
   

Procedures for Attending 
College Safely 



 P a g e  1 
 

Please note that all the following information is subject to change at any time on the advice of the 
National Public Health Emergency Team (NPHET) and Government guidelines for FET settings.  

INTRODUCTION 

Welcome to Monaghan Institute. We hope that this will be a very successful year for you.  As the 
Covid 19 pandemic continues we are planning to ensure that your time spent studying with us will 
be as smooth and as safe as possible.  

A COVID-19 team has been set up at Monaghan Institute representing tutors, ancillary staff and 
management. Additionally, a COVID-19 Lead Worker Representative is in place for the ongoing 
checking of safety procedures for all.  

We are very fortunate to have a new, modern and well-ventilated building (CO2 monitors have also 
been provided to monitor air quality).  All the classrooms and labs are spacious and have been 
prepared for class using appropriate social distancing measures, as per Government guidelines for 
FET settings. Where room capacity does not facilitate all learners, blended learning approaches may 
have to be adopted by teaching staff.  

The priority is keeping everyone safe while continuing the operation of the college, Personal 
Responsibility is key for all learners. There is no such thing as a no risk return to college, it is up to 
everyone to manage and mitigate risk as much as possible.  

These procedures have been developed to ensure everyone attending Monaghan Institute this year 
for study will understand the systems being implemented to ensure the safety of all.   

 

HEALTH AND SAFETY MEASURES 

To prevent the spread of COVID-19, it is important to know and recognise the following virus 
symptoms: 

o High temperature over 38 degrees 
o Any type of cough 
o Difficulty breathing 
o Loss of sense of taste or smell 

If you have any of these symptoms, we ask that you stay at home and call your doctor without delay 
for consultation and/or COVID-19 testing. 

If someone you live with or you are in close regular contact with displays symptoms, we are 
requesting you remain at home pending the outcome of consultation with your doctor and/or 
COVID-19 testing.  

It is important that you contact your course co-ordinator via email, if you are isolating at home 
and/or have been diagnosed with the virus.  

If you have been abroad prior to coming to Monaghan Institute (i.e. within 14 days), please follow 
the most up to date government advice on international travel during the Covid 19 pandemic.  See 
website https://www.gov.ie/en/campaigns/75d92-covid-19-travel-advice/.   If you are required to 

https://www.gov.ie/en/campaigns/75d92-covid-19-travel-advice/
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quarantine prior to coming to college, please inform us by sending an email to 
info@monaghaninstitute.ie.  

HYGIENE & RESPIRATORY ETIQUETTE 

Everyone is asked to observe correct hygiene & respiratory etiquette to assist in minimising the risk 
of spreading the virus. These include:  

o Washing your hands properly and often. 
o Covering your mouth and nose with a tissue or your sleeve when you cough and sneeze.  
o Putting used tissues into a bin and wash your hands.  
o Cleaning frequently touched objects and surfaces.  
o Refraining from touching your eyes, nose or mouth if your hands are not clean. 
o Refraining from sharing objects that touch your mouth – for example, pens, mobile phones, 

bottles or cups. 
o Avoiding physical contact with others, including hugging, holding hands and any hand greetings. 

COVID-19 TRACKER APP 

Download the HSE COVID-19 Tracker Mobile App. Use the symptom checker on the app daily when 
attending Monaghan Institute.  

Learners must notify their course co-ordinator and the COVID-19 Tracker app immediately, if they 
test positive for COVID-19, to allow for rapid appropriate response for the protection of the college 
community. 

HAND SANITISING 

Learners are encouraged and expected to follow health advice regarding hand sanitation.  

Multiple hand sanitiser dispensers are located on each floor, social area and entry/exit points of the 
building.  

All learners are required to use hand sanitiser when entering the building in the morning and when 
moving between rooms throughout the college day.  

Also, it is important that learners bring their own hand sanitising supplies each day. 

Learners should follow instruction guidelines on washing and sanitising their hands.   

Wash hand basins, hot running water, liquid/foam soap and hand drying facilities are provided in all 
toilets and in some practical rooms. 

SOCIAL DISTANCING 

Everyone must observe social distancing guidelines and maintain a physical distance of 2 metres 
from others where possible.  

In the college, Government guidelines have advised that recommended social distance is 2m in 
general classrooms and 1m in practical rooms/computer labs, where learners should wear face 

mailto:info@monaghaninstitute.ie
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coverings. Classroom capacity signs have been placed on entry to each classroom and lab in the 
building.  

Please adhere to the following social distancing guidelines: 

o Do not encroach on another learners or staff members space.   
o Avoid congregations and observe correct social distancing guidelines at the entry/exit to 

classrooms and labs, and in communal areas of the college. 
o Use the one-way system (directional arrows) when entering, leaving and moving around the 

building.  
o Queuing systems have been implemented in specific areas throughout the college i.e. College 

Reception, Library, Canteen. Learners are to comply with queuing systems that have been put in 
place.  

o Attempt in all cases to remain within a small contact group i.e. Your class group, when within the 
college and limit interaction with others.  

o Social areas have been set up with 2m distancing and learners should not use these areas to 
congregate.   

o Learners should not move any furniture in social areas, in canteen or in classrooms/labs (unless 
instructed to do so by a staff member). 

FACE COVERINGS 

It is important that all learners use face coverings in settings where 2m social distancing is not 
required including practical classes, learning support, communal areas or while accessing canteen 
services prior to consuming food.  

Face masks should be plain and should not have any associations, images or text that could be 
considered offensive. 

Learners should observe good hygiene practice when using a face covering as per government 
guidelines.   

CLEANING ROUTINES 

Learners are to clean down their own workspace (desk/workbench/equipment used e.g. computer 
mouse, monitor, keyboard etc.) both at the start and end of classes.   

Learners are responsible for cleaning personal items that have been brought into college and are 
likely to be handled during class or during breaks e.g. mobile phones, laptop etc. and to avoid leaving 
them down on communal surfaces or they will need to clean the surface after the personal item is 
removed.  

Do not share personal items (pens, phones), beverages or food with others. Carry your own pen with 
you. 

Classroom, practical rooms and labs have been supplied with cleaning products, including: 

o Roll of blue cleaning paper 
o Disinfectant spray 
o Anti-bacterial Wipes (Multimedia Labs Only) 
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Do not spray disinfectant directly onto electrical and technology equipment. Spray onto the blue 
cleaning paper and then wipe.  

Dispose of wipes/cleaning paper using the bins provided in each room.  

All learners should sanitise their hands using hand sanitiser, after cleaning their workspaces.  

TIMETABLES 

Timetables are being staggered to limit congestion at entrance to building and in corridors in the 
morning and evening. Additionally, staggered breaks and lunchtimes will ease footfall on corridors 
and in the canteen.  

Learners should present to the college for class 5 minutes prior to designated start times and should 
depart the centre immediately if they are not scheduled for classes. We understand that some 
learners are dependent on buses/lifts so we urge that they use the seating areas in the canteen to 
wait, adhering to social distancing guidelines.  

If engaged in group work, learners should maintain social distancing guidelines and try to use remote 
online tools such as Microsoft teams and collaborative applications where possible.  

CANTEEN FACILITIES 

Learners can bring a packed lunch to college daily.  Canteen facilities will be available to learners 
providing a limited range of food.  Learners can top-up their student cards online to facilitate 
cashless payments in the canteen.  

Learners must clean their hands before and after entering the canteen area and maintain a social 
distance of 2 meters. Learners must wear face coverings when not sitting at a table. 

There will be a limited number of persons allowed in the canteen at any given time, a maximum 
stay-to-dine time of 15 minutes is being implemented.  If the canteen has reached its capacity, 
learners will be required to wait outside until other diners leave. 

Canteen facilities will be clearly marked with physical distancing, directional and queuing signage.  

The smoking area outside the canteen may also be used, but adherence to social distancing must 
apply.  

All learners are required to cooperate with all the safety measures implemented.  

PHOTOCOPIERS/PRINTERS 

Photocopier/printing stations throughout the college have a supply of the following:  

o Roll of blue cleaning paper 
o Disinfectant spray 

Wipe down buttons and machine surfaces prior to and after use.  

Do not spray disinfectant directly onto electrical and technology equipment. Spray onto the blue 
cleaning paper and then wipe.  
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Dispose of cleaning paper using the bins provided.  

All learners should sanitise their hands with hand sanitiser, after cleaning photocopiers/printers.  

WATER DISPENSERS/VENDING MACHINES 

The vending machines located at the social area outside the library and in the canteen have a supply 
of the following:  

o Roll of blue cleaning paper 
o Disinfectant spray 

Wipe down buttons and machine surfaces prior to and after use.  

Do not spray disinfectant directly onto electrical and technology equipment. Spray onto the blue 
cleaning paper and then wipe.  

Dispose of cleaning paper using the bins provided.  

All learners should sanitise their hands using hand sanitiser, after cleaning vending machines.  

LIBRARY 

Books 

A queuing system is in place in the MI Library. Learners are asked to observe physical distancing in 
the space.  

Learners should use Monaghan Institute’s Online Library Catalogue for browsing available titles 
rather than visiting the library to browse shelves. The link to the online library book catalogue is: 
http://library.monaghaninstitute.ie/mng01/#!dashboard. The link to the online book catalogue is 
available from the Monaghan Institute website: https://monaghaninstitute.ie/library. 

Should a learner wish to borrow books from the library, please request items from the Librarian who 
will source the books from library shelves.  

Learners can return library books using the ‘Book Returns Box’ located adjacent to the Library desk.  

Clean all books prior to placing them in the Returns Box using the blue cleaning paper and spray 
available at the cleaning station next to the Library desk. 

Do not spray disinfectant directly onto books. Spray onto the blue cleaning paper and then wipe.  

Should a learner want to extend their borrowing period on specific copies of titles, they should 
request this from the Librarian.  

Laptops 

There is limited stock of laptops available in the Library for daily rental.  

Should a learner wish to borrow a laptop from the library, please request this from the Librarian who 
will source the laptop.  

Learners should return laptops directly to the Librarian before the Library closes – prior to 3pm daily.  

http://library.monaghaninstitute.ie/mng01/#!dashboard
https://monaghaninstitute.ie/
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Clean all surfaces of the laptop using wipes/blue cleaning paper & spray available at the cleaning 
station next to the Library desk. 

Do not spray disinfectant directly onto electrical and technology equipment. Spray onto the blue 
cleaning paper and then wipe.  

VISITORS/GUEST SPEAKERS 

Visitors and guest speakers will be asked to collaborate with course groups using remote and virtual 
methods to minimise the volume of additional people entering the college.  

Where this is not possible, appropriate precautions and social distancing will take place in 
accordance with Government guidelines.  

Parents/Guardian/Relatives who are dropping off and collecting learners should remain in their 
vehicles at all times. Any visits to the college should be arranged in advanced and are by 
appointment only.  

FIELD TRIPS 

Field trips may not be possible this year for course groups in the college.  

Where possible, tutors will organise alternative experiences using remote and virtual methods.  

Where this is not possible, risk assessments will be completed and appropriate precautions and 
social distancing will apply in accordance with Government guidelines.  

ISOLATION ROOM 

If a learner displays symptoms of Covid 19 while in college, the affected learner will be required to 
make arrangements to vacate the building as soon as possible. 

An Isolation Room is available (First Aid room G27 on the ground floor), should a learner fall ill with 
COVID-19 symptoms whilst in college. The room has been setup with the following: 

o Tissues 
o Hand Sanitiser 
o Disinfectant/Wipes 
o Gloves/Masks 
o Waste Bags 
o Bins 

While in the isolation room, the learner will be advised to continue to wear their face covering and 
to cover both their mouth and nose with disposable tissue(s) when they cough or sneeze, and to put 
the tissue in the bin. 

The affected learner should make contact with someone who can collect them and bring them home 
as soon as possible.   

The learner should also make contact with their GP for advice.   
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Appropriate follow up with the learner and contact tracing will take place following an incident, in 
strict adherence to HSE guidelines.  

Contaminated areas, including the isolation room, workspaces used, and classrooms/labs visited will 
be appropriately cleaned and disinfected after the affected learner has left the building.   

CONTACT TRACING 

To aid the college in completing contact tracing after a case of COVID-19 is confirmed, it is essential 
that we have your most up to date contact information stored on our Application System.  

If you change address or mobile number during the college year, Inform the Admin Office by sending 
an email to info@monaghaninstitute.ie with updated contact information.  

CONTACTING THE COLLEGE ADMINISTRATION OFFICE 

To ease congestion and to assist us in implementing physical distancing in the college, administrative 
requests should be emailed to the Admin Office: info@monaghaninstitute.ie.  

If a learner has a form which requires a signature or college stamp, the form can be posted into the 
green post box located at Reception. Learners should always send an email to the Admin Team to 
inform them that a document has been placed in the post box. If necessary, the Admin Team will 
then contact the learner with pick-up information when completed documents are ready for 
collection  

All other queries should be directed via email to your course co-ordinator or tutor. 

HIGH RISK CATEGORY 

Any learner who has concerns about falling into the high-risk category and believe their time in 
college may be challenging, should notify the college counsellor Karol Harvey by email: 
Karolharvey@monaghaninstitute.ie. 

mailto:info@monaghaninstitute.ie
mailto:info@monaghaninstitute.ie
mailto:Karolharvey@monaghaninstitute.ie
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