COLLEGE CHARTER

The College Charter makes commitments to learners, employers and the community at large. 

The Charter tells you, the learner, what to expect from the College.

We aim to work with the wider community and with local businesses to meet their needs.

If you are an employer who recruits from College learners, we aim to give you clear, concise and reliable information about what the applicant is likely to know, and is able to do.

If you are an employer who is thinking about sending employees on a College course, we will aim to give you clear and accurate information about our courses and course fees.

Information and Advice

We aim to provide you, the learner, with free, accurate and impartial information about our courses and the services available to learners.

Answering Enquiries

If you telephone Student Services with an enquiry, we aim to get back to you on the same day or the next working day.  If we cannot answer your enquiry straightaway we will explain why this is not possible and tell you when we will be able to reply.

If you write to us we aim to reply to you within 3 working days.

If You Have a Disability or Learning Difficulty

You can get information and advice from Student Services.  They will tell you:

· What programmes the College offers.

· What special support we can give you.

· What difficulties you may face and how you might be able to overcome them.

Information Before You Start

We will talk to you about what you already know, your skills and experience and what you want to do.  We will advise you on the best qualification or programme for you.

Getting on a Course

If you apply to come on a course which lasts for more than 12½ hours per week over 36 weeks or more a year (usually known as “full-time”) we aim to respond to your application within 10 working days.

If you apply to come on a course of less than 12½ hours per week up to 36 weeks a year (usually known as “part-time”) we aim to enrol you straightaway in most cases, unless you need to talk to a subject teacher first or the course requires completion of an Application Form.

Introduction to Your Course or Programme

We call this your induction and during your induction our aim is to:

· Tell you in detail about your programme.

· Tell you about health and safety on your programme.

· Tell you about the College, what we provide and where to find help.

Teaching and Learning

We aim to provide you with high quality teaching and an excellent learning experience.  

We aim to give you regular information on your progress.
· If you are studying for more than 12½ hours per week over 36 weeks or more a year, you will be allocated a Personal Tutor who will help you to review your progress through regular tutorials.  

· If you are under 18, your parents can be provided with reports on your progress and they will be given opportunities to talk to your teachers.

· If your employer or managing agent is supporting you, they can be provided with reports on your progress and attendance.
Examinations and Assessments

· At the beginning of your course or programme you should be told when your examinations or assessments will take place and when you are likely to receive your grades or results.  Make sure you clearly understand what is expected of you.

· We aim to conduct examinations in such a way that you have the chance to do your best.  Special arrangements may be possible to support your individual needs for examinations and assessments depending upon awarding body regulations.  It may not be possible to provide special arrangements if they are requested too late.  Please inform your teacher or a member of the Student Services team as soon as possible should your needs change.  In this way the College can support you as quickly as possible.

· We aim to send you your examination results within 2 working days of receiving them.

· We aim to deal with enquiries about examinations within 2 working weeks.

Support With Your College Work

· If you are studying for more than 12½ hours per week over 36 weeks or more a year you will have a Personal Tutor who will help you to access any support you need and review your progress with you.

· If you are studying less than 12½ hours per week for up to 36 weeks a year you will receive support from your subject/course teachers as appropriate.

Other Support

· You will have access to a team of Student Advisors who will give you support on matters other than course work.

· You will normally be able to see a Counsellor by appointment.

· Connexions Personal Advisers are based in College. They can assist with personal matters and careers advice.

· There is a team of Enrichment Officers who can offer help with academic/study related issues.
Additional Skills Support

The College will work with you to see if you need any extra help in order to succeed on your course. If you will be studying for more than 12½ hours per week over 36 weeks or more a year, we will normally ask you to have a Skills Review when you first apply to College.  We review any needs with you during your time at College.  Support can be available in Maths, English and Study Skills. 

Support is also available for part-time learners.  Talk to your subject teacher for further information.

Careers Advice

We work together with other agencies to make sure you have access to careers education and guidance.

You can talk to a Student Advisor for further information.

The College particularly works closely with Connexions and Lifetime, careers and guidance services.  There are members of the Connexions team within College who can help with careers advice.  Connexions Advisers can be accessed via Student Services, Enrichment Officers or your Personal Tutor, if you have one.

If you are studying for more than 12½ hours per week over 36 weeks or more a year your Personal Tutor will also support you in your career choice.

Diversity & Equality

We operate diversity and equality policies and we strive to offer quality education and training to all.  We aim to make sure that everyone feels comfortable in every part of the College and receive the same quality of education and training.

The governors and staff of the College will try to ensure that we follow our legal responsibilities as laid down in the current legislation.

We will monitor and evaluate the impact of our policies and procedures, the results of which will be made available for inspection on the student portal.
To the best of our ability, we will make College services and facilities accessible to everyone.

Health and Safety

We intend to provide you with a safe and healthy learning environment.  You should receive health and safety information, instruction and training as part of the induction to your course.  Make sure you understand the key health and safety information and ask if you are unsure.

Student Representation

The College wants to encourage learners to work with us to improve the learning experience.

There is a system which gives learners the chance to give us their views.

A representative should be elected from your Curriculum Area, who will speak for all of the learners in that area. 

The representative should be elected by learners from the programme representatives.

You should be asked during the introduction to your course if you would like to be a Representative.

Providing a Quality Service

We are committed to continuously improving the quality of the services we offer.

We try to make sure that there is a Representative on each course team so that your views can help us to make improvements, and there are regular learner surveys giving you the opportunity to feedback to the College.

Complaints

If things go wrong, we will do our very best to put matters right as quickly as possible.

If we cannot sort out your complaint straightaway, we aim to acknowledge it within 3 working days and reply to it in more detail within 10 working days.

If we are unable to sort things out with you, we will tell you how to take the matter further if you wish to do so.

You can get a copy of the complaints procedure in large print, Braille, Makaton, audio tape, Cantonese, Arabic, Urdu and Farsi from Student Services. 
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