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1. Preamble.

1.1. Moodle is an open source virtual learning environment (VLE) that is used by IICP
College to support and enhance learning activities by providing learners with a wide
variety of educational resources. These include the ability to:

e Access lecture notes, course handbooks and tutorials;
e Submit assignments and receive course grades;
e Chat, ask questions and share resources with both lecturers and learners on

discussion forums.

1.2. This policy addresses the requirements of (i) QQl’s suite of QA guidelines, (ii) QQl
Assessment and Standards (revised 2013) and (ii) ESG. These regulations require that
Institutions have in place and consistently apply pre-defined and published

regulations covering all phases of the learner life cycle.

2. Scope.
2.1. This policy applies to all programmes at IICP College.

3. Purpose
3.1. This policy applies Codes of Practice and Codes of Conduct to IICP College’s Virtual

Learning Environment.

4. Roles and responsibilities.

4.1. The Academic Council is responsible for formally approving this policy and for
overseeing its implementation and review.

4.2. The Registrar is responsible for taking appropriate action under this and related
policies.

4.3. Learners are responsible for making themselves aware of their rights and
responsibilities under this policy.

4.4. All faculty, staff and learners are responsible for upholding the principles of this

policy, and for adhering to its procedures.



5. Policy
5.1. lICP College encourage learners to share resources and information through the

Moodle pages and forums.

5.2. Learners are required to adhere to the Irish Copyright Licensing Agreement before

posting. This is reproduced in Appendix 1.

5.3. Moodle must be used in a safe and secure manner and in accordance with IICP College

Code of Conduct.

5.4. The following principles provide guidance in the appropriate use of Moodle:

e Be courteous, considerate, constructive, and encouraging when posting or
responding to postings on the discussion forums;

e Do not post any commercial messages (e.g., items or services for sale);

e Do not post any messages which you would deem not suitable for a workplace
environment, such as inappropriate jokes;

e Do not post any information or share any material protected by copyright (see
appendix 1 for further information);

e When contacting lecturers via Moodle use subject headings that are descriptive
and clearly related to the content in your message;

e Be mindful of your responsibility to uphold the dignity and respect of the
individual, and ensure that you show sensitivity to cultural, religious, and racial
differences;

e Ifyouare unsure whether your post may be suitable for a discussion forum, discuss
your concerns with an IICP College staff member or your lecturer before posting;

e Moodle must not be used for any illegal purposes, including but not limited to
defamation, violation of intellectual property laws, or violation of criminal laws;

e Please realise IICP College staff have access to all content posted on Moodle and
any breach of [ICP’s Codes of Conduct will be dealt with under the appropriate

procedure;



e Please realise that IICP College retain the rights of any resources or material posted

on Moodle.

6. Further Support.

6.1. If you have any queries relating to this IICP College Learner Copyright and Usage

Policy for Moodle, please contact the Registry department.

6.2. If you have any technical queries relating your Moodle account or you require training
on using Moodle, please contact IT support. This is available in the central office at

student care time, or by phone through the main College phone number.

7. Supporting Documentation.

C

LICENCE CERTIFICATE
Higher Education Institution

Issued by the Irish Copyright Licensing Agency CLG.

It 15 heraby cerified that a Licence has been granted by the Insh Copyright Licensing Agency CLG to ,
the Licenses named hereunder, for the copying by the Licensee of cenan material protected by
copyright at the premises and during the term specified hereunder, subject 1o the terms and
conditions specified in the Licence Agreemen! made between the parties, the date of which is set out

hereunder
Name of Educational HCP Education & Training (‘the Licensee”)
Institution:
Address: Killinarden Enterprise Park ("the Premises")
Killinarden
Dublin 24
Licensee 1D; 5152
Date of Licence Agreement:  15/052017
Period of Licence: From 01/10/2017 to 30v09/2018
Date of Issue: < __»21.'12?2017-
g ) BY
GUARANTEE

// E/-Qd‘if -

SIGNED on behalf of the
Irish Copyright Licensing Agency-CLG

Note: This Licence Certificate should be kept safely. A new Licence Cedificate will issue annually to
the Licensee, on payment of the annual Licence Fee






USER GUIDELINES

Viith affoct fram January 2016

To be displayed beside all photocopying machines and scanners throughout all licensed Educational Institutions used for the
production of multiple and non-fair dealing copies and in digital form in a prominent place on the Intranets of all Educational
Institutions licensed to copy digital publications.

This Institution has an ICLA Licence, enabling stafl and students to photocopy and scan orint extracts, and copy digital
publications, within clearty defined limits, from books, journals and periodicals published In Ireland, the UK, Argentina,
Australia, Austria, Belgium, Canada {including Quebec), Denmark, France, Germany, Greace, Hong Keng, Iceland, Italy, Jamaica,
Japan, Liechtenstein, Luxembourg, Mexico, the Netherlands, New Zealand, Norway, Singapore, South Africa, Spain, Switzeriand,
Taiwan, Tobago, Trinidad and the USA.

What the Licence covers

The Licence permits the copying (including scanning) of extracts from all print books, journals and magazines published in
Ireland and the countries listed above, except those shown on the Lst of Excluded Categories and Works and from digital books,
journals and magazines listed on www.icla.le. Newspapers published In Ireland and the UK are also included. All staff and
students at this establishment are licensed to make copies provided they comply with the licence terms and conditions and the
publication they are copying is legitimately owned by the school/college.

No copying may exceed 5% of the published volume or issue or, if greater:

. one complete chapter from a book, ar

- one article from a journal, periodical or newspaper, or

. a short story or poem not exceeding 10 pages in length from an anthology
= or the equivalent amount from a digital publication organised in a

non-traditional manner.

No systematic or repeated copying of the same material which would breach the above limitations is permitted during any one
course of study/module, i.e.; progressively copying more than the above limitation for the same class of students; the ficence is
not a substitute lor buying/subscribing to original publications,

The creation of enlarged copies, copies for presentation on interactive whiteboards and school computer screens, and
accessible copies for students with reading disabilities is also permitted. The same limitations [above) apply to enlarged copies
and presentation copies; accessible copies can be made of whole publications,

It is 3 condition of the Ucence that the number of multiple print coplas of a single item of Copyright Material shall not exceed
the number needed to ensure that each member of the class has one copy onfy and two for the tutor, Copies may also be made
for meetings of stalf and managers. Digital copies can be made available only 10 the relevant class and tutor and must be
deleted st the end of the school year.

No ongolng record of copying Is required under the licenca. If an Educational Institution Is selected to bog its copying (either via
a survey or record-keeping forms), so that ICLA knows to which authors, illustrators and publishers licence fees should be paid,
ICLA will contact the Institution about this separately,

The publications the Licence does not cover
All the items on the List of Excluded Categories and Works as well as the following specific categories:

= Printed Music {including the words) = “Copy Permitted” Publications
*  Workcards or assignment sheets, separate = “Grey literature” (leaflets; publications without
maps or charts an ISBN or ISSN)

The Excluded Works List should be on display next to all refevant copiers in the college and is available on www.icla.le.
Permission to copy excluded tems or in excass of the above stated limits should be sought from the rightsholder [publisher,
author or artist) on each occasion. The UK List of Excluded Cotegories & Works and the US publishers’ Induded List should be
lodged with the licensing officer and/for library in the Institution. These lists are available on www.icla,ie.

It is good practice that copies are identified with details of author, title, publisher and ISBN/ISSN at the foot of each page so
that the source of extracts taken from books, journals, periodicals and newspapers s acknowledged and students learn the
importance of crediting the work of athers,

This document is Intended for guldance only and not as a substitute for the Licence Terms themselves. In the event of a
conflict between the two, the Licence shall prevail.

Irish Copyrigh! Licensing Agency
&3 Palrick Skeet, DOn Looghalre, Co, Dublin, A%S WE25
1: 01 662 4211 E InfoBicla.le W: www Icla le






