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Section 1 - General Information for Students

Welcome to Stanley College London!
Now that you have enrolled on one of our courses, this Handbook will help you get the most from your time here. There are rules and regulations which we have to tell you about, amongst them, there is important information about health and safety and attendance. There is also information about College facilities, people who can help with difficulties and all about the College social programme. So please, take the time to read this handbook and keep it to refer to in the future. To help you, it is divided into the following sections: 

1. General Information for Students 

2. College Policies and Regulations 

3. Attendance 

4. Health & Safety, Visa Requirements and Welfare 

1. Who’s Who?
The following staff members are responsible for the various aspects of your course and you can go to them whenever you need help. However, if difficulties arise, you should see your class lecturer first. 

	Designation
	Name
	Responsible for
	Location

	College Principal
	Mr Stewart Shuttle BA (Hons) Chartered Marketer 
	Academic matters
	College Campus


	Marketing Director
	Mr Parvinder Singh
	Overseas Students & Agents recruitment 
	College Campus

	Operation Director
	Mr Vishang Shah
	Operations of the college
	College Campus

	Financial Director
	Mr Manjit Singh Bhambra
	Financial matters
	College Campus

	Student Record Officer/ Administrator/Welfare Officer
	Ms Agata Wawrzyniak
-Lakomy
	Admin work and student welfare matters
	College Campus

	Academic Manager
	Mr Manesh Hanj
	Academic
	College Campus


2. Office Hours 
The Offices are generally open Monday - Friday 9am – 6:30pm, with Administration open from 9am - 6.30pm. 

3. Who to see 
If you have an academic problem, this is something connected with the course you are on (for example if you are finding it difficult to understand the work you are doing) therefore, the person to see first is your lecturer. If this does not help, talk to a relevant Course Head. 

If you are having difficulty with learning generally (for example where to find the information you need) make an appointment via Reception to see the Operational Director. If the problem is about the organisation of your course (for example problems with the timetable, handing in assignments etc.) make an appointment with the Student Welfare Officer to see the Operation Director. For problems with living in London and anything outside the College make an appointment at Reception to see the Welfare Officer. For any problems regarding your visa, attendance and for any changes to your personal details, go to the Registration Department.  Finally if a serious problem arises, approach one of the Senior Management.
4. Timetables/College calendar
ENGLISH LANGUAGE 
Classes run at one of the following two time periods 

Morning sessions 09.30 -13.15 (10 Minutes break)

Afternoon sessions 14.00 -18.30 (10 Minutes break)

In addition, students in the afternoon session can attend a 30 Minutes skills class (18.00 – 18.30). 

Students can select one of the above lesson times and all students who are enrolled on these courses must attend Monday to Friday in their time slot. 

All visa students must attend classes for a minimum of 15 hours per week. On an intensive course, students are required to attend from 18 hours per week up to 25 hours per week. 

Please note that hours of study must be determined at the time of registration. The College cannot guarantee that all time slots will be available at any one time.

DIPLOMA & HIGHER STUDY COURSES 
The classes will be held in any of the following two time periods 

Morning sessions 09.30 -13.15 (10 Minutes break)

Afternoon sessions 14.00 -18.30 (10 Minutes break)
Usually, at the end of the supervised study period, students are advised to use college facilities such as the library, computer labs, etc. to study and to prepare for the final examinations. 

There will be a break of 10 minutes in every 3 hour session.
Holidays: 
The College will be closed for all Bank Holidays, as well as the following: 

Easter Vacation: 
1 week (for example the 2nd week of April) 

For 2011 the Easter break is from 22nd April to 02nd May 2011 

Christmas & New Year: 
2-3 weeks (last week of December and the first week of January) 

For 2011/2012 the Christmas break is from the 19thDecember 2011 – 2nd January 2012.
5. Complaints Procedure 
All students are encouraged to communicate with the College administration either in person or via e-mail (suggestions/feedback forms are available at Reception). 

In the event of a personal grievance or a complaint, students are advised to firstly speak with the teacher. If students would like to discuss something confidentially with someone other than their teacher, they can arrange a meeting with the Student Welfare Officer, Agata. There is an appointment book in reception and appointment days are Monday, Wednesday and Friday from 3pm-5pm. They are also at liberty to speak to the Operation Director, Mr Vishang Shah. If the matter has still not been resolved then the student can discuss the issue with the College Principal. 

6. Student Services and Facilities 
Stanley College provides a number of facilities and student services: 

Internet 

Computer facilities are available as follows: 

All registered students have free open access whenever these facilities are not in use for teaching purposes. Normally students should not occupy a computer for more than 20 minutes except as part of the course teaching programmes when the time is unlimited.
Printing and photocopying 

Printing and Photocopy facilities available at Reception: 

The charge for students is 10p per page black&white and 60p per page colour. 
Library 

Students may borrow books from the library. The ID card will be photocopied and the original retained until the book is returned in good condition. Books must be renewed every week and the penalty for late return is £2 per book per day. The maximum number of books which can be borrowed at any one time is 2.
7. Student I.D. cards 
When you are enrolled, you are issued with an identification card. You must carry this with you whenever you are attending the College. You may be asked to produce it in class or at Reception. The College reserves the right to refuse to enter the class if you are not able to produce their I.D. card. 

8. Assessments 
As part of your course you will have to take various assessments, these may be assignments which you do in your own time or examinations which take place at College or other premises. 

The College operates a strict procedure to ensure that no-one gains an unfair advantage by any form of cheating or fraud. 

You should read the Plagiarism Policy which is in the Appendix section of this Handbook and which gives a guide to what could be considered cheating when writing assignments. 

For examinations you will be automatically disqualified if you bring any material into the examination to copy from or talk to any other candidate. You should also note that any use of a mobile phone during an examination is considered cheating and leads to disqualification. 

9. Examination Entries 
Although the college will take all possible precautions to ensure that students are kept fully informed regarding external examinations, it is the responsibility of students to ensure that they register for exams before the deadline. 

External examination fees are NOT included in the course fees except where stated. 

10. Social Activities and Extra Classes 
Social activities will be arranged by Stanley College London from time to time. 

Events are also held at the beginning of semesters to help newly enrolled students. 

Activities are free to attend except where an entrance fee to an exhibition etc applies. 

Any Stanley College London student may participate in social activities arranged by the College. 

Also, look for details of forthcoming events on notice boards and on the website - go to students’ services - student activities. 

Section 2 - College Policies and Regulations
General Policies 
Stanley College London has a number of policies which are part of our commitment to giving you the best possible education. The policies are available on the Appendix at the end of this Handbook: 

Equal Opportunities – to ensure whoever you are, you are treated equally. 

Anti-bullying and harassment – to tell you what to do if you are a victim. 

Disability – to explain how we aim to ensure that any disability you have does not affect your studies. 

1. General:
1.1. All students must be at least 18 years of age on date of registration. Students must not bring anyone under this age into the College. 

1.2. The College expects all students to behave as responsible adults. It accepts no responsibility for any personal injury, damage or loss to personal property, whether by fire, burglary, theft or other incidents when students are not on College premises. The College will contest any claim from incidents arising on College premises where students may be considered to have behaved or acted in an unacceptable manner. 

1.3. Students must behave in an appropriate manner and not engage in any bullying activities against any member of staff, teacher or other students. 

1.4. Students must not be verbally abusive as the use of offensive words and language is prohibited on the college premises. 

1.5. Students must not use the Reception area or classrooms as a recreational or eating and drinking area. 
1.6. Mobile phones should be switched off when in classes. Any student who makes or receives a mobile message when in class will be asked to leave the class, and will therefore be regarded as absent from the class. The same action will be taken if they leave the classroom for that purpose. 

2. Student Contact Details: 
Every student is expected to provide a definite contact address with proper post code and daytime telephone number, plus a mobile number wherever possible, to the College authorities. Students are also responsible for communicating any changes to these contact details to the College. Students are obliged to inform Reception if their contact details such as address or phone number change within 3 days. For visa students this is a requirement of the UK Border Agency and failure to comply could lead to visa cancellation. 

Students can inform the Administration staff in the following ways: 

E-mail: info@stanleycollege.co.uk with the subject ‘Address/Phone number details’ 

Alternatively, you can fill in the ‘Change of Circumstances’ form at the Reception between 9 am to 6 pm, Monday-Friday. 

Please write your student reference number and date of birth when communicating with us.

3. Course Dates 
Students cannot enrol on a course after the Last Registration Date specified on the conditional offer and late entry into a course is not permitted under any circumstances. 

Courses will NOT be extended for any reasons such as unauthorised absences and/or uncertified illness of the student. Students wishing to continue beyond their original period of study will be considered to be starting a new course. 

Where course books are specified these must be purchased regardless of the length of the course. 

4. Changes - Location and Courses 
4.1. In the event of insufficient enrolments for a course, the College reserves the right to offer an alternative course of equal value. 

4.2. If there is an insufficient number of students in any given subject or class, the College management reserves the right to either merge or suspend such classes. 

4.3. The College reserves the right to make changes to the time of a student's course after registration, although every attempt is made to place students on the time of their choice. 

4.4. The College also reserves the right to change the awarding body of a given course, for example if the College discontinues its affiliations due to any events out of the general control of the College. 

4.5. The College reserves the right to change any teacher, class time or room and combine classes if necessary. At all times we will make every effort to retain the same teacher to avoid disruption. 

4.6. There will be unavoidable circumstances where a teacher is unwell or unable to take the class due to personal crisis or emergency; Stanley College London will make all possible attempts to arrange for a cover teacher or make other alternative arrangements wherever deemed possible. 

4.7. All requests for changes of class time or level from students must be approved by the College administration. 

5. Policy on Books and Return, Exchange and Refund 
5.1. English language students must have a course book and should expect to purchase approximately one course book every 3-4 months. The average price is £24. Diploma and post graduate diploma students need to buy their own books and the cost of the books are not included in the course fees.
5.2. The cost of course books can be partly refunded if they are returned in good condition. 

5.3. Please keep the receipt as a proof of purchase. Without the receipt the College will not be able to refund or exchange the book. 

5.4. If you are withdrawing from the course, a partial refund will apply if the book is in a good condition. 

5.5. A student may exchange a book within 1 week from the date of purchase if it is in excellent condition (for example: because of an unexpected level change).
5.6. Any books with pen marks will not be accepted for exchange, return or refunds. When exchanging the book because of a level change, a part refund will apply after the first week and the student will have to pay the full price of a new book. 
6. Refunds 
The following information relates to possible refund of fees and other costs paid: 

6.1. Course fees are generally non-refundable; exceptions may be made in some cases such as a rejection of the visa application. 

6.2. Should an application for a visa be rejected due to the student having insufficient funds or providing false education documents or incorrect information about the College or course, then no refund is applicable. 

6.3. After the start of any of the College course, the fees paid for that course are not refundable. A visa refusal and subsequent refund request will entitle the student to a refund of their tuition fees, less administrative charges of £250. 

Overseas students will not be eligible for a refund once they have used the College’s facilities to obtain UK Student Visa or other travel permit to study at Stanley College London.
6.4. If a student changes their course of study during the term no refunds will be given where the revised course involves fewer subjects. Holders of student visas are advised that the College is obliged to insist that a full-time course of at least 15 hours per week is followed. 

6.5. Any refund issued will be in the form of a cheque made payable to the student only. 

6.6. Please allow three to four weeks for the processing of refund applications. 

6.7. In accordance with the Conditions of Acceptance, no refund will be given if you are found to have used deception to obtain admission to the College. In addition to suspension from the course your Tier 4 sponsorship will be cancelled and the UKBA will also be informed. 

6.8. The registration fee of £ 250 is NOT refundable. 

6.9. Deposits paid for accommodation are NOT refundable under any circumstances. 

6.10. Fees are NOT transferable to another student under any circumstances. 

6.11. If a student is permanently or temporarily removed from the College attendance register due to poor attendance or misconduct, no refund is applicable. 

6.12. Refunds will not be made to a third party unless we have received explicit authorisation from the applicant to do so. This should be in the form of singed letter from the applicant specifically authorising us to refund their fees to a given third party. This condition applies regardless of the source of the original body payment.

6.13. The College aims to process every refund request as quickly and securely as possible. In order to verify that refund requests are genuine and to eliminate the possibility of fraud, the College reserves the right to make various security checks on any refund request we receive, including consultation with your local British High Commission or British Embassy. As such, refund requests may take up to four weeks to process from the date of the receipt of the required documents. While we recognise that this delay may not be convenient, the security checks made on refund requests are designed to ensure the security of any such payment.

6.14. No interest or profit is claimable on any refund payments.

The College reserves the right to change or amend any or all of these refund procedures at its discretion and without any prior notice.
Section 3 - Attendance
3.1. Policy for Student Attendance 
Who is this policy for? 
This policy covers all students who are on the Active Student Database

Why do we have this policy? 
There are two main reasons: 

1. The College is anxious to ensure that all students do well but this will not happen if you do not attend regularly. We will give you whatever assistance we can if you are having problems but the College reserves the right to suspend you from the course if you are not progressing satisfactorily and your attendance is poor. 

2. For students who are studying in this country on a visa the UK Border Agency requires as a condition of you remaining in this country that you attend a minimum of 80% classes and also requires the College to monitor this and report to them if you are not doing so. 

3.2. Attendance Monitoring System 
The College uses manual and electronic methods to monitor student attendance. The system operates as follows: 

The attendance is taken for each and every class specific to the allocated lecture/practical room. 

Students who start over 30 minutes after the class start time will be recorded as absent even if they are allowed to remain in the class by the lecturer. 

We also record students leaving the class whenever this occurs other than for authorised breaks. 

Once the attendance is recorded the attendance sheet is passed on to administration staff who will then upload the details on our management system. NO-ONE has the authority to amend them. The only exception is the Operation Director.

3.3. Attendance Monitoring 
In the event that a student has been continuously absent on 4 consecutive possible attendances, a First Formal Warning Letter will be sent to them to remind them of the need to attend. 

If the student does not attend after 4 consecutive possible attendances (that is an additional 4), a Second Formal Warning Letter will be issued. This requires the student to contact the College at the earliest opportunity and provide an explanation regarding absences. 

Failure to attend after (an additional 2) ten consecutive possible attendances will result in a Final Formal Warning Letter, which requires the student to attend immediately. If the student fails to comply, their name will be removed from the register. 

After 10 missed contacts the student will be suspended from the College within two working days. In the case of visa students the UKBA will be informed and the student’s Tier 4 visa sponsorship (CAS) will be cancelled. 

The following should be noted: 

All letters will be sent to the address given by the student. It is the responsibility of the student to ensure that the College always has the correct address and failure to do so will not be accepted as an excuse. 

This process will be initiated for any student whose attendance falls below 80%. 

The College will not accept any further application from any suspended student. 

In accordance with the Conditions of Acceptance received with the Conditional Offer letter no refund of fees paid will be made to any suspended student. 
3.4. Exemptions 
The following exemptions are allowed to the above: 

Holidays: the College will authorise a holiday but it may not exceed eight weeks in any one year and in the first year of a course only after 6 months from the commencement of the course (note that an authorised holiday does not allow deadline dates for coursework to be extended or examination dates to be re-scheduled). 

Holidays must be pre-approved. 
Medical: absence for sickness will be accepted provided that a medical certificate from a recognised GP is obtained for the whole period. 

Personal circumstances: such as where death or serious injury to a partner or close relative has occurred provided acceptable supporting evidence is produced.
Section 4- Health & Safety, Visa Requirements and Welfare
4.1. Safety Procedures 
Stanley College London advises all students to become familiar with safety procedures and emergency evacuation points. This will be explained during induction. 

Under UK law students must co-operate with the College to carry out its Health & Safety Procedures. 

If you see something which you feel could injure someone you should report it to your teacher or to Reception. If no action is taken, please report it to a member of the Senior Management. 

You should read the Fire Emergency Action Plan and ask your teacher if you do not understand it. Regular Fire Drills will be held at College which you must participate if you are in the College. The Fire Alarm bell will be tested every Monday or Friday at 11.00 am.
In the event of a fire the College has appointed Fire Marshals who can be identified by their yellow jackets and who will give directions which must be followed. 

No smoking is allowed anywhere in the building and you should know that breaking this law is a criminal offence in the UK and you may be reported to the Police. Possession or use of any proscribed drug may also be reported. 

You must take care so that you do not do anything which could injure yourself or others. 

Do not interfere with anything that is provided for safety purposes such as fire notices and fire extinguishers, this is also a criminal offence. 

First Aid kits are attached to walls at Reception in the College. These should only be used by members of staff except in an emergency. The College First Aiders are Agata Lakomy and Vishang Shah.
If you have an accident, however small, you must make sure it is reported to Reception and recorded in the Accident Book. 

If you have any questions concerning these procedures please ask any of our administration staff who will be happy to help you. 

4.2. International Students 
The following sections give information on Immigration (Visa) regulations, banking, finance, health and general living in the UK. 

For some of the issues which are dealt with, you may need a letter from the College. When you first register you will receive a general registration letter from Administration to use for: 

· getting your NI number. 

· registering with the doctor (GP) in your area. 

You will need another letter from the College to open a bank account. All these will be given to you without charge when you register. 

If you need to ask for them again, please ask at Reception. The Administration Staff require a minimum of 5 working days from the date of request to prepare such letters and there will be a charge of £5 per letter.

4.3. Immigration 
Once you have arrived in the UK it is important that you comply with the immigration rules, so that you may complete your course of study. This guidance explains your obligations under the rules and what you should do to fulfil them. It covers: 

4.4. Registration with the police if required.

4.5. Working in the UK 

4.6. Extending your leave to remain in the UK 

4.7. Travelling in and out of the UK during your stay.

4.4. Registration with the police 

If the Immigration Officer has put a stamp in your passport telling you that you are required to register with the police, you must do so within seven days of arrival in the UK. 

Check your passport to see if you have this stamp. Students who are married or have children should check the stamp in each passport. Those required to register must go in person to the address below within seven days of arrival in the UK. You should go between 9.00 am and 4.00 pm 
Monday to Friday to the: 

Overseas Visitors Records Office 

180 Borough High Street 

Borough 

London 

SE1 1LH 

The office is open 9.00 am - 4.30 pm, Monday-Friday. The nearest underground stations are Borough, Elephant and Castle or London Bridge. 

You must take with you: 

· £34 registration fee 

· Your passport 

· Two passport photos 

If you change your address or renew your leave to remain in the UK (see section 4.6.) you must take your certificate to any police station within eight days to be amended. Keep your registration certificate safe. 

4.5. Working in the UK (As of 04th July 2011 No Work Entitlement for Tier 4 students applying to study at SCL)
If you are thinking of looking for part-time work while you are studying in the UK, you need to check your passport first to see what conditions the immigration authorities have imposed on you about employment. You will either have a restriction or prohibition stamped in your passport. 

RESTRICTION: If the stamp or sticker in your passport contains either of the following forms of wording, then you have a restriction on working in the UK. 

No recourse to public funds 

Work (and any changes) must be authorised 

Leave to enter/remain in the United Kingdom on the condition that the holder maintains and accommodates himself and any dependants without recourse to public funds and does not enter or change employment paid or unpaid without the consent of the Secretary of State for Employment and does not engage in business or profession without the consent of the Secretary of State for the Home Department is hereby given for/ until (specified time) ……………………………… 

You are allowed to work maximum up to 20 hours per week in term time and full time in the holidays without having to seek individual permission from a government department if you are studying on a degree programme. However, if you are on a lower level programme, the maximum is 10 hours per week in term time. There are some small restrictions on the type of work. 

Students wishing to work will also need to apply for a National Insurance Number, which will enter them into the UK tax system. It is not until you have found a job that you will be able to apply for a NI number and you can start work before you have applied, but you must get one if you are working. Telephone your local Benefits Agency office and arrange to see them to apply for a number - their number is listed in the telephone directory under ‘Benefits Agency’. At the end of the appointment, you should ask for a letter confirming you have applied for a NI number, so that you can show it to your employer and start work right away. It may take up to 16 weeks before you receive your number. 

‘Income Tax’- International students will automatically be subject to the same taxation rules that apply to UK citizens. For more information on income tax, visit the Inland Revenue’s website on www.inlandrevenue.gov.uk. 

‘PROHIBITION’- If a stamp or sticker in your passport contains either of the following forms of wording then you have a prohibition on working in the UK. 

No work or recourse to public funds 
Leave to enter/remain in the United Kingdom on condition that the holder maintains and accommodates himself and any dependants without recourse to public funds, does not enter employment paid or unpaid and does not enter in any business or profession, is hereby give for/until (specified time) ……………………………… 

If you have a prohibition but would like to work, please come and see the Student Welfare Officer for advice about whether or not you should apply to have your stamp changed. 
4.6. Extending your leave to remain in the UK 

The date when your leave to remain (i.e. your permission to stay in the UK) expires is shown in your passport. The date should be after the end of your course so you will not have to worry about it. However, you should make a note of this date, so you do not forget it even if you lose your passport. If your course extends beyond this date you must apply to the UK Border Agency to extend your leave to enter/remain. You should apply at least one month before your leave to enter/remain expires, using application form Tier 4 (G) student. 

These application forms are available at the Reception. 

You can also obtain a form Tier 4(G) by telephoning the Home Office on 0870 606 7766 or downloading one from their website at: www.ukba.homeoffice.gov.uk. 

One of the Admissions Team, the Student Welfare Officer, will be happy to help you complete the form if you need help. 

You should be aware that the form asks you to enclose original documents, including a letter from Stanley College London certifying your student status. You can request this letter from the Administration Office. These documents may not be easy to obtain quickly, so it is important that you find out what is required in good time before you have to apply. 

4.7. Fees 
The Home Office currently charges a fee of £386 for postal applications to extend a student’s leave to remain in the UK. Payment must be enclosed with your application. Information on ways to pay is given in the Tier 4 (G) form. The UK Border Agency offers a Premium Service at a cost of £702 for applications in person at their offices in Croydon. This service will deal with personal caller’s applications on the same day, as long as the application is complete and they do not wish to make further enquiries. 

What to do with the form now? 
Make sure that you photocopy the form and all your documents and keep these copies safe. 
Sending your application to the UK Border Agency: Send you application yourself including all documents by Recorded Delivery post to: 
UK Border Agency 

Tier 4 

PO Box 500

Durham

DH99 1WJ 

The UK Border Agency will return your documents in the recorded post. Applications in person can be made at the UK Border Agency’s Public Enquiry Office at the following address:
UKBA

Lunar House



40 Wellesley Road


Croydon



CR9 2BY

If you are going to same day slot, make sure you arrive early as the queue will be very long. You may have to wait several hours. We suggest you set aside the whole day. The fee for this Premium Service is £702. If you have to apply for an extension for other reasons, for example to attend your graduation ceremony, then you may have to complete a different form. If in doubt you should make an appointment to see the Student Welfare Officer who can advise you. 

4.8. Travelling in and out of the UK during your stay 

If you are travelling abroad, for example on holiday, and you are planning to come back to the UK to continue your studies, you will again have to satisfy the Immigration Officer at the port of entry that you meet the requirements for entry to the UK as a student. Before you travel abroad you should: 

Check that passport is not going to expire while you are away, and if it is, apply to your Embassy for a new one in plenty of time before your trip. Carry both passports with you when you travel. 

Check that your current leave to enter/remain in the UK will not expire while you are away. If your leave to remain will expire then you may not be able to return to the UK. It is not always possible to extend your leave to remain when you re-enter the UK. So do check and if in doubt make an appointment to see the Welfare Officer who will advise you. 

Check with the embassy of the country you intend to visit whether or not someone of your nationality requires a visa to travel there. If you do require a visa, apply for a visitor visa at their Embassy in plenty of time. Information on how to apply can be found by telephoning the embassy or by looking up their website. 

When you go on your trip, you should have the following documents with you to show the Immigration Officer when you return to the UK: 

a) Your passport or travel document 

b) Up-to-date evidence that you are a full-time student i.e. a letter from the College

c) Evidence that you have enough money to support yourself 

If in doubt, make an appointment to see the Student Welfare Officer who can advise you.

4.9. Banking, Finance, Travel, Healthcare.
A. Opening a Bank Account 

You will probably find that you need to have your own UK bank account while living in London and you should try to open an account as soon as possible. The banks can take some time to open an account. There are a number of banks in the UK which can provide bank accounts to international students. You should talk to several banks, comparing the services and types of accounts they offer to international students, what charges they make, the arrangements for transferring money from your home country and what documents they require in order to open an account. Choose one which is either near to Stanley College London or near to where you will be living in London. 

International students are often only able to open a Deposit Account. These accounts allow you to withdraw cash from cash machines, but do not give you a cheque book. This means that you have to carry cash to pay for all goods you wish to buy. They will, however, pay interest on the balance in your account. 

Some banks will allow you to have a Current Account, or at least offer to convert a deposit account to a current account after 3 or 6 months. The advantages of a current account are: 

1. A cheque book & cheque guarantee card that you can use to pay for things in shops; 

2. A debit card that can be used for things in shops or by phone or internet;
3. It may be possible to negotiate an overdraft facility. 

UK students usually have a ‘student’ account which gives them a free overdraft facility. Banks will not usually give this facility to international students but you should ask as some will for students who are on courses lasting more than 12 months. 

If you have any problems opening a bank account, contact the Student Welfare Officer who may be able to advise you.

B. Council Tax 
This is a tax in the UK set by the Local Authorities to pay for local services. It is based on property valuation. If you are living in student only accommodation you will not be liable for Council Tax. 

If you live with your family and no other non-student is sharing your house, you will not have to pay the tax as long as your spouse and children have been admitted to the UK with ‘limited leave’ as your dependants. 

If you live with people other than your family who are not students then the property will be liable for Council Tax and the other people in the property, those who are not students, will have to pay it. Your name should not appear on the bill provided you supply the Local Authority with a certificate, which you can get from the College, proving that you are a full time student. If in doubt, make an appointment to see the Student Welfare Officer who will advise you.

C. Travel Cards/ Oyster Cards 
Travel in London is very expensive but as a student you can obtain a small discount on public transport if you get a Student Photo card. To qualify you must be over 18 and studying on a course of 14 weeks or more. You can apply online for this discount at: http://www.tfl.gov.uk/photocard

If in doubt, make an appointment to see the Student Welfare Officer who will advise you.

D. Healthcare 
All international students studying in the UK for six months or more are eligible to receive health care from the National Health Service (NHS), which for most services is free. However, non-urgent treatments or operations are not covered and you will have to pay for any medication you are prescribed. 

E. Registering with a doctor 

It is important to register with a doctor as soon as you arrive. Don’t wait until you are ill. You can register with the University of London Central Institutions Health Service at 20 Gower Street, London, WC1E 6DP if you live in central London. Details of this will be given to you when you enrol at Stanley College London. If you do not live centrally, you can register with any doctor close to where you live. You can get a list of doctors from your local library or your local Health Authority or phone NHS Direct on 0845 4647 or search for GP Surgeries on the NHS website: www.nhs.uk. Take with you proof that you are a student and ask to be registered as an NHS patient. 

F. Other services 
The clinic where your doctor is based often has other facilities you can use e.g. contraception advice, chiropodists, maternity care, asthma clinic, diabetes clinic, healthy lifestyle clinic. 

G. Hospitals 

If you are ill, you should always see your doctor first, who will refer you on to a hospital if it is appropriate. In the event of an accident or illness that needs immediate assistance, you should telephone 999 for the emergency services. These calls are free. 

H. Dentists 

If you need to see a dentist, contact the Student Welfare Officer for a list of local dentists. They can be contacted on 020 8515 6950. 

G. Opticians 

You will have to pay a minimum charge for an eye test on the NHS. If the test shows you need glasses, the optician will give you a prescription. The cost of frames and lenses varies considerably, so check with various opticians before buying. 

H. Other kinds of medicine 

There are many clinics providing homeopathy, herbal medicine, osteopathy, acupuncture etc. in London. These kinds of treatments are not usually available on the NHS, though your doctor should be able to put you in touch with local facilities. 

I. Sexual health 

British attitudes to sex may be different from those in your own country. It is often accepted that people who are involved in a relationship may have sex together. You are entirely free to live according to your personal standards and should not feel pressurised to adopt those of anyone else. 

If you get involved in a sexual relationship you may wish to consider how you will avoid pregnancy. You can get free and confidential advice on contraception and sexual health from your doctor or the Family Planning Clinic. You can also find useful information on contraception and sexual health on the Family Planning Association Website: www.fpa.org.uk. 

J. The common cold 

This is a very common illness in the winter months and it can cause a sore throat, sneezing and a cough. There is no effective cure for the common cold, but getting plenty of rest and drinking plenty of fluids will aid recovery. A cold will usually pass after a few days, but if symptoms get worse or the cold lasts for a very long time, you should consult your doctor. Many British people continue to work or attend class when they have a cold. 

All letters issued by Stanley College London will remain the property of the College at all times and are returnable to the College on demand 
Disclaimer: The information provided is accurate at the time of printing and subject to change without prior notice.

Section 5 - Appendix
5.1. Anti-bullying and Harassment Policy

Introduction 
The College, through its Equal Opportunities and Disability Policies, is committed to promoting equality, diversity and an inclusive and supportive environment for students, staff and others, who may, from time to time, be associated with it. 

Any form of harassment and bullying can seriously harm the ability of individuals to participate in the working and learning environment. 

Any incidents of bullying or harassment will be regarded extremely serious by the College and can be the reason for disciplinary action which may include expulsion or dismissal. 

Harassment 
Any behaviour which is unacceptable to the person receiving it and which creates an intimidating, fearful, hostile or offensive environment can be considered as harassment. It is, however, important to distinguish between actions and statements which could be considered harassment and those which may occur as part of a debate conducted for academic purposes. These might include or for the free expression of legitimate views and beliefs or for the purpose of critical evaluation of work or performance and for the disciplinary procedures. The main forms of harassment are: personal, sexual, racial. 

Personal 
This could include: 

1. Offensive or patronizing remarks concerning physical or mental impairment, personal traits, appearance, or sexual orientation. 

2. Religious or cultural beliefs 

3. Invasion of privacy 

4. Practical jokes 

5. Pressure to become involved in anti-social or criminal behaviour. 

Racial 
Behaviour specifically aimed at offending or denigrating race or culture or which threatens on the basis of racial difference. 

Sexual

Behaviour which directly or indirectly threatens or offends in a sexual way such as provocative suggestions and propositioning, display of pornographic or suggestive material, deliberate objectionable physical contact, coercion to obtain sexual favours. 

Note: this policy applies not only to harassment of women by men; it applies equally to harassment between people of the same gender or of men by women.

Bullying 
Bullying is a pattern of aggressive, intentional or deliberately hostile behaviour that occurs repeatedly and over time. Bullying may be physical, emotional or verbal. Examples include verbal and physical intimidation, ostracism, and deriding work or claiming credit for oneself, withholding information, spreading malicious rumours, sending messages to or concerning a person which are threatening, derisory or defamatory (this includes by electronic mail and text messaging often called cyber bullying).

Action to Take 
If any person in the College feels they are being harassed or bullied, they should seek a confidential conversation with one of the following: 

Operation Director: Mr Vishang Shah 

Student Welfare Officer: Ms Agata Wawrzyniak-Lakomy 

Principal: Mr Stewart Shuttle BA (Hons) Chartered Marketer 
(Any of these can be arranged by Reception) 

The College will try to ensure that persons, against whom justified complaints of harassment and bullying are made, change their behaviour but will invoke disciplinary procedures if this is unsuccessful. 

If you are a person against whom a complaint of harassment or bullying has been made you may seek advice, which will again be treated in confidence, with any of the persons listed above. The College is aware that the act of making an unjustified or false complaint against a person may, in itself, be construed as a form of harassment or bullying and will act accordingly. 

NOTICE TO STUDENTS 
The College takes any form of harassment or bullying very seriously. Copies of our policy, which include how to seek help if you are a victim, are in the library. 
- Stanley College London All Rights Reserved - 

5.2. Ethical Policy 
STATEMENT 
Ethics – moral principles or a set of moral values held by an individual or group.

The College’s code of ethics requires compliance with UK law but with standards beyond the legal minimum and requiring a high level of conduct. Staff and students are expected to comply with all laws which affect the operation of the College and to act in every respect with honesty, fairness and integrity. In all matters of ethical consideration the guiding approach should be that of doing “positive good”. 

To support the implementation of this policy, the Senior Management Team of the College will regularly review the operation of the College in terms of ethical issues and may invite or co-opt members of staff as part of the discussion. 

GUIDELINES 
Positive Responsibilities 
Members of staff are expected to deal ethically with prospective students, enrolled students, fellow staff members, suppliers of goods and services and the general public. This does not simply mean avoiding unethical conduct but actually involves taking the initiative and assuming positive responsibility for quality, honesty and fairness. They will, at all times, operate in a thoroughly professional manner to deliver the academic programme of the College to the highest possible standards for the benefit of the enrolled students. Staff and students are expected to operate in accordance with the policies on Equal Opportunities, Disability and Bullying and Harassment and to operate with due regard to the Health & Safety Policy. Staff and students must seek to act in a professional way with due regard to academic integrity where acts of plagiarism or any other action which seeks to falsify academic achievement are completely unacceptable. 

Honesty requires that no-one acts either actively or passively in any cover-up of any misconduct and that everyone co-operates fully in any investigation of ethical matters. 

Conflicts of Interest 
Full-time staff is expected to avoid outside interests or activities which could be advanced at the expense of the College and should not provide advice or consulting services or divulge information to any organisation which could reasonably be regarded as a competitor. Part-time staff who may work for any organisation which could reasonably be regarded as a competitor should not divulge information relating to the College to that organisation.
Gifts 
Members of staff should not accept gifts, loans or other benefits from any supplier of goods and services to the College.

Equipment and Resources 

College resources including time, materials and equipment should be used for College purposes only. Any unauthorized use for personal purposes amounts to theft.

Data Protection 
Staff and students have a right to know that personal data or, in the case of students, results of academic achievement, will be held safely and will not be divulged except to those who have a legitimate right to receive it.

Marketing and Publicity 
The College will use only ethical and proper methods to market its courses. The prospectus and any other publicity material will be accurate and any claims regarding those courses or services offered to students will be fully supportable. 

Likewise, publicity used and information given for the recruitment of staff will be accurate and sustainable. 

College Responsibilities 
The College believes that all its staff and students should have a safe work-place and equal opportunities for advancement and learning. It will comply with all the health, safety, equal opportunities legislation and other relevant regulations. Staff and students, however, have an individual responsibility to comply with health and safety procedures and to avoid any activity which might endanger themselves or others in the College. College policy is that all staff and students will enjoy an environment free from bullying or any form of harassment and will take severe action against any person contravening this. 

Alcohol and Drugs 
The College is strongly committed to the prevention of illegal activities and to the protection of staff and students, its property and the public from any danger which may result from the use of alcohol or drugs. Use or possession of illegal drugs or alcohol on College premises is forbidden; staff or students coming to College under the influence of drugs or alcohol will be subject to severe disciplinary procedures.

Environmental Protection 
The College believes that all persons have a responsibility to protect the environment. It will endeavour to ensure that no activity related to the College is in breach of any law or regulation designed to further that protection and will encourage staff and students to assist in that endeavour.
5.3. Plagiarism Policy
Plagiarism is the most common form of assessment offence encountered in the majority of academic institutions, partly because of the emphasis now placed on work prepared by candidates unsupervised in their own time, but also because many students fall into it unintentionally, through ignorance of what constitutes plagiarism. Even if unintentional, it will still be considered an assessment offence. 

This policy document is intended to explain clearly what plagiarism is, and how you can avoid it. 

Plagiarism is the presentation of another person’s ideas as one’s own. In any form, plagiarism is unacceptable in the College, as it interferes with the proper assessment of students’ academic ability. 

Plagiarism has been defined as “the false assumption of authorship: the wrongful act of taking the product of another person’s mind, and presenting it as one’s own” (Lindey, 1952, p.2). Therefore, using another person’s ideas or expressions or data in your writing without acknowledging the source is to plagiarise.

Borrowing others’ words, ideas or data without acknowledgement 
It is acceptable, in your work, to use the words and thoughts of another person or data that another person has gathered but the borrowed material must not appear to be your creation. This includes essays, practical and research reports written by other students including those from previous years, whether you have their permission or not. It also applies to both ‘hard-copy’ material and electronic material, such as Internet documents. Examples include copying someone else’s form of words, or paraphrasing another’s argument, presenting someone else’s data or line of thinking. 

This form of plagiarism may often be unintentional, caused by making notes from sources such as books or journals without also noting the source, and then repeating those notes in an essay without acknowledging that they are the data, words or ideas belonging to someone else. Guard against this by keeping careful notes that distinguish between your own ideas and researched material and those you obtained from others. Then acknowledge the source.

Resubmission of Work 

Another form of plagiarism is submitting work you previously submitted before for another assignment. While this is obviously not the same as representing someone else’s ideas as your own, it is a form of self-plagiarism and is another form of cheating. If you want to re-work a paper for an assignment, ask your lecturer whether this is acceptable, and acknowledge you’re re-working in a preface.

Collaboration and Collusion 
In collaborative work (if this is permitted by the lecturer) joint participation in research and writing does not constitute plagiarism in itself, provided that credit is given for all contributions. One way would be to state in a preface who did what; another, if roles and contributions were merged and truly shared, would be to acknowledge all concerned equally. However, where collaborative projects are allowed, it is usually a requirement that each individual’s contribution and work is distinguishable, so check with your lecturer. Usually, collusion with another candidate on assessed work (such as sharing chunks of writing or copying bits from each other) is NOT allowed. 

Copyright Infringement 
Finally, you must guard against copyright infringement. Even if you acknowledge the source, reproducing a significant portion of any document (including material on the Internet) without permission is a breach of copyright, and a legal offence. You may summarise, paraphrase and make brief quotations (as I have done from my sources), but more than this risks infringing copyright.

References:

Lindey, A (1952), Plagiarism and Originality, Harper, New York.
5.4. Disability Policy  
This Policy applies to students and employees 
Introduction 
The College Equal Opportunities Policy makes it clear that it aims to treat students and employees equally and fairly regardless of a variety of personal situations which might in the past have mitigated against them. 

In this context, the College Disability Policy seeks to further amplify these aspirations as they affect potential and actual students and employees with disabilities. 

Statement 
Stanley College London is committed to promoting access to people with disabilities. A further commitment is to work towards supporting and enabling students and employees with physical disabilities, sensory impairments, specific learning disabilities, special psychological needs and medical conditions which may have an impact on day-to-day activities, to take part in all aspects of College life which may be appropriate to them. To further this end the College will: 

a. Encourage applications for study and employment from persons with disabilities; 

b. Judge applicants with disabilities solely on the basis of their potential; 

c. Invite applicants with disabilities to contact the College to discuss how their needs might be met; 

d. Offer additional provision so that disabled persons are not disadvantaged in comparison with others at the application stage; 

e. Offer information to any student applicant with disabilities who requires study support for help which might be available; 

f. Provide adapted examination arrangements for eligible students; 

g. Remain committed to ensure that all sections of the College are active in supporting students with disabilities; 

h. Continue to increase the provision for disabled students in the College as far as it is practicable; 

 i. Take steps to encourage persons with progressive conditions, or who become disabled during their time at the College to continue to study or to be in employment 

j. Provide the appropriate level of disability awareness needed to foster an inclusive community, and endeavour to ensure appropriate training for those working directly with disabled persons 

k. Endeavour to ensure that health and safety procedures are inclusive 

l. Provide a ‘complaints and grievance procedure’ to deal with non compliance with the College’s legal duties 

m. Regularly review this policy and plan ways to improve it 

Application 
This Policy applies to all applicants to the College and all existing students and employees. The Policy aims to comply with the requirements of the Disability Discrimination Act 1995 and the wider aspirations of the College’s Equal Opportunities Policy.

Application 
This Policy applies to all applicants to the College and all existing students and employees. The Policy aims to comply with the requirements of the Disability Discrimination Act 1995 and the wider aspirations of the College’s Equal Opportunities Policy.
5.5. Equal Opportunities Policy 
The College Policy statements concern Students and Employees. 

Students 
The College is committed to a policy of Equal Opportunities. It aims to treat fairly potential and actual students on the basis of merit and ability to profit from courses offered regardless of age, disability, gender, marital status, family responsibilities, nationality, race, religious or political views, socio-economic background, sexual orientation, transsexualism, mental health problems or HIV status.
Admissions 
Prospective students will be given realistic guidance on the costs they expect to face when studying in the UK and of any financial support arrangements which may be available to them. In particular, students will be informed of costs likely to be incurred as a result of fees or other financial disbursements charged by external examining bodies. 

Recruitment literature will include a statement regarding this Policy, will use non-discriminatory language and encourage applications from all groups in accordance with the above statement. For this purpose, the minimum age for admissions is 18 years with no upper limit. 

Whilst student’s academic qualifications provide evidence in the assessment of aptitude, the College recognises that exclusion of other factors may be discriminatory. In as much as it is not bound by admission criteria imposed by outside bodies for which it conducts academic programmes, it will consider identifiable factors which may have lead a student to “under achieve”. These may include attendance at poorly equipped or staffed educational establishments, poor home facilities for study, family discouragement, prolonged illness or disability. 

In terms of running courses for which entry criteria and/or assessment is controlled wholly or in part by an outside organisation, the College will undertake not to run such courses where the Equal Opportunities Policy of that organisation is not in accordance with that of the College. 

The College will put arrangements in place to monitor the applications and admissions to the College by ethnic origin, gender, age and disability. The statistics obtained will be considered by the Senior Management Team and circulated to Admissions Staff on an annual basis. If there is any indication that members of one group have received less favourable treatment than members of another group, that situation will be investigated and appropriate action taken. The College will also likewise monitor those students who withdraw from their courses.

Assessment

The College’s objective is to provide a fair method of assessment for equality of opportunity to all its students. 

Special arrangements will be made available to students with known disabilities, to compensate for the restrictions imposed by the disability, without affecting the validity of examinations and assessments and, where appropriate, in consultation and agreement with outside organisations. 

Where the College uses assessment materials or its students sit assessments provided by outside organisations, it undertakes to monitor such assessments for conformity to Equal Opportunities practice and to bring to the attention of that organisation any instance where it believes a breach of such practice has occurred.

Curriculum 
The College recognises the importance of the development of the individual through the educational process and the roles of the curriculum in promoting this development. 

The College is committed to the promotion of Equal Opportunities with respect to course content, teaching and learning pedagogy, assessment methods and structure and timetabling of study. Where necessary, in pursuit of this policy, it will engage with outside organisations in respect of courses which they provide and which it delivers. 

The College will encourage the projection of an ethos which reflects the cultural diversity of society and which is neither gender dominated nor ethnocentric.
Teaching 
College staff and students will be expected to use language which is non-discriminatory and not chosen to cause gratuitous offence to particular individuals or groups. However, in no circumstances can this be used to suppress the fundamental principle of academic freedom whereby reasoned argument may be employed to challenge views, opinions, beliefs or assertions of any kind.

Services 
The College is committed to all students in groups or as individuals having equal access to the services and facilities it provides. 

Where the College assists students to find accommodation either directly or through agencies, owners of these properties will be made aware of the College’s Equal Opportunities Policy and the College will not recommend properties where the owners seek to impose discriminatory conditions contrary to equal opportunities legislation. 

Harassment 
The College aims to uphold a culture where harassment and bullying do not occur. Any incidents are regarded extremely seriously and may be grounds for disciplinary action including dismissal or expulsion.

Health and Safety 
The College aims to provide its staff and students with a healthy and safe work environment. Policies are available and it is the duty of all to comply with the relevant requirements. The enforcement of reasonable health and safety requirements does not constitute discrimination. 

Disciplinary Procedures 
The College’s disciplinary procedures will be kept under review to ensure that they are consistent with this Policy.
Training 
Copies of this Policy will be made available to staff and supplemented by training if considered desirable. 

Employment 
The College aims to be an equal opportunity employer. This involves all aspects of employment from vacancy advertising, recruitment and training to conditions of services and reasons for termination of employment. 

Advertising Vacancies 
All vacancies will, wherever possible, be advertised simultaneously internally and externally. External advertisement will take place by methods intended to reach as wide a range of the community with relevant qualifications as possible. Vacancy advertisements will include a brief statement of Equal Opportunities Policy. 

Selection and Recruitment 
Selection criteria such as job description, employee specification or contract terms, will be kept under review to ensure they do not contain discriminatory criteria. Whenever possible, more than one person should be involved in the interview and selection process and all should be fully cognisant of the Equal Opportunities Policy. 

Positive Action 
Under-represented groups will be encouraged to apply for employment and training and wherever possible, special training will be provided for such groups. However, appointment to all jobs will be strictly on merit. 

Personnel Records 
To ensure the Policy is working effectively (and for no other purpose), the College maintains records of employees’ and applicants’ racial origins, gender and disability. Monitoring and analysis of these records enables the promotion or equal opportunities and prevents discrimination.
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