

	[image: C:\Users\ByrmTRD\AppData\Local\Microsoft\Windows\INetCache\Content.Word\LOGO.jpg]
	SOCIAL WORK PRACTICE CLASSROOM
INSTRUCTIONS FOR USE
	Document No
	TLM-0236

	
	
	Publication Date
	19.02.2025

	
	
	Revision Date
	-

	
	
	Revision No
	0




1. PURPOSE

The purpose of these instructions is to ensure the safe and effective use of the Social Work Practice Classroom and the equipment available within the classroom.

2. SCOPE

These instructions cover the procedures and activities related to the safe and effective use of the Social Work Practice Classroom within the Faculty of Health Sciences.

3. RESPONSIBILITIES 

The Faculty of Health Sciences building manager and the faculty member responsible for the Social Work Practice Classroom are responsible for implementing these instructions. The faculty members responsible for the Social Work Practice Classroom and the Dean’s Office of the Faculty of Health Sciences are responsible for the preparation and revision of this document.

4. DEFINITIONS AND ABBREVIATIONS 

There are no specific terms or abbreviations that require definition within the scope of these instructions.

5. PROCEDURES 

5.1. General Rules
· The Social Work Practice Classroom may be used for educational and scientific purposes only. It may not be used for personal activities.

· All equipment in the Social Work Practice Classroom, including the sound system, microphones, and other devices, must be used solely for educational and scientific purposes and operated in accordance with the relevant instructions for use.

· All equipment in the Social Work Practice Classroom must be inspected before the beginning of each academic year.

· Before any educational activity, it must be ensured that the teaching materials and equipment to be used are functioning properly. In the event of any malfunction, the faculty member responsible for the classroom must be informed.

· The safety of students and faculty members must be prioritized during all activities. In the event of an emergency, general safety procedures must be followed.

· The faculty member responsible for the classroom must be informed before the Social Work Practice Classroom is used.

· Computers, projectors, speakers, lighting, and other electronic equipment used in the Social Work Practice Classroom must be switched off at the end of educational and scientific activities.

· Following each educational or scientific activity, the faculty member responsible for the activity must check that all windows and doors are properly closed.

· After use of the Social Work Practice Classroom, all materials used must be cleaned in accordance with the established hygiene requirements.

· Computer cases, monitors, speakers, the telescopic-board stand, and the projector in the Social Work Practice Classroom must be dusted with a damp cloth at least once a week, and the floor must be mopped.

· No software may be installed on the computers in the Social Work Practice Classroom without the permission of the faculty member responsible for the classroom and the Dean’s Office.

· In the event of equipment malfunction or damage, the faculty member responsible for the classroom must be informed and the necessary maintenance procedures must be initiated


5.2. Purposes of Use of the Social Work Practice Classroom

· The Social Work Practice Classroom may be used for educational and scientific activities in accordance with the weekly course schedule. For scientific activities, the classroom may be used with the approval of the relevant institutional authority, provided that such use does not interfere with the practical activities of scheduled courses. 

5.3. Rules to Be Followed by Students in the Social Work Practice Classroom

· Students must actively participate in activities conducted in the Social Work Practice Classroom under the guidance of faculty members and assume responsibility as required.

· Food and beverages are not permitted in the Social Work Practice Classroom.

· The Social Work Practice Classroom must be kept clean and orderly, and all materials used must be returned to their designated places after the activity.

· Equipment and materials in the Social Work Practice Classroom must not be used without permission.

· Students must refrain from speaking loudly or engaging in behaviour that may cause distraction in the Social Work Practice Classroom.

· During activities conducted in the Social Work Practice Classroom, students must not take photographs, make audio or video recordings, publish such recordings, or share them on any online platform without the permission of the faculty member responsible for the classroom.

· Equipment and materials must not be removed from the Social Work Practice Classroom without the permission of the faculty member responsible for the classroom.
· Where equipment or materials need to be taken outside the Social Work Practice Classroom, the faculty member responsible for the classroom must be informed. Details of the equipment/material and the person receiving it must be recorded in the Equipment Tracking Log kept in the classroom. Upon return of the equipment/material, the relevant return information must also be recorded in the same log.
 
5.4. Rules to Be Followed by Faculty Members in the Social Work Practice Classroom

· Students may use the Social Work Practice Classroom only under the guidance and supervision of a faculty member.

· The integrity of educational materials and/or inventory items used during activities in the Social Work Practice Classroom must be maintained, and care must be taken to prevent any damage. In the event of damage, the incident must be formally documented.

· Equipment and materials belonging to the Social Work Practice Classroom must not be removed from the classroom, and the location or arrangement of equipment and hardware must not be altered. If any equipment or material needs to be taken outside the classroom, the faculty member responsible for the classroom must be informed. Details of the equipment/material and the person receiving it must be recorded in the Equipment Tracking Log. Upon return, the relevant return information must also be recorded in the same log.

6. RELATED DOCUMENTS 

Further information concerning the Social Work Practice Classroom and its equipment is available on the following webpage:.
https://hs.bartin.edu.tr/social-work-practice-classroom.html 
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