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Shannon College of Hotel Management 
 

PERSONAL AND MANAGEMENT DEVELOPMENT 
 
 

1. BACKGROUND  
As a School of The National University of Ireland Galway and as a long established professional 
training institution for the hotel industry in Ireland, Shannon College of Hotel Management (Shannon 
College) guides, assesses and appraises students as they develop their own management and leadership 
skills through a unique combination of classroom professional and industry based learning. Our 
management development ethos is based on what would be expected of a young manager in a well-run 
hotel and a graduate of our University.  

2. ACHIEVING POTENTIAL  
We want every student to realise their potential. We have therefore listed below in positive terms 
what is expected of each student.  
 

• That they should appreciate that they are part of the Shannon College family-students, 
alumni, friends and staff – that they take pride in their own achievements and those of our 
graduates and that this pride would be reflected in their attitudes, behaviour, friendliness 
and customer focus.  
 

• An enthusiastic committed attitude to study and practical work to achieve the learning 
outcomes of Shannon College’s programmes that will demonstrate their suitability for 
management. A desire to “go the extra mile”.  
 

• Exemplary social behaviour. An ability to enjoy and have fun without excessive drinking, 
discourtesy, use of prohibited substances or anti-social behaviour.  
 

• Respect for the property of Shannon College, accommodation landlords and their fellow 
students. 
 

• Absolute honesty in their professional and academic lives.  
 

• Excellent attendance, punctuality, dress, hygiene and accommodation cleanliness.  
 

• To assist in the creation of an atmosphere in their living accommodation that is conducive 
to study, relaxation, security and fire safety by avoiding excessive noise, disruptive 
behaviour and by observing the rules that are put in place to ensure the welfare of every 
student and the rights of other residents and neighbours to peaceful enjoyment.  
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3. Basis for These Regulations 
The code is based on the following central principles that are closely interwoven with the aims and 
learning outcomes of Shannon College’s programmes.  
 

3.1 The Student Code of Conduct of NUI Galway. 
The primary objectives of the University are the dissemination and advancement of knowledge and 
understanding through teaching, research, study and rational discussion. 
Any student who enrols for any course in the University in doing so accepts the objectives of the 
University and is giving a commitment, as a responsible individual and as a member of the 
University community, to behave in an appropriate manner.  
The Student Code of Conduct offers guidelines as to the norms of behaviour that accord with the 
obligations of students, but where more specific requirements are in place, they are available on 
the University’s web site. It should be noted that Students of the University cannot claim any 
privileged position in regard to the general law of the land. 
Breaches of this Code and of any University regulations make students liable to the imposition of 
sanctions.   The Student Code of Conduct should be read in conjunction with the University’s 
various policies in relation to students which are listed below.    
http://www.nuigalway.ie/student-services/policies/     
 
Anti-Bullying Policy for Students 
 
Beartas Frithbhulaíochta do Mhin Léinn 
 
Alcohol Policy 
 
Abridged Alcohol Policy 
 
Anti-bullying Policy for Students 
 
Authorised Absences 
 
Drug Policy 
 
Harassment and Sexual Harassment Policy 
 
Beartas maidir le Ciapagh agus Gnéaschiapadh 
 
Mental Health Strategy 
 
Missing Student Protocol 
 
NUI Galway Code of Conduct:  Procedures for the Recognition of a new Sports Club 
 
NUI Galway Code of Conduct:  Clubs Financial Management Procedures 
 
NUI Galway Student Complaints Procedure 
 
Postering Policy 
 
Procedures on Payments to Clubs, Societies, Mentors and Students 
 
Student Death Protocol 
 
 
 

http://www.nuigalway.ie/student-services/policies/
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3.2 Shannon College Ethos 
The ethos of the Shannon College features the inculcation of exceptional standards of 
professionalism, personal presentation, courtesy, attitude and discipline. 

3.3 Management Development  
Amongst the learning outcomes of Shannon College’s programmes are the development of 
interpersonal, social, managerial and leadership skills.  

3.4 Shannon College Responsibilities  
As a responsible civic-minded educational institution and a School of the University Shannon 
College has a duty to society, the hotel industry and its alumni to ensure that the standards of 
behaviour of its students both within its environs and while representing it in the wider world are 
above reproach and that order and discipline are maintained at all times.  

3.5 Practical Training and Industry Placements  
Intensive practical learning and lengthy placements in the hotel industry are central to Shannon 
College’s educational ethos. These regulations must therefore address student’s attitude to work 
and adherence to hygiene, safety and health procedures in practical situations.  
It must also ensure that students understand and adhere to the normal basic disciplines of the 
workplace such as attendance, punctuality, dress, hygiene and respect for authority. It must also 
take cognisance that students are placed with hotel companies on the understanding that they are 
of good character and ready for the responsibilities and demands placed upon them as management 
trainees in the hotel workplace.  In this regard the Marks and Standards of Shannon College 
specifically state that:  “Shannon College reserves the right not to recommend a student for 
placement if it considers him/her unsuitable”. In such circumstances a student could not continue 
with his/her programme. 
A high level of commitment and exemplary social behaviour are expected of every student on 
placement. 

3.6 Conduct in Class  
Conduct in class should facilitate the teaching and learning experience of all students. 

. 

4. ABSENCE AND ILLNESS  

4.1 General  
There is no reason for a student to miss classes except in the case of illness, occasional essential 
personal circumstances and Shannon College authorised extra-curricular activities. Students are 
expected to attend at least 97.5% of classes. It is therefore the responsibility of the student to 
carefully plan their personal arrangements to minimise or eliminate time off during the academic 
year to a maximum of 3 days. In the event of personal or family difficulties that could lead to 
frequent absence, a student should discuss the matter with the Class Tutor or Welfare Officer. 
Students should also make themselves aware of Fitness to Practice requirements for attendance in 
practical and language classes. In general students whose attendance in these classes fall below 
90%, or 70% in the case of certified illness, will not be permitted to proceed on Year 2 Placement 
and will have to repeat the subjects involved in the next academic year, For specific requirements 
in relation to each subject students should check Course Outlines and Marks and Standards. 
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4.2 Contacting the College in relation to Absence from Class.  
Year 1, 3 and 4 students who will not be returning to classes by the time required, indicated on their 
timetable, should e-mail their Class Tutor, stating the reason and the expected date and time of 
return to class. This should be done as far in advance as possible. Further, the student must give a 
mobile or phone number as a point of contact. Prior permission is not required unless the student 
is absent from a college occasion or specific duty. Lengthy absences (in excess of three days) are 
not permitted except in exceptional circumstances on a case by case basis. The latter will require 
prior permission. 
 

4.3 Procedures for Students who are Ill.  
As at 4.2 students who are absent from classes due to illness must inform their Class Tutor. Students 
must submit a medical certificate on return to college. In the case of a lengthy absence of longer 
than 5 days, the medical certificate must be submitted as soon as possible after the absence 
commences. This certificate may be issued by any doctor. A Medical Certificate will only be 
accepted if a student has informed their Class Tutor that they are ill at the beginning of the absence. 
A medical certificate should state the general nature of the illness and the date of return to college. 
It should be signed, dated and stamped by the doctor issuing it.  

4.4 Shannon College Medical Service 
Shannon College provides a free medical service which includes prescriptions, advice on medical 
matters and house calls for students resident in the locality of the college who are unable to come 
to college. It does not include certification of illness. If students require medical certificates they 
will be charged at prevailing rates. 
The College Doctor is Dr Peter Flynn. He is available to students during his surgery hours and in 
the airport, at approximately 9.30 each morning. If students need to see the doctor at this time they 
should contact the College Reception and the doctor will be called to the Airport Medical Centre. 
. Students who are very ill in their accommodation should contact the College Reception at 061 
712213 and ask for the doctor to be called to their address. The doctor can be called at any time for 
an appointment at 061-364274. When he is off duty, students will be automatically transferred to 
Shannon Doc, a local emergency service. There is a charge for the use of this service. 
Students attending the college doctor during class time should inform their lecturer in advance 
either personally or through another student. They will be marked absent. If they are in a position 
to return from the doctor to class they should again inform their lecturer and their absence will be 
cancelled. 

4.5 Absence  
Excellent attendance is central to the college’s ethos and its role of preparing students for 
management in the hotel industry. Persistent absenteeism by individual students undermines the 
college’s ethos and disrupts the preparation of all students for management. It also calls into 
question the suitability of the student for industry placement. Furthermore attendance at class is an 
essential element of learning. In all classes it is very difficult to learn without attending and 
impossible in practical and language classes. 

Shannon College will closely monitor absence. If it is deemed that the college’s ethos and/or a 
student’s learning are being seriously undermined due to absence, including for illness, he/or she 
may be required to repeat the module(s) in question or academic Years 1, 3 or 4 in the case of 
absence across an entire programme in accordance with sanctions laid down in the Student Code 
of Conduct, Shannon College Marks and Standards and after due process.   Additionally, Marks 
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and Standards for the B.B.S./B.Comm degrees allocate 5% of final marks in each module to 
attendance.   

 Non EU students are reminded that certification of attendance at class is required for Student Visa 
renewal.   Generally speaking, levels in excess of 80% to 90% are demanded by The Garda National 
Immigration Bureau.  

5. COURTESY STANDARDS  

5.1 Courtesy Standards  
The highest standards of courtesy and good manners are expected from students to Shannon 
College staff, visitors and in their own society. Groups of students in class or at Lunch or elsewhere 
will rise when joined or approached by the Head of College and/or visitors. Students will always 
rise when joined by a member of staff except at the start of class. Students at Lunch need not rise 
when the Head of College enters unless he is accompanied by visitors. Un-accompanied visitors to 
Shannon College must always be enthusiastically greeted and assisted by students.  

5.2 Greeting Staff  
Members of staff will always be greeted on first encounter each day with a suitable salutation.  
Any verbal communication to a member of staff will be prefaced by their title and name e.g. Mr, 
Mrs, Ms, etc. Guests in the restaurant or College will always be addressed as “Sir” or “Madam” 
except if names are known in which case they will be used.  

5.3 Inappropriate Language  
Inappropriate or foul language should never be used by students.  

6. RESPECT FOR COLLEGE PROPERTY  
 
As students are being educated to be hotel managers and out of pride for Shannon College, it is 
expected that they treat property and equipment with the greatest respect. In this regard students 
should not deface property with graffiti or bring food or drink into any of the lecture rooms, with 
the exception of drinking water in the classroom and library. The same standards are expected in 
student accommodation. 
 Where serious damage occurs within the buildings of Shannon College, full costs of repair will be 
levied against the student(s) responsible. In the case of student accommodation, full costs of repair 
will be divided between all occupants or those who accept responsibility.  

7. RULES FOR STUDENTS IN RESIDENCE  
Year 1 Student Accommodation is currently located at Castle Gardens in Bunratty Village. All 
Year 1 students, with the exception of those whose parent or legal guardian live in the general area 
between Ennis, Limerick and Shannon are required to live in Year 1 student accommodation.  
Shannon College does not manage or have any responsibility for Castle Gardens however it does 
require that students adhere to the University Code of Conduct and Shannon College Regulations 
while in residence there.  
It is satisfied that the Rules in place in Castle Gardens (some of which are alluded to below) are 
reasonable and in keeping with its professional ethos. These Rules include fines for misdemeanours 
most notably in relation to fire safety, interference with Wi-Fi equipment, cleanliness and anti-
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social behaviour. In certain circumstances students may be required to leave their accommodation 
without refund. 

7.1 Cleanliness  
Student accommodation must be clean and tidy at all times. Beds are to be properly made before 
coming to class. Floors should be swept; kitchen, utensils, bathroom and W.C’s cleaned. Refuse 
should be deposited in bins provided on a daily basis. Occupants are equally responsible for house 
cleanliness. Castle Gardens personnel will visit student accommodation on a regular basis to ensure 
that Fire, Security and Cleanliness Regulations are being conformed with. Shannon College staff 
may also check student accommodation in the context of the maintenance of Hotel professional 
standards.  
In the event of student(s) not maintaining the required standard of cleanliness and hygiene, contract 
cleaners will be employed and the cost levied on the student(s). If the students do not pay the cost 
or persist in not maintaining the accommodation to the standard required they will be requested to 
vacate the accommodation with no refund of rent. Students will be required to pay for alternative 
accommodation themselves.  

7.2 Fire Safety   
As in a hotel the requirements of fire safety in the student accommodation is paramount and there 
is a non-smoking policy within all student accommodation.  
ANY STUDENT FOUND INTERFERING WITH OR OBSTRUCTING ANY FIRE 
PROCEDURE OR PIECE OF EQUIPMENT OR SMOKING WILL BE subject to fines as laid 
down by Castle Gardens Management.   
If interference takes place and it is not individually admitted, all occupants will pay the full fine. 

7.3 Responsibility for Belongings  
Students must ensure that their accommodation is locked when un-occupied. Student 
accommodation not securely locked when un-occupied may be entered and items stolen. Shannon 
College and Castle Gardens owners will not accept responsibility for any such losses. Personal 
belongings of any type are not covered by the college’s or Castle Gardens owner’s insurance and 
students should therefore make their own personal insurance arrangements.  

7.4 Laundry  
Laundry is not to be displayed outside the student accommodation at any time.  

7.5 Pets  
Pets are not permitted within the student accommodation.  

7.6 Posters  
If students are putting up posters, they must use blue tack and not Sellotape. Students will be 
charged for re-painting.  

7.7 Access to Other Students Accommodation for Residential and Day 
Students  
Students are not permitted to overnight in other student accommodation for fire and security 
reasons.  

7.8 Non Residential Visitors  
The only visitors permitted in the student accommodation are other students-all Years, CEBH 
students and family members. These visitors are not permitted to stay overnight under any 
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circumstances. In the event of anti-social behaviour Shannon College and Castle Gardens owners 
reserve the right to ban family, Year 3 and 4 students from visiting Castle Gardens. 

7.9 Accommodation Change  
Students may be required to change accommodation from time to time.  

7.10 Noise and Parties  
Students should have regard for the right of other students and residents to have a suitable 
environment in which to study and live and refrain from making excessive noise. For the comfort 
and safety of other students/residents noise levels must be kept to a minimum particularly between 
the hours of 10pm and 8am.  
Parties and loud music are not permitted. Students may, however, gather in each other’s houses 
socially but must ensure that other students/residents are not disturbed.  

7.11 Speed Limits 
A maximum speed limit of 5mph (8kph) is in force throughout the Castle Gardens/Shannon 
Shamrock Hotel/Conference Centre campus. Students found exceeding the limit may be banned 
from having cars in the complex. Students are not permitted to park their cars beside their houses 
or to bring them into the residential area. They must always be left in the car parks. Offenders will 
be clamped. 

7.12 Students in Private Accommodation  
Students in private accommodation should ensure that they do not cause any annoyance or distress 
to their neighbours which would bring Shannon College into disrepute. This University Code of 
Conduct and these Regulations will apply in such circumstances. 

8. STANDARD OF DRESS, HYGIENE AND APPEARANCE  
 
In general terms all students should endeavour to achieve and maintain a very high standard of 
dress.  
Students are required to be in full uniform until 4pm (or until all classes are completed). Students 
are not required to wear uniform during study week and mid-term break unless directed to do so 
for a special occasion.  

8.1 Dress Codes  
College Uniform  
Ladies: Refer to Appendix 1.  
Gentlemen: Refer to Appendix 2.  
 
Service Uniform  
 
Ladies: White waiters jacket, black mid knee length skirt, tights and formal black shoes as  
per College uniform.  
 
Gentlemen: White waiter’s jacket, black trousers, black socks, black formal laced shoes  
as per College uniform.  
 
Kitchen Uniform  
Safety shoes as specified; chef pants and white jacket, skull cap and neckerchief, apron and kitchen 
cloth. 
Note:  
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All items of clothing will be clean and pressed. Shoes will be polished to a shine.  

8.2 Dress Code Applied to Gentlemen:  
• Hair will be cut short. 
  
• Beards and moustaches are not permitted except for religious reasons and with the prior 

permission of the Class Tutor.  
 

• Male students must be clean-shaven each morning.  
 

• Hands will be clean and manicured. A high standard of personal cleanliness will be 
maintained.  

 
• No jewellery, except a plain wedding band and a watch should be worn. Tongue studs are 

not permitted. Jewellery is not permitted in practical classes. Jewellery with religious 
significance may be worn with the prior permission of the Class Tutor but must be covered 
by tape in kitchen, restaurant and accommodation practicals. 

8.3 Dress Code Applied to Ladies:  
• Hair should be kept neat and tidy at all times. During practical training, hair will be neatly 

pinned up preventing it from falling forward when working.  
 

• Hair style and make up should be discreet.  
 

• Hands should be constantly clean and manicured and no nail varnish worn.  
 

• A high standard of personal cleanliness will be maintained.  
 

• No jewellery except a plain wedding band, sleeper/stud earrings and a watch are permitted. 
Tongue studs are not permitted. Jewellery is not permitted in practical classes. Jewellery 
with religious significance can only be worn in practical classes with the prior permission 
of the class tutor.  

 
The changing facilities in the Food and Beverage building are fitted with showers and it is 
recommended that each student working in kitchen or restaurant will take a shower at the end of 
practicals before returning to class in the afternoon.  

9. DEPORTMENT, SMOKING AND RESPECT FOR COLLEGE UNIFORM  
 
The College’s various uniforms are the most public manifestation of its reputation, tradition and 
standards, particularly its core value of exceptional personal presentation. Students should therefore 
ensure that they treat them with the greatest respect and never dishonour them. The following will 
apply:  

• Students will at all times deport themselves smartly and try not to slouch, have hands in 
pockets or sprawl on chairs. 

 
• When in College a full uniform must be worn at all times except while in class when the 

jacket can be removed. Jackets must always be worn in class when visitors are present and 
at all times in the College Restaurant.  
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• The jacket of the College’s uniform may be dispensed with in warm weather when 
indicated by Shannon College.  

 
• When indoors in college the uniform should not be covered by overcoats, jackets or scarves. 

 
• Smoking is forbidden by law in Ireland in any workplace. Students should never smoke in 

public when in uniform. Students may not smoke in the college or its environs except in 
the specifically designated areas that are located at the back of the Main College Building 
and Food and Beverage Building. Students should ensure that those smoking are out of 
view of the general public and in particular visitors to Shannon College.  

 
• Students may not play video games or slot machines in the Airport area while in uniform.  

 
• Whenever students are outside Shannon College in uniform, they must always ensure that 

they behave with the greatest decorum, conscious of the fact that they are in the public eye. 
Students must never partake of alcoholic beverages in such circumstances except with the 
permission of a staff member who will judge the appropriateness of the situation. When in 
Shannon Airport Buildings students should be particularly mindful that they are in the 
public eye and ensure that they obey all notices, regulations and the instructions of staff. 

 
• Items of uniform should never be removed in such circumstances i.e. jacket or tie. The 

same applies to students attending formal functions in dress attire, lounge suit or uniform.  
 

• Students are not permitted to “mix and match” their personal clothes with uniforms when 
travelling to and from Shannon College. They may wear their casual clothes and change 
into their uniforms in the locker rooms prior to entering the College buildings or travel to 
college in formal uniform.  

10. CLASSROOM PROCEDURES AND CONDUCT  

10.1 Open Discussion  
Open discussion is encouraged in classes when deemed to be appropriate by the lecturer. 
Discussion of this nature must be disciplined and no student should monopolise discussions.  

10.2 Unruly Behaviour  
Unruly, disruptive or discourteous behaviour is forbidden in class. Students may not converse 
privately during class. All electronic devices must be switched off during class time.  
 

10.3 Falling Asleep  
Falling asleep or otherwise displaying signs of excessive fatigue is not acceptable. In most 
circumstances such behaviour indicates that the student’s social life is having an adverse effect on 
their academic performance.  
 

10.4 Respect for Lecturers  
Lecturers will be treated with the greatest courtesy at all times. In addition to debate and discussion, 
questions may be asked of lecturers to clarify points of misunderstanding on the part of the student. 
If students are dissatisfied with a response they should not persist in questioning but should discuss 
the matter privately at the end of class.  
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10.5 Challenging the Lecturer  
Under no circumstances will any lecturer be challenged in public with regard to any point of 
dissatisfaction with a course. Such matters should be discussed in private with the lecturer, class 
tutor, college management or brought to the Staff Student Liaison Committee. 
 

10.6 Recording of Lectures  
Under no circumstances may students record lectures or presentations without the prior permission 
of the lecturer concerned.  The Disability Support Service may also give permission. 
Students in breach of any part of Rule 10 may be sent from class. Dismissal from class may result 
in a disciplinary procedure.  

11. OUTSIDE WORK  
 
Students should ensure that outside work commitments do not interfere with studies. Where 
possible part time jobs should be hospitality related.  
From time to time students may secure employment during or between terms due to the good offices 
of Shannon College of Hotel Management. Students in these circumstances must honour 
commitments made. Additionally, in their general dealings with the hotel industry students should 
always be professional.  

12. WORK FOR THE COLLEGE & EXTRA CURRICULAR HOURS  
 
From time to time students will be required to work at night / weekends in the college or for 
Shannon Airport or at other locations. Attendance at these occasions is mandatory and is regarded 
as part of training. Work specifically for Shannon College or the University or charitable occasions 
will not be recompensed.  

• From time to time students will be required to remain in college after normal hours for 
academic, training or public relations purposes. It is mandatory to remain on these 
occasions. 

  
• Training and personal development weekends/nights may be organised outside the 

college. Attendance is mandatory.  

13. STUDENT TASKS  

13.1 General Tasks  
As far as is practical, Shannon College will be administered on the lines of a hotel. To that end 
students will have various posts of responsibility. These posts are mandatory and the highest 
standard of performance is expected.  
 

13.2 Kitchen and Dining Room Tasks  
It is the responsibility of the student to ensure that work areas are kept continuously clean while 
working. No student may leave the work area unless instructed to do so and until the following 
measures have been taken:  
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• All work surfaces, floors, tables etc. are spotlessly clean.  
 
• All utensils, machines, pots etc. are spotlessly clean.  

 
• All food removed and stored correctly.  

 
• All wash up completed.  

 
• Permission granted by the lecturer.  

 
Student managers will be appointed on a daily basis to supervise the above, and will be held 
responsible for same. Students will work as long as it is required to complete any given task even 
if it involves late departure after normal class hours or on Friday afternoons.  
Students may not leave the workplace or lecture hall without the prior permission of the lecturer. 

13.3 Tidiness of Corridors and Classrooms  
Desks should always be left clear and clean after use and chairs pushed in. Text books, bags etc. 
should not be left untidily in the atrium, classrooms or cloakrooms. Items left unattended in these 
areas will be removed. Year 1 students in the Accommodation Services Module will be assigned 
various duties related to the appearance of college facilities. 

14. COMMUNICATION AND STUDENT ORGANISATIONS  

14.1 Staff/Student Liaison Committee  
The Staff Student Liaison Committee shall provide a forum for the articulation of student concerns 
and enable discussion on matters of mutual interest. Roles of the students on the Staff/ Student 
Liaison Committee are as follows:  

• To represent the concerns and opinions of the student body. To this end, before each 
monthly scheduled meeting as detailed below, the onus will be on class representatives 
to communicate with their classes on an on-going individual and group basis to be in a 
position to bring forward issues of concern.  
 

• The agenda as agreed by all Year representatives must be given to the Year 2 Class 
Tutor two days prior to the scheduled meeting. The class tutor will then circulate the 
agenda items to all staff members of the committee. The Year 4 Class Representative 
will be responsible for coordinating the agenda and giving notice to other class 
representatives to communicate with their classes.  

 
• To make representations to Shannon College on matters which the Class 

Representatives have been unable to bring to a successful conclusion or matters which 
concern all classes in Shannon College. 

 
• To help to ensure that the student body is maintaining the high standards in all areas 

that are traditional in Shannon College.  
 

14.2 Limitations of Staff/Student Liaison Committee  
The Staff/ Student Liaison Committee have no role in the following areas:  

• Academic issues concerning an individual student or students.  
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• Individual Discipline. 
 

14.3 Membership of Staff/Student Liaison Committee  
The Committee shall comprise of the student representatives from each Year of the 
B.Comm./B.B.S and the Certificate in English Language for Hospitality and Business, together 
with Class Tutors from all Years of the course.  
Within the staff group, there should be one representative of the business subjects and one from the 
professional areas if these areas are not already represented by the tutors. There should also be one 
representative from the administrative/support staff and one from the Library. The Head or Deputy 
Head of Shannon College shall also attend in the capacity of Chairperson. The Year 2 Tutor shall 
act as rapporteur for the Committee. The College Manager may deputize for the Head/Deputy Head 
of College. 
 

14.4 Year Representative  
A Year Representative and assistant will be appointed in each Year. Their duties are as follows:  

• Represent issues concerning the Year to the Year Tutor.  
 
• Provide leadership to the Year ensuring that college standards are maintained. 
 
• Liaise with Class Tutor and staff members on general administrative matters and carry 

out tasks assigned.  
 

14.5 Communication with Shannon College   
The lecturer who is designated Year Tutor for a particular academic year is responsible for the day-
to-day co-ordination of year activities. Queries and requests should be addressed through the Year 
Representative to the Class Tutor.  
 

14.6 Year 1 Student Accommodation Committee  
A Year 1 Student Accommodation Committee will be established to ensure that rules are 
maintained particularly with regard to social behaviour and to empower the student body to take 
an active role in same. The Committee will also bring issues concerning student accommodation 
to the attention of Shannon College, if they have not been satisfactorily dealt with by the owners. 
The Committee will have a Chairman appointed by the Head of College and three members elected 
from the students in accommodation. The Committee will also be required to manage any facilities 
arranged by Shannon College at Castle Gardens and supervise student duties.  
 

14.7 Position of Senior Class Students  
Senior students have a responsibility to lead by example when engaged in Shannon College tasks. 
When in positions of authority they should be fair and partake in manual work to an even greater 
extent than junior students. For their part, junior students, when engaged in Shannon College tasks, 
will treat senior students with respect and carry out any legitimate instruction in relation to the task 
in hand. 

14.8 Senior Student as a Mentor  
Each Year 3 student will be appointed to act as a mentor to a Year 1 student. The purpose of this is 
to ensure that each Year 1 student has at least one person from whom they can seek advice on 
various matters. This is an informal role and will not be directly monitored. However, it is expected 
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that Year 3/4 students would advise and encourage junior students, whom they see not performing 
to their best or engaging in questionable activity, to behave in a more appropriate manner.  
 
14.9 Policy on Communication with Parents 
 

1.      Shannon College believe that students should be self-sufficient and supported to develop 
themselves in a nurturing University and professional environment. 

 

2.    Year 1 Parents/Guardians will be fully briefed twice in the Academic Year on all aspects of 
Shannon College programmes particularly in relation to placement and progression and 
advised how best they can support their students while at Shannon College. 

 
3.       We welcome general queries from parents/guardians at any time and will do our best to 

advise them on how to address whatever worry or concern they have, particularly on 
placement.   However, we will not disclose any details about the student unless we believe 
they are at serious risk.    
 

4.    A student may nominate the person(s) who Shannon College should advise, should a matter 
of concern arise. 

 
5.       We will engage fully with the parents of students with individual problems on placement if 

they are nominated by the student.   However, our advice is that the student should deal 
directly with the hotel and college, initially.   When Shannon College believes a student to be 
at risk in the workplace its policy is to tell them to inform HR in the hotel that they are 
withdrawing from work while the college investigates and ensures the students safety 
before  returning to work.   In some cases in the past Shannon College has discontinued 
certain placements out of concerns for safety. 

 

15. PRACTICAL TRAINING AND INDUSTRY PLACEMENTS  
 
Industry placements are an integral and essential part of the College’s programmes.  Separate rules 
are issued for placements prior to their commencement.  These rules form part of these Regulations. 
In the event of a student’s placement being terminated prior to the end of the period required by 
Marks and Standards the matter will be investigated by the School Executive Board.  If the 
termination was caused by the student’s actions, he/she will be deemed not to have completed a 
satisfactory placement and will be required to complete another placement at the start of the next 
available placement year.  As per “Marks and Standards” students in this position are not eligible 
to progress to the next stage of the programme. If the termination was due to circumstances beyond 
the student’s control they will be re-placed with credit given for time completed on the first 
placement. 

16. DISCIPLINARY PROCEDURES  

16.1 General  
Shannon College’s main instrument of personal development is the desire of students to learn, 
combined with the advice, encouragement, enthusiasm, and dedication of staff. From time to time 
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in the course of instruction or college tasks staff may need to correct or admonish a student. In 
operational situations this may need to be in the presence of other students.  
In some cases staff may send a student to the Designated Authority for further guidance.  
At other times it may be necessary to formally apply the Student Code of Conduct or these 
Regulations. In such cases formal disciplinary procedures will be adhered to as per the University’s 
Student Code of Conduct and as stated below. 
 

16.2 Notification  
The decision to initiate a disciplinary procedure will be communicated to the student concerned 
orally and by means of a Disciplinary Note (See Appendix 3). The Note outlines the details of the 
alleged breach of these Regulations and the Student Code of Conduct and notifies the student 
involved that he/she will be appearing before the Designated Authority as soon as possible in order 
that the matter be investigated and adjudicated on.  
If the completion of a Disciplinary Note causes disruption to a class or college activity it may be 
issued orally and given in writing at the first available opportunity. It may be given to the student 
concerned by hand, e-mail, internal college mail or ordinary post.  
A copy of the Disciplinary Note will also be sent to the Designated Authority who is the Head of 
College or in his absence the Deputy Head or College Manager.  
 
The Designated Authority will notify the student of the time and date of the investigation. He/she 
will also inform the student of the following:  

• The gravity of the matter if it appears that serious sanctions could result. 
 

• The right to call witnesses if required. 
 

• The right to have a representative present.   
 

• The date and time of the hearing should allow sufficient time for the student to prepare, in 
proportion to the seriousness and complexity of the matter and the general desirability that 
disciplinary procedures should be as swift as possible.  

 
• In the case of breaches of certain parts of these regulations it will be more appropriate to 

deal with them immediately. This would apply to incidents that occur during class time and 
relate to matters concerning, inter alia, disregard for authority, disruptiveness in class, 
disrespect for staff, discourtesy, dress/deportment and smoking infringements. In these 
cases students would be called to meet the Designated Authority as soon as it could be 
convened in line with the applicable principles above. 
 

• The right to appeal the outcome. 

17. Appeal Procedures  
 
Appeal Procedures will be as per the University’s Student Code of Conduct. 

18. PROJECT SUBMISSIONS  
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All projects, assignments etc., must be submitted on or before deadline date, except in the case of 
mitigating circumstances. In these cases “work to date” must be shown. Failure to submit 
assignments will always result in complete forfeiture of marks, except in the latter case.  

19. MISCELLANEOUS  

19.1 Cars  
A limited number of students may park in the Lower College Car Park only. Students are not 
permitted to park in the Upper/Main College Car Park. The Upper Car Park is reserved for staff 
and for guests visiting the College. 
 Students against who substantiated complaints are received from the general public in relation to 
dangerous or discourteous driving may have their permission to park at Shannon College 
withdrawn. 

19.2 Lunch  
Lunch is prepared and served by the students in the O’Regan Restaurant. It is viewed as an integral 
part of professional education. Attendance for Year 1 students at lunch is therefore mandatory on 
specified days. Other students may be required to take lunch if the college so requires for training 
purposes. Use of electronic devices is strictly prohibited in the training restaurant.  

19.3 Out of Bounds Areas and Fire Exits  
Staff and secure areas of the college are out of bounds to students except when under supervision 
or as directed by staff. Students must not use the fire exit doors unless in the case of an emergency. 

19.4 Dress When Visiting the College  
Students on placement or otherwise away from the College must observe the highest standards of 
dress when visiting the College. When attending for repeat examinations, students must wear 
College uniform or business attire.  

19.5 Practical Uniforms  
Students should retain their practical uniforms for the duration of the programme.  
Students are not permitted to share uniforms for hygiene reasons and therefore must purchase their 
own.  

20. CHANGES TO COLLEGE REGULATIONS  
 
Shannon College reserve the right to change fees/accommodation/meal, charges, minimum 
academic standards, conditions and course content at any time. (Regulations concerning work 
permits for Irish and foreign nationals can change in the various countries in which our students 
are placed).  

21. MARKS & STANDARDS  
 
All academic matters are covered by the College’s “Marks and Standards” and various academic 
policies which are available on the Blackboard system.  
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22. ACCEPTANCE OF THIS CODE OF THESE REGULATIONS 
 
Students will be briefed collectively on the University Student Code of Conduct and these 
Regulations at the commencement of each academic year. The Regulations will then be posted on 
Blackboard and students offered the opportunity to seek clarification by a stated deadline by their 
Class Tutor. This will also be communicated to them by email. Students will then be bound by 
these Regulations and the University’s Student Code of Conduct. Students will be informed by 
their Class Tutor and email of any amendments and will be bound by these also.  

23.  APPENDICES 

Appendix 1  
 
YEAR 1, 3 & 4 UNIFORM STANDARDS: FEMALES  
 
1. Grey Suit Jacket - 3 x buttons  
- Pressed  
- Stain Free  
- No pens in top pocket  
- No mobile phones, keys etc. in pockets  
 
2. Grey Skirt / Trousers - Pressed  
- Stain Free  
- Skirt- mid knee length (not – shortened). Skin-coloured knee high socks to be worn under   
trousers  
 
3. White Blouse - Ironed  
- Clean Cuffs & Collar  
 
4. Uniform Scarf - Stain free & pressed  
 
5. Pale Coloured Flesh Tights - “Chiaro” Dunne’s Stores  
 
6. Plain Black Court Shoes - No buckles or laces, no indentations, heel 1½”, highly polished.  
 
7. Nails - Manicured & clean, no coloured nail polish  
 
8. Jewellery - No more than one ring and one set of earrings are permitted. (Sleeper or stud earrings 

only). In practicals only a wedding band may be worn. 
 
9. Make-Up - Discreet  
 
10. Hair - Neat & tidy at all times. No abnormal colours or styles.  
 
11. The Name Badge is an integral part of the uniform and must be worn at all times. 
 

Appendix 2  
 
YEAR 1, 3 and 4 UNIFORM STANDARDS: MALES  
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1. Grey Suit Jacket - 2 x buttons  
Pressed  
No pens in top pocket  
No mobile phones, keys etc. in pockets  
Stain Free  
 
2. Grey Trousers - Pressed with single crease down centre. No turn-ups  
Plain black belt  
Stain Free  
 
3. White Shirt (not buttoned - Ironed down collar), clean collar & cuffs  
Plain white t-shirt or vest underneath 
 
4. Suit Tie - Stain Free & Pressed  
 
5. Black socks - Wool\Cotton  
 
6. Black Leather Lace-Up Shoes - No slip-ons, highly polished. 
 
7. Clean Shaven - Every morning  
 
8. Hairstyle - Neat and tidy, no abnormal colours allowed.  
 
9. Hands - Finger nails short & clean. No writing on hands.  
 
10. Jewellery - No more than one discreet ring allowed. No bangles or earrings.  
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Appendix 3  
 

DISCIPLINARY NOTE  
 
 
 
I believe that a breach of the College’s Code of Discipline has taken place  
 
 
Date: ___/___/___ at Time: _________ am/pm  
 
 
Location: ____________________________________  
 
 
Brief Description of events and actions:  
 
 
 
Name of student/students alleged to have been in breach:  
 
 
You are required to appear before the Designated Authority as soon as possible to have 
the alleged Breach of Regulations/Code of Conduct investigated and adjudicated upon. 
The date and time of this appearance will be communicated to you by the Designated 
Authority.  
 
 
Signed: ____________________________________  
 
Title: ____________________________________  
 
Signed: -------------------------------------------------------------- Student Confirming Receipt 
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