol consumption in our society is legally and culturally
normative, and that there are many advantages associated with moderate consumption.
Research suggests that patterns of consumption amongst younger drinkers may involve
binge drinking, carrying with it a particularly high risk of behavioral and health difficulties,
whilst regular consumption of even moderate amounts of alcohol may create a

health risk.

Research has identified the following alcohol related problems, which academic staff
and others involved in student services have identified as being sufficiently serious and
sufficiently common to warrant a policy response:

e Alcohol related deterioration in academic or work performance.
e Drop out from College.

e Drunken behavior on campus and surrounding areas, causing offence or creating
risk for others.

e Unprotected sexual activity following excessive drinking.
e Physical health problems caused directly by alcohol consumption.

e Serious mood disorders, to which alcohol is a major contributory factor.

The aims of the National College of Art and Design Alcohol Policy are to:

e  Ensure that the social and academic life on campus is conducive to the health and
well being of students and staff.

e Ensure that the College environment complies with health and safety regulations.

e Toinform all members of the College community of the risks associated with alcohol
consumption and the nature of alcohol related problems.

*  Promote the College as a supportive environment that enables students and staff to
make healthy choices that promote health and wellbeing.

e Provide support services for those who may require assistance during their time
at College.



page 24/25

The objectives are to:

Promote the health and wellbeing of students and staff.

Promote personal responsibility and social obligation to the College community.
Enhance a campus environment where low-risk drinking is the norm.

Promote low-risk drinking and discourage high-risk drinking.

Provide an atmosphere free from pressure to drink for those who choose not
to drink.

Provide confidential and effective supports for those who seek assistance as a result
of problem drinking.

Reduce the incidence of alcohol-related problems among College students and staff.

Promote a caring environment for those who experience difficulties related
to alcohol.

College Alcohol Policy

Marketing and Promotions. The College does not approve of the practice whereby
Drinks Companies appoint a student representative to promote their products on
campus. Such sponsorship should primarily be monetary rather than in a material
form. Where sponsorship is provided in the form of the product, it must be closely
monitored by the Students’ Union to ensure that no more than two free drinks

are given to anyone attending an event, and that the advertisement for specific
events should not identify access to free or cheap alcohol as a primary incentive to
attendance. In addition students must be offered the alternative of non-alcoholic
drinks.

The College does not have a College Bar. The provision of alcohol by the Students’
Union at special events must be under licence and must be controlled by those who
issue the licence. Where drink is provided, non-alcoholic drink and food should

be served at events at which alcohol is provided. Only drink provided through the
Students’ Union can be consumed at events organised by the Union.

The provision of alcohol must adhere to all pertinent national laws ie: no public
intoxication, no one shall sell or give away any alcoholic beverages to an underage
person or an intoxicated person.

The use of alcohol must not adversely affect other people or their property.
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e The use and distribution of illegal drugs or the misuse of legal drugs is dangerous to
the individual as well as the College community and is unacceptable behavior.

e The Students’ Union should be encouraged and assisted to provide accurate and
non-moralistic advice on alcohol related problems in its handbook which is given
to students at the beginning of the academic year, and the College’s Student
Handbook should also highlight an awareness of alcohol and other drugs and
associated problems.

e The Student Counselling service and the Student Health service shall continue
to provide a key role in intervening with identified problem drinkers, and in
supporting other members of the College community who are in a position to help in
this area.

e Second Year tutors are required to advise their Heads where a student has been
absent for a period exceeding two days or has been inconsistent in attendance.
The College Community Welfare Group must be provided with this information
each month.

¢ Financing of Student Union events may be affected by the implementation of this
policy. This affect can be discussed with the College management.

Student’s Responsibility

e  Students drinking alcohol on-campus are expected to use alcohol in a
responsible manner.

e Being under the influence of alcohol will not be accepted as an extenuating
circumstance in the case of any other offences such as engaging in violent or
destructive behaviour.

Low Risk Drinking Behavior
e Consideration as to whether you will drink, and how much you will drink.
e Eating a full meal before drinking.

e Selecting a safe way to get home before drinking such as using public transport,
walking with a friend.

e Always knowing what you are drinking, where your drink came from and keeping it in
sight at all times.
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¢ Avoid mixing alcohol and drinking double shots.
* Knowing the signs of intoxication and avoid becoming intoxicated.
e Pacing your drinking — one drink per hour.

¢ Not allowing others to talk you into drinking more than you had planned.

High Risk Drinking Behavior

e Assuming that everyone drinks and that being drunk is socially acceptable.
e Drinking to relieve stress, anxiety or deal with uncomfortable feelings.

e Drinking to get drunk.

e Participating in drinking games.

e Drinking from an unknown source such as a punch bowl or a glass that someone
hands you.

¢ Not knowing what you are drinking or leaving your drink unattended.




YOUR
STUDIES
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Term 1
Monday 28 September 2009 to Friday 18 December 2009
(Public holiday Monday 26 October 2009)

Term 2

Monday 4th January 2010 to Friday 26 March 2010

(Public holiday Wednesday 1/th March 2010)

(College closed Thursday 1st April to Tuesday 6th April inclusive)

Term 3
Monday 12 April 2010 to Friday 21st May 2010
(Public holiday Monday 3rd May 2010)

Final Examinations & Exhibitions
Monday 24th May to Sunday 20th June 2010
(Public Holiday Monday 7th June 2010)

Students are required to follow the course of studies for which they have registered.
Course and attendance requirements are specific to each Faculty/Department and
students must refer to the practice in each area of their course. Students should be
aware that the marking for certain courses is on the basis of continuous assessment.

Within seven days of their return to College, students who are absent owing to illness
are required to submit a doctor’s certificate for absences of more than two consecutive
working days. In the case of Influenza HIN1, special leave arrangements do not require
a certificate for 5 working days.

If extenuating personal circumstances arise at any time during the course of the
academic year, which affect their studies or attendance, students should make these
known immediately to their tutors in both the studio and Visual Culture areas.
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Students cannot transfer to another course at will. During 2nd Year, transfers from one
course to another within the College will be considered up to the end of the first six weeks
of the academic year. The level of previous achievement reached by the student will be
taken into account.

In the case of Joint Course students, consultations must take place with the Studio area
and the Faculty of Visual Culture before a final decision can be taken on the transfer of
the student from the Joint Course to the 80:20 course. Transfers from the Joint Course
will only be considered at the end of an academic year. You must complete the year you
commence before any transfer.

All transfer applications should be made on the appropriate Transfer Form available
from Reception/ Student Records Office, and put through the relevant Heads of
Faculties/Departments.

For further information on transfers consult the Examination Regulations, available from
the Library. You should also talk to your Head of Faculty/ Department and Cecily Grant,
the Admissions Officer (Ext. 4204).

NCAD participates in exchange and placement programmes through the EU Lifelong
Learning Programme that includes the Erasmus Programme. We also have exchange
agreements with colleges in the USA and Canada.

Students interested in participating in an exchange or placement programme should
contact Berna Scanlan in the International Unit (Ext. 4375).

Exchanges and placements normally take place during the second/third terms of Year 3
for undergraduate students.

Students on exchange will be required to meet the Visual Culture deadline as well as
presenting for all Chief Studies examinations. In the case of students who exchange in
Term 3, or are on Co-Op, Visual Culture essays must be submitted as stipulated by
the Faculty.

Chief Study areas will have to arrange for examinations to be held for such students
prior to the Autumn Examination Board meeting, normally held in the third week of
September. Additional examination extensions will not apply in such cases.
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All students who are away on Co-op or study periods abroad must supply their e-mail
address to both their Head of Department and the Visual Culture Faculty Secretary.

Incoming Exchange students will be required to fill out a specific NCAD form (available
from the Department they enter) unless they have already done so at application stage.
The completed form supplies important information for registration and in case of

any emergency.

Time Out is defined as a period of time of not more than one year, which a student takes
away from his or her course in the College. Students seeking Time Out will need to have
successfully completed all requirements in all examination subjects to the last year

of study.

Students proposing to take Time Out may only do so with the agreement of their Head of
Faculty or Department to whom they should apply by the end of May. They must also put
this request in writing to the Registrar by the 31st May.

Applications received after 1st June to 31st August will only be considered if they are
accompanied by the appropriate supporting documentation such as evidence of financial
difficulties, medical certificate etc. Other applications received will be considered as
withdrawals from the course.

The Head of Faculty will inform the Registrar of students intending to take Time Out.
Only Time Out, which has been granted to the student in writing by the Registrar, will be
recognised by the College.

Students must notify the Registrar in writing of their intention to return to the course by
1st May prior to the academic year to which they have to return. Students failing to do
this may be unable to re-enter the course.

Fourth Year students who take the decision to withdraw from their course must inform
the Admissions Office of their decision by 31st January or they will be included in the
Examination Register to the NUI and will therefore be considered as presenting for
final examinations.

For further information, please read the Examination Regulations, available in the Library,
or contact the Admissions Office.
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If you are thinking of leaving your course (permanently or not) for any reason, you must
remember that it is very important not to just “drop out”. If you leave your course in the
right way, you will keep some of your entitlement to “Free Fees” either at NCAD or in
another college and possibly your grant if you are a grant holder.

The first thing to do is to talk to your course tutor or Head of Department. Then come to
Reception and ask to speak to either Cecily Grant or Mary Robinson in the Admissions
who can advise you on the regulations covering the Free Fees scheme and the grant
schemes in relation to leaving a course and on any other implications of leaving

the course.

For instance, Final Year students who are considering leaving or taking “time out” should
be aware that it may have an impact on their final examination grade if they later resume

their studies, depending on the time of the year they leave the course and their reason for
doing so.

If you decide to leave you must do so by writing a brief letter to the Registrar, Ken Langan,
giving the date of your last attendance in College, or fill in a Course Withdrawal Form
available at Reception.

All NCAD Library books must be returned. Students gone “off the Register” who wish to
continue to use the Library should consult the Library staff. Grant holders should advise
their Grant Authority of their withdrawal in order to preserve any future entitlement to
grant assistance.

The NCAD welcomes graduates who wish to pursue studies leading to the award of a
Postgraduate Diploma, a Masters degree or a PhD degree.
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NCAD welcomes applications from suitably qualified students to undertake PhD
programmes in each of our Faculties:

-PhD through Practice in Design
-PhD through Education

-PhD through Practice in Fine Art
-PhD through Visual Culture

The key issue in undertaking PhD studies is that the student will make a significant
contribution to the field of enquiry. It is an ambitious programme of study whether
pursued through practical work or written thesis. At NCAD a PhD programme normally
requires a minmum of three years full-time study (but may require longer given the
standard of achievement required).

Applicants interested in an opportunity to discuss a proposed topic of research and/or
practice should contact the Head of Research & Postgraduate Development, Dr. Silin
Hanrahan at extension 1115 or by email at postgraduate@ncad.ie

The MA by Research degree is open to candidates who wish to extend their knowledge
of their chosen field of study through individual research under tutorial guidance
culminating in a presentation of studio project work and/or thesis.

MA applications will be considered from graduates and final year students in all NCAD’s
fields of study.

For more information contact Debbie Reddin, Ext.4203, Admissions office or by email at
reddind@ncad.ie

NCAD also offers five Taught MA programmes:
-MA: Art in the Digital World

-MA: Art in the Contemporary World

-MA: Design History & Material Culture

-MA: Visual Arts Education

-MSc: Medical Devices Design
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This unique course looks at how contemporary art practice responds to the Digital World
and students are accepted onto this MA by interview process. With the exception of the
initial written research proposal from each student, this course is a studio based, practice
centred course which is supported by a programme of theoretical lectures and seminars.
The course is open to graduates from creative backgrounds who seek the opportunity to
recast their existing practice in light of, and in response to, the possibilities provided by
new digital and virtual media technologies.

For further information, please contact Course Coordinator, Ms. Leah Hilliard, Ext. 4339 or
by email at hilliardi@ncad.ie

This innovative programme welcomes graduates from a variety of backgrounds including,
fine art, art history, philosophy, literature, film studies, architecture, communications or
design. The course examines contemporary art practices and their critical, historical and
social contexts and is composed of four related strands of study:

Practices — a year-long seminar exploring the range and diversity of current international
and local art practices; Situations — a range of elective modules; Theories — running
over the full year and comprising one seminar per semester and, Writing — a student led
seminar running through the year in which participants explore and critique different
models and strategies for writing on art.

Further information is available from Course Coordinator, Declan Long , Ext. 4346 or by
email at longd@ncad.ie.

This Taught Masters is a pioneering programme which examines the history of design
and material culture from the eighteenth century through to the present day and is the
only programme of its kind in Ireland. This programme is delivered annually in both
full-time and part-time modes — over twleve months for full-time students and twenty-four
months for part-time students.
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We encourage applicants from a variety of disciplines including, art/design practice,
architecture, art history, sociology, cultural studies, history, literature, folklore,
economics and communications. Students develop and cultivate their own personal
research interests.

For further information, please contactCourse Coordinator, Ms. Anna Moran, Ext. 4353 or
by email at morana@ncad.ie

This programme aims to help create an active community of educators in the arts who
can give leadership to arts-based education and research and who can contribute
constructively to the formulation of policy and practice in education at local, national and
international level.

The course intake is consciously directed at a diverse population of arts educators
including, educators, primary and post-primary level teachers, lecturers, school principals
and deputy principals, inspectors, artists, art therapists, health workers, community art
workers, museum and gallery education officers and arts officers.

This MA is designed for an annual intake of approximately 15 students based at NCAD
over four semesters (two academic years).

Further information is available from: Professor Gary Granville, Head of Education Faculty
at Ext. 4300 or by email at granvilleg@ncad.ie

This new exciting and innovative programme — which is a collaboration with Trinity
College Dublin and University College Dublin — will provide industrial designers with a
wide range of modules to support their work in the medical devices industry.

The programme aims to provide students with an in-depth knowledge and expertise

to allow them to work as designers of medical devices and to pioneer new approaches

to the solution of medical problems. Central to the course methodology will be an
understanding of the broader issues of medical devices needed to optimise opportunities
for improved designs.

Further information is available from the Course Coordinatory, Mr. Paul Fortune at
Ext. 4272 or by email at fortunep@ncad.ie
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The Faculty of Education at NCAD also offers two NUI Postgraduate Diplomas:
The Postgraduate Diploma in Art & Design Education (Pgrad.Dip ADE)
Postgraduate Diploma in Community Arts Education (H.DipCAE)

The Higher Diploma in Art & Design Education (H.DipADE) is a one-year full-time course for
the purposes of teaching art and design at secondary level.

Further information available from Dervil Jordan at Ext. 4304 or by email at
jordand@ncad.ie or through the Admissions office.

The Higher Diploma in Community Arts Education (H.DipCAE) is a one-year full-time course
for graduates who are interested in deepening their knowledge and understanding of
community arts.

Further information from Nuala Hunt (CEAD - Continuing Education in Art & Design) at
Ext. 4278 or email at cead@ncad.ie or from Dervil Jordan at Ext. 4304 or by email at
jordand@ncad.ie

A Postgraduate Open Evening is held each year in NCAD to welcome potential
postgraduate students and to give them an opportunity to discuss postgraduate study
options at NCAD.

All current Undergraduate students are invited to the Postgraduate Open Evening which
takes places this year on Thursday, 10 December 2009 from 4.00 — 7.00pm.

Notices outlining all details will be posted around the College and on the website
in advance.

The Postgraduate Induction Day will take place this year on Friday, 2 October 2009.

A general College Induction will take place in the morning with individual Faculty
inductions in the afternoon. Advance notice and programme for the day will be posted on
the college website.
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The Centre for Continuing Education offers a range of part-time evening and summer
courses commencing in the autumn, daytime courses during Easter and one and two
week long courses in July each year.

Courses include: painting, drawing, jewellery design, ceramics, fashion illustration,
embroidery, photography, printmaking, sculpture, bronze casting, stained glass and
portfolio preparation.

CEAD also provide a range of part-time NUI Certificate courses, in photography digital
Imaging, Drawing and Visual investigation, and Visual Art Practice, each course carries
ECTS credits and offers progression to a part-time Diploma. The courses are primarily for
mature students who are committed to developing a professional art or design practice
and want to progress within third level.For further information contact CEAD at Ext. 4214,
download course information from the college website, email cead@ncad.ie or call into
the administrator in the main reception area of the College.

Examination timetables will be posted in the Faculties/Departments. The dates of
publication of Examination Results will be on the Examination Notice Board and will also
be advertised in the Faculties and Departments and on the College website. All students
are required to check their examination results on the Examination Notice Board before
leaving the College for the summer. All results are also posted onto the College website,
www.ncad.ie

You will need your student number to access your results (see student card). If your
name is NOT on the list, you must contact the Admissions Office immediately. Please
note that students who do not have all fees paid, will not be admitted to Examinations in
that year.

All students who are deferred to the Autumn Exam Board will be charged €100 for the
repeat examination. Copies of the Examination Regulations (both NUI & HETAC) are also
held in the library and in the Student’s Union. You can also get all documentation in the
Reception of Student Services and Admissions.
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There is a strict procedure to be adhered to if you wish to appeal your Examination
results so it is important to know what is contained within the Examination Appeals
document. An appeal can only be made on one or other of the following grounds, where
it is claimed that:

a) The Examination Regulations of the College have not been properly implemented.

b) Compassionate circumstances exist which relate to a student’s examination situation.

The appeal must be lodged within a specified period after publication of the results
(normally two weeks). Where appeals arise, the appeal is not heard until mid-September.

Thursday 3rd December 2009. An open day for prospective students is held once a year.
This is held on the first Thursday of December when all Faculties and Departments will
be open to visiting schools. Each Department will have an information stand located in
the School of Design for Industry and following that, the visitors will be free to look around
their area of interest.

It is a busy but interesting day and students who would like to be involved in the
organisation should contact their Head of Faculty/Department, the Students’ Union, or
Deirdre Clinkscales in the Registrar’s Office.

The main exhibitions of the year are the graduate exhibitions held in early June. These
kick off with the Fashion Show on 22nd May at 8.00pm. This is followed by the final year
Degree Exhibition opening on Friday 11th June at 6.00pm. The show will be open to the
public until 20th June 2010. For further information on any of the above, please contact
the Registrar’s Office.
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The following is effectively an agreement between the College and the exhibiting students
outlining the responsibilities of College staff and students with regard to the orderly
conduct of the degree shows:

1.
2.

All work areas must be vacated by the dates agreed by individual Heads.

Where work is being shown at a location other than the student’s studio, the work
must be appropriately packed and ready for transportation on the dates agreed and
advised by Heads.

All work should be mounted in place with the related notebooks and back-up
information on dates that are set in individual Faculties and Departments.

In the exhibition space the student is responsible for their work and for any
alterations that are required to that space. Only alterations that have been agreed
with the Buildings Officer and the Head of Department can proceed. Where students
carry out any work that is not in accordance with the agreement of the Buildings
Officer, they will be financially liable for the costs of reinstating the relevant area.

Under no circumstances can the students do the following:

Paint the allocated area either on the walls or on the floor without prior agreement
with the Buildings Officer.

Remove doors or partitions that are already installed.

Affix any attachments to the fabric of buildings without prior agreement of the
Buildings Officer.

Block fire exits or fire extinguishers.
Remove lighting or install lighting from another location.

Any work that is still in the College one week after the end of the exhibition

will be removed by the College authorities and disposed of as deemed

appropriate. The College will have no liability for work removed in this manner and it
will be the responsibility of the student to ensure that the work is appropriately
removed in accordance with their wishes.
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Students are reminded that work on exhibition is not insured. Therefore, students are
advised that the safety and security of their property is their own responsibility, and
they should ensure that their exhibition work is supervised while it is on exhibition
and until they remove it from the College premises.

Where work has been sold, it is the student’s responsibility to ensure that the work is
delivered to the purchaser.

It will be the responsibility of each Head of area and the full-time Technical
Assistants within that area to ensure that each exhibition space that is being used by
their students is cleared completely by the date set by the College authorities.

Arrangements must be agreed where appropriate with the Head Attendant and
Buildings Officer, and it is particularly important where exhibitions are being held
by Departments in locations other than those under their control, that areas be
reinstated to the condition in which they were handed over.

. Many items are stored in other locations outside of the main or relevant Faculty or

Department during the course of the exhibition and it is the duty of Heads of areas
and their Technical Assistants to ensure that these items are returned to their proper
location by the due date.

. Art and design work produced by students of NCAD on course programmes and

projects is routinely photographed and archived. By virtue of registration in NCAD,
students assign to the College the copyright in such images of their work for the
purpose of promoting the College and its courses, and for that purpose alone.



YOUR
WELFARE
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Social Welfare Act

Social Welfare (Consolidation) Act, 1993 and S| 155 of 1997. Under the above the
College is required to return enrolment data on all students to the Department of Social,
Community and Family Affairs. This information will be transferred during the first term.

Student Services

The following services are available free of charge to students of NCAD:

Doctor

Dr. Marina Kent attends the College during term time on Monday, Wednesday and Friday
mornings. Please consult Reception, 01 — 636 4200 for appointments.

The Doctor is located on the second floor in Harry Clarke House. Please note that
the “Pharmacy”, across the road from the main entrance, offers a 10% discount on
prescriptions to all students of the College.

Student Counsellor

The NCAD Student Counselling Service is a confidential and free service for students of
the College and is staffed by a professionally qualified psychologist and counsellor.

The service offers support, counseling and psychotherapy for students who may be
experiencing personal difficulties.

Ms Linda Mackin attends the College during term time on Monday and Wednesday
afternoons, and all day Tuesday. Please consult Reception for appointments,

636 4200. The Counsellor may also be contacted at 087 9519819 (text) or by email at
counsellor@ncad.ie

The Counsellor is located on the second floor in Harry Clarke House.

Niteline — FREEPHONE 1800 793 793

Niteline is a confidential student helpline that is run by and for students in Trinity, UCD,
the Royal College of Surgeons, and NCAD. Service runs Thursday — Sunday,
9.00pm — 2.30am - during term time only.



Disability Support

The Fund for Students with Disabilities is funded by the Irish Government and part
funded by the European Social Fund under the Human Capital Investment Operational
Programme 2007 — 2013.

Please contact Finola Mc Ternan, Student Support/Access Officer through Reception or
by contacting 636 4217 or email: mcternanf@ncad.ie

The NCAD is committed to helping you achieve your academic goals. If you are a student
with a physical, sensory or learning difficulty or have a medical or mental health condition
that interferes with your learning, we can support you.

Fund for Students with Disabilities

Much of the study related support for students with disabilities is financed through the
European Social Fund for Students with Disabilities. The National Office for Equity of
Access to Higher Education administers this fund. The funding is not means tested
and is available to undergraduates and postgraduate students studying on full-time
programmes in higher education.

What supporting documentation is required to apply to the Fund for Students
with Disabhilities?

Students with Specific Learning Difficulties (eg Dyslexia) should bring a copy of their
Educational Psychologists Report, clearly stating that the student has a specific learning
difficulty. This report must have been written within the previous five years.

All other students must have their disability verified by a medical consultant/specialist
and you should bring a recent report from your medical consultant/specialist with you
when you meet the Student Support Officer.

Please note that General Practitioner (GP) letters are not accepted as suitable
medical evidence.

The purpose of the report is to assess the likely support which the student might require
in the context of the impact that the student’s disability may have on his/her
academic studies.



NCAD Student Handhook 2009/2010

The report should outline the following:
e The history and detail of the student’s disability.

e The impact of the disability on the student as regards the demands of the
academic programme.

e Any suggestions of reasonable accommodation or supports, that might be
appropriate for the student in the context of higher education.

What educational supports are available at NCAD?
Writing and Research Skills Service (WRSS).

The Writing and Research Skills Service forms a major part of the College’s support
provision for all students who may have difficulties in the core area of writing and
research skills.

It is a comprehensive service that provides not only a support service for undergraduates
and postgraduates in general writing and research skills, but, in addition, incorporates a
specialist support service for students with specific learning difficulties such as dyslexia.

This is delivered through the provision of:
e Seminars on topics of concern to all students.
e One-to-one tutorials for students with specific learning difficulties.

e Provision of a support facility for students with specific learning difficulties/dyslexia.

Seminars and individual support will be offered in:
e Planning your essay/thesis.

e  Focusing your thoughts.

e Reading strategies.

e “Getting down to work”.

* Managing your time.



Specialist Support for Students with Specific Learning Difficulty/Dyslexia

e Provision of individually tailored programmes.

e Provision of regular, appropriate compensatory tuition by fully qualified
experienced professionals.

e Provision of initial screening for Specific Learning Difficulty.

The WRSS is located at Room G16, Ground Floor of the School of Design.
Service Co-ordinator: Madeleine O' Rourke
Tel: 01 — 636 4314 Email: orourkem@ncad.ie

Assistive Technology

The Assistive Technology Technical Assistant provides introductory training in the use
of assistive technology software and hardware for students that are registered with the
Student Support Service. Some examples of software include:

Dragon Naturally Speaking — This application allows you to talk to the PC instead of typing.
It is very useful for students with restricted movement, dyslexia and visual impairments.

Read & Write Gold — This package allows you to have the PC read text to you. It can be
used to magnify text, make notes, check spellings and even save documents as mp3 files
to listen to later.

Inspiration — This software helps you to plan and organise your written work using
images, spider grams and a variety of other techniques.

The Assistive Technology Office is located at Room G16, Ground Floor of the School
of Design.

Contact: Phillip Kennedy, Thursday and Friday.
Tel: 01 — 636 4314 Email: assistivetechnology@ncad.ie
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Disability Act 2005 — Complaints Procedure

The Disability Act 2005 includes a number of positive action measures designed to
advance and underpin participation of people with disabilities in society.

Section 38 of the Disability Act 2005 enables any person by his/herself or through any
person defined under Section 9 (2) of the Act to make a complaint in writing to the Head
of the National College of Art & Design in relation to the failure of the College to comply
with Sections 25, 26, 27, 28 or 29 of the Act.

For the purposes of handing such complaints the Director of the College has delegated
his authority to receive and refer complaints to an Inquiry Officer.

The following procedures have been developed by the College to receive and investigate
complaints made under the Act.

Making a Complaint

Please contact the Inquiry Officer, (Student Support Officer) in writing if you feel that the
College has failed to comply with Sections 25-29 of the Disability Act 2005 and wish to
make a formal complaint.

Please mark clearly: Disability Act Complaint, Student Support Officer, NCAD, 100
Thomas Street, Dublin 8

The following procedures will be applied, once your complaint has been received
by the College:

Within five working days The Inquiry Officer will acknowledge receipt of the
of receipt of complaint complaint and will advise that a preliminary response will
be sent to the complainant within 20 working days.
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Within 20 working days
of receipt of complaint

Within 30 working days
of date of letter advising
of a full investigation

Within 10 working days
from date of dispatch
of report

Within 20 working days
from receipt of response
from Complainant

The Inquiry Officer, having conducted a preliminary
investigation into the complaint, will advise the complainant
of the following possible outcomes:

e A full investigation will begin immediately if there is a
prima facie case for a full investigation.

e There will be no further action on the part of the College
if the complaint is considered frivolous or vexatious.
The Inquiry Officer will advise the Complainant that he/
she may refer the College’s decision to the Ombudsman.

e The complaint may fall outside the scope of the
Disability Act 2005 and thus be invalid. The Inquiry
Officer will advise the Complainant that he/she may
refer the College’s decision to the Ombudsman.

The Inquiry Officer will submit a draft report to:
e Complainant

e Secretary of the College

e All relevant areas of the College

The Complainant will be advised that he/she has 10
working days in which to respond to the report’s findings.

The Complainant may submit a full response to the report
to the Inquiry Officer.

The Inquiry Officer will send a response with, if appropriate,
a revised report to the Complainant advising that this is

the College’s final response in relation to this specific
complaint.

The Inquiry Officer will advise the Complainant that he/she
may refer the College’s decision to the Ombudsman.
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Checklist: Complaints should include the following information:
* Name, address, contact telephone number and email address.
e Whether you were looking for access to College buildings, services or information?

e What location/department/section of the National College of Art and Design did you
deal with, for example: Admissions, Library, etc.

e When and with whom did you meet, date/staff name?
e What were you looking for? Details.

* How and why was the service/information/public place or building inaccessible
to you?

e What was the response of the person(s) you were dealing with?

e Why are you dissatisfied with the response?

Careers Advisory Service

The Careers Advisory Service provides careers advice to students throughout their
course, and in particular to students in their final year or pursuing postgraduate studies.
The objective of the service is to provide up-to-date information and advice for students
on matters relating to career choice, postgraduate studies and employment.

A core element of the service is the individual career guidance interview. The aim of this
interview is to help the student evaluate and explore the range of career options available.
The interview is conducted in a relaxed non-directive and confidential atmosphere; it
focuses on the needs of the student and the careers advisor engages the student in
setting the agenda and determining the outcome.

The Careers Advisory Service also provides the following:
e Information on postgraduate courses.

e C.V. compilation.

e Cover letter preparation.

¢ Interview techniques.

*  Presentation skills.

e Job vacancy information.

e  Summer vacation work.
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Jacyntha McManus Cleary, Ext. 4313, is the careers advisor and attends the College from
Monday to Friday, 10.00am to 2.00pm during term time only. Please consult Reception
for appointments.

Sexual Harassment & Codes of Conduct

Sexual harassment is defined as behavior which includes unreciprocated and unwelcome
comments, looks, jokes, suggestions or physical contact that might threaten a person’s
job security or create a stressful or intimidating working environment. Sexual harassment
is an equal treatment issue. Sexual harassment is a difficult issue to raise in any form,
but it is desirable in the Students’ Union to endeavor to create an atmosphere where
students would be able to report incidents of sexual harassment knowing that they will
have the support of their Union and that their complaint would be dealt with seriously.

Where students feel that they have been sexually harassed, they should contact the
Welfare Officer or Rights Officer of their Union, or the College Doctor or Counsellor, who
should report the matter immediately to the Director of the College. The Director should
then deal with this complaint on a confidential basis with the Head of Faculty or Head of
Department where the staff member or student is working.

In incidents where the victim of sexual harassment does not wish that his or her name
should be known, the Students’ Union can bring that complaint to the Director without
disclosing the name of the person involved. If disciplinary procedures were to be adopted
arising from a complaint, it would be necessary to have a formal report from the person
concerned on the harassment that he or she has endured.

For students who wish to know more regarding issues of sexual harassment, codes of
conduct for staff and disciplinary procedures, contact the Personnel Office where copies
of Union Agreements are available.
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Mentoring

The College has established a College Community Welfare Group to develop community
welfare policies within the College and to identify problem areas, which require particular
attention by staff or students. As part of its work the group has introduced a mentoring
system.

Under this system third year students are allocated a maximum of four students in

Year 1 with whom they establish a contact relationship and give them advice and
encouragement during the course of the year. A training course is provided in September
of each year for volunteers.

Broadly the mentor’s responsibilities include the following:

1. Listening to the needs of the students and assisting them in finding a social outlet
that is appropriate to their needs.

2. Talking with and listening to the students on a regular basis throughout the year.

3. Identifying students at risk and referring them to the appropriate help.

In the final term the College Community Welfare Group will be writing to second year
students seeking their support for the mentoring scheme asking if they will be mentors in
the succeeding academic year.

If you require any information in relation to the mentoring scheme contact Ken Langan
at Ext. 4217

Students’ Union and Student Representatives

The Students’ Union is located in the Concourse and is the hub of student social life.
It runs the clubs and the parties and is the place to go with any queries on student life
in general. It is part of the Students’ Union of Ireland and as such is involved in any
demonstrations or legislation for improvements in education and student standards

of living.

The President of NCAD Students Union this year is Frances Wasser. The Vice-President
is Orlaith Ross.

Each class also has an elected Student Representative. They and the Union are there for
you at any time, so be sure to use them.



Freshers Week takes place in October when the Students’ Union will inform you on what
services it can offer you, what is happening during the year and which clubs are available
to join. In addition to the Union, all Departments and Faculties have an elected student
representative to speak for them to the Faculties, who in turn will report any matter to
Academic Council.

Accommodation

The Student Services and Admissions Department does not have the resources to
provide an accommodation service, so students must find their own accommodation.
Students from outside Dublin are advised to arrive in advance of the start of term to allow
time for this.

Some good websites for accommodation include:
www.daft.ie.

www.rent.ie

www.kinlaydublin.ie

www.studentlettings.ie

www.easyroommate.com

The Students Union may be able to help students find accommodation, also, check the
notice boards in NCAD and other Colleges for sharing options.




FACILITIES




Library

For modern art and design the NCAD library is the best art library in Ireland. It has a
collection of over 60,000 books and exhibition catalogues with emphasis placed on 19th
& 20th and 21st Century art and design. The Library subscribes to about 300 magazines,
which offer an international view of the subjects taught in the College.

Introductory tours of the Library are given to all new students at the beginning of each
year. In-depth tutorials on information retrieval are provided for students who are
commencing major projects and theses. Booklets are also available describing various
Library systems and services.

The Library offers a range of services to users including loans and reservations, inter-
library loans, CD-ROM and printed indices, access to the Internet, black and white and
colour photocopiers. The library catalogue (Talis) is available for viewing on the NCAD
website and includes all books, catalogues and theses within the library.

Opening hours are as follows:

Monday to Friday — 9.30 am to 9.00pm
Saturday — 10.00am to 4.00pm over the first two terms of the academic year,
commencing 10th October.

The National Irish Visual Arts Library (NIVAL)

The National Irish Visual Arts Library (NIVAL) is a unique research library, jointly funded
by the Arts Council and NCAD. NIVAL is located on the ground floor of the Clock

Building and contains an invaluable and ever-growing collection of reference material
documenting 20th century and contemporary Irish art and design. The collection consists
of books, journals, exhibition catalogues and tens of thousands of items of ephemera.

The core collection comprises files on individual Irish artists (3,500+) and Irish
galleries (800+).

Artists and Galleries files are complemented by files in related areas such as Design,
Fashion, Sculpture, Time based Art, Art Collections, Societies and Association along with
annual Exhibitions including the Irish Exhibition of Living Art, ROSC and EVA.
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NIVAL also holds a number of Special Collections of archival material documenting
specific artists, art movements or material collections including an important collection
of nearly 500 Artists Books. Expert advice is available on site on how best to use

the collection for your specific research queries. Black and white photocopying and
scanning facilities are also available.

Opening hours are as follows:

Monday and Wednesday 10.00am - 8.30pm
Tuesday, Thursday, Friday 10.00am - 5.00pm
Saturday (during term time) 10.00am - 4.00pm

Further information on NIVAL and its collections is available from our website at
http://nival.ncad.ie, or by telephone at 636 4347 or 646 1102/1103

Learning Centre

The Learning Centre offers a good range of independent study courses for those who
wish to borrow language-learning material. It also offers video and DVD viewing facilities.

The careers collection is housed in this area. Students looking for information on writing
CVs or attending interviews will find useful material here. Those considering career or
further study options should also check out the collection.

Students who find that they having difficulties in using the Library catalogue or in finding
material on the shelves can request personal guided tours of the Library, or one-to-one
tuition in using the catalogue. Booking is necessary for this service.

Access to the Library art and design databases (Art Full Text, Artbibliographies Modern,
JSTOR, Design and Applied Arts Index) is available at the Learning Centre.

This area can also be used for quiet study.

Opening hours:

Monday to Friday: 9.30am — 1.00pm and 2.00pm — 5.00pm
For further information call in, or phone (01) 636 4382.



The Sheridan Room

The Sheridan Room, located above the Library, is available to student groups for
meetings, shows etc. It is only available in the evenings, after lecture times. Enquiries
should be directed to the main Attendants’ Office.

Canteen

The Canteen is located downstairs from the Concourse, just below the Students’ Union.
During term-time it is open from 9.00am to 5.00pm. It serves anything from sandwiches,
scones etc. to a full meal, caters for vegetarians and is reasonably priced. There is
additional seating in the concourse area above the canteen, with vending machines for
tea/coffee and snacks.

During holidays the Canteen is open on a limited basis to the end of July and then closes
until the new academic session begins.

Créche Facilities

The College does not have a creche so it is necessary for students with children to make
their own arrangements. Please see the section on Grants and Fees for details of the
Childcare Support Fund in operation in the College.

Telephones

All full-time staff will have a copy of the internal telephone numbers should you need

to phone another Department. Students are not allowed to get an outside line from the
Switchboard. In emergencies, you could request your Faculty or Department Secretary to
telephone outside the College for you. The main telephone number is 636 4200. There
are public phones in the Concourse, the School of Design for Industry and the Granary.

Public Transport to NCAD

Buses No. b1, 78 and 123 all travel from the city centre to Thomas Street with the 78
and 123 having a very frequent service. The 78 and 51 leave from Aston Quay. The 123
travels from Marino, via O’Connell Street and Dame Street.
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Car Parking

This is scarce. We have a limited number of places for students who have a medically
supported need to have a car. Unfortunately we cannot provide parking to any other
students. Favourable rates may be negotiated on a regular basis with either of the two
nearby public car parks.

Sports Facilities

Regrettably the College does not have space for sports facilities. It does however fund the
use of outside facilities and you can make a case to your Students’ Union for support if
you have a proposal in mind.

The Union has an organised swimming evening and various other supported events.
Check with them!

Internet & It Support: www.ncad.ie/itsupport

Location
The IT Support office is located beside the Sybil Connolly Lecture room in the
Clock Building.

Contact either by email: itsupport@ncad.ie or dial: (01) 6364200 Ext. 4382

IT Helpdesk

An IT Technician is available in the IT Office from:

e 10to 4, Monday to Friday for first three weeks of Term 1 only to assist with getting
on the wireless network and

e 1.30to 4, Monday to Friday for rest of Term 1, Term 2 and Term 3.




Wireless Internet Access

In the summer of 2008, NCAD implemented a new Trapeze wireless system across its
Thomas St. campus. For instructions on configuring your wireless card and laptop (WPA
security, Proxy settings, etc) please go to the IT Support section of the NCAD website.

Please note that your username is your student number and your password is your date
of birth i.e. if born on 3rd July 1983 then your password will be 03071983.

You are advised to change your password from your DOB by going to
http://password.ncad.ie

General Access Computers

There are Internet facilities in a number of Faculties and Departments and the Library.
There is also a drop-in centre in the Canteen.

SMS Texting

NCAD uses an SMS text service to relay important information to the student body via
mobile phone. Please ensure that the Admissions Office has your correct mobile number.

Pilot Projects

IT Support work on a number of pilot projects during the summer months so please
check the itsupport section of NCAD website for a more up to date list of services.
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Computer & Network Systems
Acceptable Use Policy

The National College of Art & Design is anxious to achieve a balance between proper
and legitimate academic and personal usage of computers and the College’s
responsibility to monitor and regulate any misuse whilst still maintaining the individual’s
legitimate privacy.

The College is committed to providing computer resources including email and internet
access for staff and student use to promote the aims of the College’s courses and to
facilitate education, research and Central Office for Admissions and Student Services.
Through the College’s IT Committee the following usage policies have been established
so as to ensure that the college can offer the widest possible range of services to the
college community without limiting academic freedom.

The College is committed to maintaining the privacy of its users and will not
actively monitor computer usage but users should be aware that the college will be
retaining records of all usage and these records could be made available in specific
circumstances.

The College’s computer resources may not be used:
e Forillegal acts.
For activities in breach of College policies.

For personal commercial activity (unless specifically authorized by the
IT Committee).

The College computer facilities are only available for the college community. All users
carry duties and responsibilities in relation to computer and network systems and
must adhere to the following broad policies:

1. All users must respect the Laws of Ireland and specifically but not exclusively be
aware of their individual responsibilities under:

e Copyright Act (1963) and Amendments.

e Data Protection Act (1988).

e Prohibition of Incitement to Hatred Act (1989).
e Criminal Damage Act (1991).

e Freedom of Information Act (1997).

e Child Trafficking and Pornography Act (1998).



10.

The College will provide all users with an account number and a password to
permit access to the College’s network and other computer resources. It is the
responsibility of the individual member of the College community to prevent
unauthorized use of their account. Staff members must ensure as far as practical
that the computers, either in their office or under their direct care are not used

for unauthorized purposes. The IT Manager will be in a position to give advice and
assistance in safeguarding software and equipment.

Users must behave reasonably in their use of the college computer facilities and
must not undertake or facilitate any activity that could jeopardize in any way the
integrity, reliability and performance of these resources. Users must check with

the IT Manager before doing anything that might affect the network. Willful damage
to computer resources will result in disciplinary action which may include
prosecution under appropriate legislation. Deliberately wasteful use of resources and
time could lead to withdrawal of ervices or disciplinary action.

Users must take reasonable care to ensure that they do not transmit viruses or other
malicious computer codes to other users. The College will provide guidelines and
practical help to all users to protect their computers.

It is not acceptable to view, download, transmit or store any offensive indecent
images or material unless this is an integral part of the research being pursued
by the user and has been agreed in writing with the relevant Head of Faculty and
the Director.

It is not acceptable to attempt to access any files, data or records for which the user
is not authorized.

The College’s Computer System is not to be used to publish or transmit anything that
is libelous or defamatory or is damaging to another computer system.

Users must clearly indicate that any views that they express whilst using the
computer facilities are their own views and not those of the College.

All software installed and used on the College computer systems, including stand
alone computers, must be appropriately licensed. Users must adhere at all times to
the terms and conditions of such licenses.

Increasing amounts of data and information are stored on electronic media and

the College computer system. Users who have access are responsible for such data
and must make themselves aware of the College Computer & Network Systems Code
of Conduct and ensure that the integrity, accessibility, accuracy and confidentiality of
such data is maintained.
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11.

12.

13.

Failure to abide by these policies may result in being denied access to the computer
resources as well as other proceedings.

All work for the College website must be approved through the College webmaster
and must be approved by the Head of the appropriate area.

This policy on acceptable computer use will be amended from time to time as
required. All users of college computer resources are deemed to have made
themselves aware of these policies.

Code of Conduct

The College has issued a Computer and Network Systems Acceptance Use Policy
and this Code of Conduct arises from that policy. The Code of Conduct applies to all
users of the computer and network systems in the National College of Art & Design.

Access to server rooms is strictly forbidden unless authorized by the IT Manager or
the Buildings Officer.

Web shots and outside media will be blocked. Requests can be made to the IT
Manager through the Head of Faculty to connect to outside media.

IT equipment should not be taken off site without the authorization of the Head of
Faculty or Head of Department or the IT Manager.

All equipment, which is taken off site, must be separately insured through the
accounts office.

Faculties and Departments are required to maintain written records of all software
installed in each machine.

Software:

a. All software installed on a machine must have a valid license and proof
of ownership.

h. Personally owned software should not be installed on a machine.

c. When installing software or purchasing new software for a machine the IT
Manager must be advised so that Faculty and Department records for each
machine are updated.

d. Users must not copy software or data without the permission of the
copyright owner.
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7. Computer and Network Resources are not to be used for individual commercial use
unless authorized by the college management.

8. Connection of devices to the college network is strictly forbidden.

9. Use of malicious code programmes is not permitted nor is the intentional destruction
or unauthorized monitoring of electrical communication.

10. Encryption technology cannot be used on electronic data without notifying the IT
Manager in advance.

11. Use of a modem on a computer is prohibited.

12. Users must be aware that websites visited and incoming / outgoing emails will be
logged by the server. These logs are backed up daily and will be held for a month
before being overwritten.

13. Disc Space:
a. Disc space may be requested from the IT Manager for staff members to store files.

b. Disc space and email accounts will be deleted when a user finishes their
connection on a day-to-day basis by the college. This deletion will take place one
month after the user leaves the college.

¢. Authorization must be sought from the IT Manager for additional network points.

14. Users must respect the Laws of Ireland and be aware of their responsibilities under
Copyright Act (1963) and as amended.

e Data Protection Act (1988).

Prohibition of Incitement to Hatred Act (1989).
Criminal Damage Act (1991).

Freedom of Information Act (1997).

Child Trafficking and Pornography Act (1998).

15. In the interests of health and safety the removal of covers from machines is
strictly forbidden.

16. In the summer period staff can request their account at ncad.ie emails to be sent to
an outside email address; however it is essential that the address is one where anti
virus software has been installed.

17. Faculties and Departments that are upgrading their machines and disposing of the
old ones must give a list of computers for resale to the IT Manager.
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18.

19.

20.
21.

Users should be aware of the computer user’s Safety and Health & Welfare
Document recommending suitable positions for computer equipment and furniture.

Old Computer Equipment All computer equipment that is not working and cannot
be fixed will be sent to a designated recycling company for disposal. This must be
arranged through the IT Manager.

Network settings on computers are not to be changed.

Email: All staff & student emails will be in the format last name initial of
firstname@ncad.ie




YOUR
DIRECTORY
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Useful Numbers

Attendants

Attendants

Director

Director’s Secretary
Registrar

Registrar’s Secretary
Admissions Officer
Student Support Officer
Grants and Fees

Head of Core Studies
Core Studies Secretary
IT Support

Counsellor

Make Appointments at Reception

Doctor

Make Appointments at Reception

Student Union
ncadsu@gmail.com

Niteline

Aware

BodyWhys.ie

Main Office
Emergency Only
Declan Mc Gonagle
Marion Lynch

Ken Langan
Deirdre Clinkscales
Cecily Grant

Finola Mc Ternan
Pauline Delaney
Joe Wilson

Patricia Mc Donnell
John O Donnell
Linda Mackin

counsellor@ncad.ie

Dr Marina Kent

Frances Wasser
Orlaith Ross

Confidential Student Helpline

Helping to defeat Depression,
LoCall

Eating Disorders
Association of Ireland

636 4291
636 4299
636 4261
636 4261
636 4210
636 4211
636 4204
636 4217
636 4218
636 4220
636 4221
636 4382
636 4200

087 951 9819
636 4200

636 4269
1800 793 793

1890 303 302

1890 200 444
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An Garda Siochana
Information Sheet

Stay Safe on Campus

Your Personal Safety

Avoid situations, where you are travelling alone at night time.
When travelling on foot, use busy routes and well lit walkways.

Don’t display obvious valuables — jewellery, handbags etc. unless
completely necessary.

Always take care when using ATM'’s.
When socialising, dont leave an opened drink unattended, even for short periods.

Don't leave property unattended in libraries, lecture theatres, restaurants or
changing rooms.

If you think you are being followed, go to the nearest place where there are other
people, and contact the Gardai.

If you are assaulted, help is available to you from the Gardai 24 hours a day.

Remember, no mobile phone credit is needed to make 999/112 emergency calls.

Security of Your Accommodation

Lock your front/back doors at all times. If leaving, check that all windows are locked.
Take care when letting in callers — ask for identification if in doubt.

Take special care of valuables, including laptops, IPods and mobile phones.

Always lock outside doors.

Use your door chain.

If you receive strange or abusive phone calls, contact the Gardai / Campus Security.
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Security of Your Bicycle, Car or Motorcycle
e When you purchase a bicycle, make sure you keep a receipt showing ID details.
e Secure your bicycle by using a good quality locking device.

e Leave your bicycle, car or motorcycle in an area which is supervised or where it
can be seen.

e Don't leave valuables in your car. If you must, then keep them out of sight in
the boot.

e Don't leave personal documents — driving licences, insurance certificates etc.
in your car.

e Consider fitting a good quality alarm and/or immobiliser as well as a chain/padlock.
e Don't pick up hitch-hikers.

e  Secure parking for motorcycles can be difficult to find. ‘U’ shaped pieces of
scaffolding pole embedded into concrete, and located in areas, which have good
natural surveillance can be the answer to the motor cyclist’s theft problem.

The National Age Card

e Remember that you can apply for "The National Age Card” once you have reached
18 years of age.

e This is a state of the art identification card which provides you with the means to
prove your age when requested.

e The card can be applied for through your local Garda station.
e Check it out on www.agecard.ie

e Your local Garda station will also be able to give you details.

For additional safety and security advice see the Campus Watch booklet at www.garda.ie

Community Policing Implementation Team Garda Community Relations and Community
Policing Division

Visit the Garda website at www.garda.ie

Issued by the Community Policing Implementation Team, Harcourt Square, Dublin 2.
May 20009.
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