SWAN

Dear student,
Welcome to SWAN!

As you are studying in Ireland for 13 weeks or longer, it is essential that you comply with the conditions set by
Immigration Service Delivery (ISD) (https://www.irishimmigration.ie/registering-your-immigration-permission)
and with the rules and regulations of the school.

Please read and sign below to confirm that you understand the following:

PUNCTUALITY AND ATTENDANCE:

e You must have 85% attendance in order to comply with Immigration regulations.
e If you are absent without permission for 3 consecutive weeks, SWAN must inform ISD.
e If you are more than 15 minutes late for class, you will not receive attendance for that class.

e If you leave the class earlier than 15 mins before the end of the lesson, you will also not receive
attendance for that class.

e Students deemed not to meaningfully contribute to the lesson or being non attentive in the class such
as sleeping in class, constant use of mobile phones, leaving the classroom frequently etc. will not
receive attendance for that class.

e Teachers reserve the right to ask a student to leave at any point during the lesson due to misconduct
or lack of engagement.

HOLIDAYS:

If you are a long-term student (25+ weeks), you should speak with the admin team to request holidays. Please
do not make travel arrangements without first checking with the school.

MOVING LEVELS:

Students who wish to move up a level during their course are required to sit a “Change of Level” test. This is
dependent on 3 ‘A’s’- Attitude, Attendance and Aptitude - all of which must be to a high standard. Where a
student scores 80% or more, a change of level may occur.

Please speak to your teacher who will in turn speak to our DoS to arrange this.
CERTIFICATES:

When you finish your course, you will be given a certificate of achievement, stating your level upon completion
and the duration of your course. Students who have an average attendance percentage of below 70% will
receive an attendance certificate only. Please note an attendance rate of below 40% will result in no
certificagte being issued to a student.

Please allow 24 hours for certificates to be issued. If it is your last week in class, please inform the DoS or
reception. We also encourage you to complete our end of course feedback form before you receive your
certificate and to write a review of the school on Google Reviews.

RULES OF CONDUCT:

e No Smoking or vaping in the building.

e No eating in class.

e No mobile phone usage in class (unless otherwise instructed by your teacher).

e  Be respectful towards your teacher, classmates, staff and school property at all times.

SWAN reserves the right to apply the appropriate procedures if a case of bad conduct or poor attendance
arises.

| confirm that | have read and understood the above:

Name: Signature: Date:



