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WELCOME TO NORTHBROOK

Welcome to Northbrook. The College was founded on 1st September 1986 from
the merger of the West Sussex College of Design, Worthing College of
Technology and Chelsea College of Aeronautical and Automobile Engineering.
This brought together a considerable range of expertise and resources ready to
serve industry and the community locally, regionally, nationally and
internationally.

While you are at Northbrook, we will help you to succeed in your studies and
support you in any other way we reasonably can.

If you have any difficulties, please do not suffer in silence. Speak to your

personal tutor, Head of Department, one of the Pastoral and Learning Mentors or
contact the Counselling and Welfare Unit. You will find that staff will listen and, if
they cannot help immediately, will direct you to the appropriate support resource.

There are a number of ways in which you can tell us how the College is doing
and help us make improvements, and you are encouraged to let us know (see
‘Learner Voice’).

Northbrook is a very friendly College. Itis likely that coming here is a big change
in your life, but carefully reading through this Guide should make your time at
Northbrook both successful and enjoyable.

College Mission and Purposes
Our Mission

» To be a centre of excellence for vocational and personal learning, helping
people succeed and achieve their potential.

e By doing this, to support the economy, social cohesion and development of
Worthing and its surrounding area and to contribute to wider national
competitiveness and prosperity.

For the full Northbrook College Mission and Purposes Statement, please ask
your Personal Tutor for a copy.

Courses

Programmes of study are offered across a very wide range at many levels.
These include: Honours Degrees, Foundation Degrees, Professional courses in
Accountancy, Personnel, Marketing and Management, Higher National Diplomas
and Certificates, First and National Certificates/Diplomas, City & Guilds of
London Institute, RSA, LCCI, OCN, OCR, GCSE and A Levels, National
Vocational Qualifications (NVQs), Vocationally Related Qualifications (VRQSs),
Trinity College and SEOCN courses.



Northbrook is an Affiliated College of the University of Brighton which validates
and awards our Degrees and Foundation Degrees. Higher National Certificates
and Diplomas are validated by Edexcel.

Students with Disabilities

Northbrook welcomes students with disabilities and strives to provide services to
ensure equality of access. We have a team of staff who are able to support
students who are dyslexic, who have sensory support needs, who have physical
difficulties or who have other support needs including those in the area of mental
health. We are working to ensure that all our premises are accessible to all and
have specialist IT equipment and software available to ensure full access to the
curriculum. If you would like to discuss your needs and ways in which we can
support your studies, please contact the Learner Services Manager on 01903
606322, Talktype: 18001 01903 606076 or email h.thomas@nbcol.ac.uk or
learning-support@nbcol.ac.uk — all calls will be treated confidentially.

SURVIVING YOUR FIRST WEEK

1. Make sure you study your personal timetable, especially for the induction, and
know where you should be for your first session. Study the map provided,
and if you need help please ask a member of staff.

2. Make sure you know who your personal tutor/course leader is and how to
contact her/him.

3. You may need to contact another department in the College or another
campus at some point during your time at Northbrook. If this is the case,
please ask to use the phone at Reception or your Departmental Office.

4. Make sure you locate the Admissions office. The staff here can help and
advise you on all sorts of practical issues. Admissions can be found at the
following locations:

West Durrington — near Reception
Mon-Thu 9.00-5.00

Fri 9.00-4.30

Reception 8.45-5.00

Broadwater - R13
Mon - Thu 10.00-2.00
Fri 10.00-12.30
Reception 8.45-5.00

At all other sites (and when the office is closed at Broadwater) there are free
direct dial telephones at Reception to enable you to contact Admissions at West
Durrington.



Should you need financial advice and support, the College has a Student
Financial Support office near Reception at West Durrington — Telephone 01903
606014.

If you require assistance with accommodation, contact Admissions where
arrangements can be made to discuss your requirements with the
Accommodation Officer - Telephone 01903 606001.

Should you need to contact the Counselling and Welfare Unit, for whatever
reason, do not hesitate to ask your personal tutor or see information displayed at
all Reception areas and on student notice boards for contact details. Counselling
and Welfare Unit — Telephone 01903 606440. If in doubt - ask for help.

Student Association

Northbrook College Sussex is one of 800 colleges affiliated to the National Union
of Students (NUS). Northbrook has a Student Association - please speak to your
group representative or the Learner Voice/Enrichment Co-ordinators for further
information.

Discounts

As the Student Association is affiliated to the NUS (National Union of Students),
all Northbrook students can purchase an NUS Discount Card for £10. This card
gualifies you for discounts in many shops, cinemas, food outlets and on travel. It
also allows you to access the Student Union facilities throughout the country,
from the smallest college to the largest universities. You will only be given this
card after you enrol and obtain your Northbrook Student ID Card and pay the
fixed charge, so make sure you do this early in the first term to take full
advantage of it during the academic year. You can apply for NUS cards online at
www.nusonline.co.uk

LEARNER VOICE ‘HAVE YOUR SAY’ — Your chance to make students’
views known

Course Representatives (Reps) are student representatives from each Tutor
group. These Reps participate in course team meetings and also make up the
College Committee of Students. The student Reps are responsible for gaining
feedback from students and informing the Committee of any concerns and
interests. Reps can sit on a range of cross-College committees where decisions
about your College are made. If you are interested in sitting on any College
decision-making committee and would like further information, please speak to
Emma Thomson or Lucy Djevdet who are located in H11a at Broadwater campus
but will also be in the cafeterias at lunch times when you can ‘Have Your Say’
informally. Exact details and times will be advertised.



Departmental Focus Groups

This is where a group of all course representatives will meet the Head of
Department to discuss curriculum matters. Please ensure you know who your
representative is. Each department has a student notice board and suggestion
box. Please familiarise yourself with who your group representative is and make
sure your voice is heard.

Student Newsletter

This is a termly student newsletter where Learner Voice ‘Have Your Say’ issues
are highlighted. If you have any new stories you wish to contribute or any
comments/suggestions please e-mail Paul Norman at p.norman@nbcol.ac.uk

You are also welcome to write to the College, using the Complaints Procedure,
or make suggestions for improvements to the Learner Voice/Enrichment Co-
ordinators, Emma and Lucy.
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Emma Thomson Lucy Djevdet
haveyoursay@nbcol.ac.uk Tel: 01903 606315

STUDENT ID CARDS

Every student undertaking a course of nine hours or more, with the exception of
one day courses, is entitled to a Northbrook Student ID card. This card is
needed to access the Flexible Learning Areas and the Libraries, and for entry to
exams where some form of photo identification is required. It is also useful as
evidence for collection of Financial Support payments. It is not a Student Union
card. The initial College Student ID card is free but a charge of £5 will be
incurred to replace lost or damaged cards. The cards are valid from September
to the following July and last for one academic year. You will need to request a
new card for each year of your course, but the same photo can be used over that
time if you wish. Your card will be issued with a lanyard which must be worn at
all times.

ADDITIONAL SUPPORT

Northbrook has systems in place to help students achieve on their chosen
course. If

e you would like help with improving your literacy and/or numeracy skills

e you would like help with understanding an assignment structure and
developing research skills

e itis some time since you studied



COURSE FACILITIES
FLEXIBLE LEARNING RESOURCE CENTRES

Our Flexible Learning Resource Centres provide all College students with access
to high quality Information Technology (IT) facilities. Students are able to drop-in
to their allocated Centre on a flexible basis and gain access to a secure student
network, a virtual learning environment, internet and World Wide Web, email
services and much more. Centres are equipped throughout with high
specification personal computers running core and specialised applications, with
availability of quality laser printers, scanners and CD/DVD writers. Our friendly
staff can support and advise you as well as provide a range of ancillary services.

A relaxed, but supervised, student-centred environment provides facilities for:

e Individual learning - working at your own pace

e Individual, group and project work

e Practising skills, particularly IT and communications

e Producing assignments to a high standard of presentation

e Providing evidence for assessment

e Internet access for information retrieval and research

» A dedicated student email service

 Communications through email, mailing lists, newsgroups, blogs, etc.

e Computer-based learning through specific programmes and Northbrook
Online (www.northbrook-online.ac.uk)

e Additional computer-based training programmes, courses and services to
supplement your mainstream Course

Ancillary services include assignment collection, document binding, document
lamination, colour printing (up to AO size) and sales of useful computer
consumables (CDs, DVDs, flash drives, etc).

Students receive information about the use of the Centres, the facilities, services
and support on offer at the start of their Course and latest updates and
announcements are made available through Northbrook Online. The College
operates an Acceptable Use Policy for all users of its computer equipment. It
reserves the right to monitor activity and to take appropriate steps in the event of
unlawful or socially unacceptable behaviour.

Centres also deliver learning programmes and support through national contracts
with learn direct and UK online, with flexible programmes that can assist with
digital literacy and lead to qualifications - ITQ/ECDL for ICT and Certificates in
Adult Literacy and Numeracy (Levels EL3, 1 & 2) for Skills for Life programmes.






The FLAs provide an environment that encourages creative use of technology as
a tool to help you to fulfil the practical and theoretical demands of your course.

The FLA Assistants collate, maintain and assist access to a wide range of
research materials including image, video, periodical and catalogue libraries and
information on Further Education, Higher Education, Postgraduate courses and
application procedures. They also keep information on current exhibitions,
competitions and opportunities for professional development. The FLA
Assistants play a particularly supportive role in your Cultural and Supporting
Studies programme; keeping schemes of work, key texts and, of course,
assisting and promoting access to a wide range of quality e-resources.

The Creative Arts FLAs are stimulating and exciting working environments. They
are friendly and approachable places — encouraging valuable communication and
the sharing of ideas between you, your course teams and your peers.

LIBRARY AND INFORMATION SERVICES

Northbrook libraries provide a range of services to help you during your time at
College. Our enthusiastic, experienced and friendly team are available to
support you with your studies. We provide silent, individual and group study
areas in a bright and welcoming environment.

There are libraries at each of the three College sites with a wide range of books,
journals, DVDs, etc appropriate to the courses taught at each site. You may use
our services at all sites and borrow materials using your Northbrook Student
Card.

We provide access to electronic resources such as online databases to enable
you to research articles from newspapers, magazines and academic journals,
within College or from home. The library offers individual and group training on
accessing and utilising these online resources.

The library Catalogue contains the holdings of all three site libraries and shows
bibliographic information and availability of all items. We have an inter-library
loans service for additional items such as specialist books or journal articles.

Your induction to the library and its services is an important start to college life
and includes teaching research skills. This is followed up with detailed sessions
tailored to individual needs as you progress. Close co-operation between library
and academic staff throughout the year ensures the libraries are can deliver the
resources you need to support your work. Our specialist staff are on hand to
help you make the most of the facilities and to become self-sufficient in
identifying your information needs. Our aim is to widen your horizons and
expand your interests — to stimulate, challenge and help you to succeed in your
chosen field.
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Library Opening Times

West Durrington Monday — Thursday 9am -7 pm
01903 606213

Friday 9am-5pm
Broadwater Monday — Thursday 9am-7pm
01903 606450

Friday 9 am -5 pm
Shoreham Monday - Friday 9am-5pm

01273 234366

COLLEGE FACILITIES
Cafeterias - Opening Times

Broadwater
Cafeteria: 8.30 am — 3.30 pm Monday to Friday, term time only
Shop: 10 am -2 pm

West Durrington

Hot Counter: 8.45 am — 2 pm Monday to Friday

Shop: 8.30 am — 7.00 pm Monday to Thursday
8.30 am — 3.00 pm Friday

Shoreham
Cafeteria:  8.30 am — 3.30 pm Monday to Thursday
8.00 am — 2.30 pm Friday

Vending machines are available on all sites.
Hours of opening may sometimes need to be varied.

Hair & Beauty Salons

There are well equipped and popular Hair and Beauty Salons situated on the
Broadwater campus, Kingston Bucci site and also at Littlehampton Skillzone
which are open Monday to Friday during term time and some evenings. A
comprehensive range of hair and beauty treatments is available at very
competitive prices (price list available at reception areas). Please call 01903
606444 for more information or to book an appointment.

The Flower Shop
Based on our Broadwater campus, the Northbrook Flower Shop is open Monday
to Friday during term time from 10 am to 2 pm and offers a wide range of floral

accessories and displays. We are able to provide a wide range of floral
arrangements to suit all occasions. To order, please telephone 01903 606064.
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The Arundel Room Restaurant

The Arundel Room Restaurant on the West Durrington site has been in operation
for many years and boasts an excellent reputation with local and national clients.

Currently, it is open for luncheon on Monday and Thursday and for dinner on
Wednesday and Thursday evenings during term time with the style of service
ranging from buffet to full silver service. Before enjoying a relaxing meal, guests
have the opportunity to have a pre-meal drink in the licensed bar. The restaurant
is well known for its excellent hospitality and reservations are essential. They
can be made by telephoning the Arundel Room on 01903 606160 between

10.30 am and 2.30 pm on weekdays during term time. Both individual and group
bookings are welcome.

Brooks Coffee Shop

This popular coffee shop, also situated on the West Durrington site, is open on
weekdays between 9.30 am and 2.15 pm during term time. Hot and cold
beverages, freshly baked pastries and light meals, including vegetarian dishes,
can be enjoyed either on the patio or indoors at reasonable prices. Reservations
are not necessary.

Both the Arundel Room Restaurant and Brooks Coffee Shop provide a training
environment for students who are following Hospitality and Catering courses
leading to National Vocational Qualifications.

The Northbrook Theatre

The Northbrook Theatre, (part of the Southern Theatre Arts Centre) is an
exceptionally well equipped 200 seat professional, student and community
venue. Every season a professional programme of events, produced alongside
the Theatre students’ own excellent range of drama, dance, musical theatre and
experimental productions, is available for everyone to come and watch.

The Theatre currently promotes student bands from the vast Music Department
within Northbrook in their seasonal student showcases. The Northbrook Theatre
has also been used by the BBC to host events and as part of their Children in
Need charitable fundraising activity.
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As part of the Arts Policy, current ticket prices to professional events are kept as
low as possible. You can keep an eye on what’s on by going to
www.northbrooktheatre.co.uk and reserve tickets by emailing
box.office@nbcol.ac.uk or calling 01903 606162. The Northbrook Theatre Bar is
open during performance evenings and at other times.

LEARNER SERVICES & ASSISTANCE FEES AND CHARGES
Full Time Students in Higher Education

All students in full time Higher Education are able to apply for support from the
Student Loan Company. Support can be claimed through a company called
Student Finance England for tuition fees and living costs. It is advisable that you
apply before your course starts, but late applications can be accepted up to nine
months into the academic year. Please see www.direct.gov.uk/studentfinance
for more information.

In 2009/10, new Higher Education students will be charged a fee of £3,075. This
is a yearly charge and may rise by up to 2.5% for subsequent years. Students
are able to apply for a tuition fee loan to cover this cost, and also a maintenance
loan for their living costs. A maintenance grant may also be available dependent
on household income.

Existing students (going into their second or third years in 2009/10) are able to
re-apply for their support as above and will also pay fees as follows:

e Students who paid a fee of £3,000 in 2008/09 will pay £3,075
e Students who paid a fee of £2,560 in 2008/09 will pay £2,620

If you are unsure of which fee you will pay or have queries about the support
available, please contact Student Financial Support.

EVEN IF YOU THINK THAT YOU ARE NOT ELIGIBLE FOR ASSISTANCE, OR
IF YOU DO NOT WISH TO APPLY FOR ANY SUPPORT, YOU MUST STILL
COMPLETE AN APPLICATION TO REGISTER YOURSELF AS A HIGHER
EDUCATION STUDENT. IF NO APPLICATION IS COMPLETED, YOU MAY
BE CHARGED THE FULL TUITION FEE PAYMENT IN EXCESS OF £6,000.

ALL STUDENTS MUST RE-APPLY EACH ACADEMIC YEAR FOR
ASSISTANCE. YOUR APPLICATION IS NOT AUTOMATICALLY
REASSESSED FOR THE NEXT YEAR OF STUDY.
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Students in Further Education

All fees, with the exception of CRB checks where appropriate, will be waived in
relation to ‘Home’ students aged 16-18 who are on FE, ASL Full-time/Part-time
courses.

Concessionary fees are available for students in receipt of specified Income-
Based State benefits. You will need to provide a copy of all relevant benefit
evidence at the time of enrolment otherwise you will be liable to pay the full fee.
You will need to provide the following:

e Working Tax Credit — all pages of your current award notice from HM
Revenue & Customs. You will not be eligible for reduced fees if your joint
annual income exceeds £15,050. (Threshold correct at time of publication)

e Council Tax Benefit — All pages of your Council Tax Demand Notice or
Benefit Decision Notice (25% single occupancy does not qualify for a
reduction).

e Job Seeker's Allowance — All pages of a recent award notice from Job Centre
Plus stating that you are receiving income-based or contribution-based
Jobseeker’s Allowance.

* Income Support — Your letter from Job Centre Plus which will state in bold
‘about your Income Support’. The date must correspond to the correct
academic year.

e Housing Benefit — All pages of your Housing Benefit Decision Notice.

e Pension Guarantee Credit — All pages of your award notice from The Pension
Service. You will not be eligible for reduced fees if your Guarantee Credit is
nil.

e Employment and Support Allowance (ESA) — All pages of your award notice
from Job Centre Plus. This must state that the allowance is income-based.)

Please note that all Income Based state benefits carry a maximum
household income threshold. There are some exclusions that apply
including Self Financing courses and ASL one day courses.

For students on one of the following courses:
e First Full Level 2 or Level 3 ‘jumpers’

e First Full Level 3 (19 — under 25 only)

e Skills for Life — Literacy and Numeracy

all enquiries regarding course charges should be directed to: Admissions Office,
Northbrook College Sussex, Littlehampton Road, Worthing, BN12 6NU.
Telephone: 0845 155 60 60
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Payment of Course Charges by Sponsor

If employed (including self-employed) and your employer is paying part or all of
your course fees, please provide the College with written confirmation either by
completion of a College Sponsorship Form or on company letterhead paper,
otherwise the full fees will be charged to you.

Further information can be obtained from Payment Liaison Office on 01903
606191.

Overseas Students

Students from outside the EU who do not fulfil certain residence and immigration
status requirements will be charged a non-subsidised fee. For full time Further
Education students, the fee is £5,499.00 and for full time Higher Education
students the fee is £6,499.00 for academic year 2009/10. Enrolment forms will
only be processed on receipt of either full payment or an official Direct Debit
instalment plan prior to the commencement of the course. Overseas students
studying on part time courses will be charged a proportion of these fees in
accordance with the number of hours that will be studied on the course. Most
non-EU students need to be studying full time in order to obtain a student visa.

Payment Responsibilities

The full fee will be payable in respect of withdrawals occurring after two weeks of
course commencement unless exceptional circumstances prevail.

Payment of Course Charges

You will be required to pay a course charge and/or tuition fee each academic
year, the amount of which you will be notified of at the time of enrolment.
Payment is required before the commencement of your course or, if the course
charge is over £80, you may pay a 25% deposit followed by five Direct Debit
instalments to be paid in full before the end of March. Should a student
withdraw, the outstanding balance must be settled immediately.

A 10% discount is available for students who pay in full by the start of the course
(including HE, FE, International and ASL, but excluding Self-Financing and ACL
one day courses). Please note that should it be necessary for the College to
write to students regarding any outstanding payments or required documentation,
we will only issue one First and Final reminder letter. If you receive a reminder
please do not ignore it but ensure you respond immediately to the Payment
Liaison Team.

We are sympathetic to any financial problems you may be encountering and our

Student Financial Support officers will do their best to work with you to find a
suitable solution.
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You should be aware that ignoring College requests and offers of support will
result in one or more of the following courses of action:

e Exclusion from class attendance

e Exclusion at College awards events

e Referral to external Debt Collection Agency/Small Claims Court

For help in the first instance, please contact the Payment Liaison Office on the
following number: 01903 606191

Other Charges

All students are expected to purchase their own books, equipment and sundry
materials. Any costs arising from a work experience placement, for example
additional travel or accommodation costs, must also be met by the student.

A standard charge of £25 will be payable if you do not sit examinations for which
you have registered.

Details of external professional registration charges are available from:
Examinations Office, Northbrook College Sussex, Broadwater Road, Worthing,
BN14 8HJ Tel: 01903 606476

Refunds

Full refunds will normally only be available as a result of course closure/
cancellation by the College. In exceptional circumstances, such as unexpected
medical conditions/emergencies, provided there is supporting written evidence, a
Standard Cancellation charge of £30 will be considered by the Financial
Controller, together with a pro-rata reduction in fees related to the period
attended. All such refund applications must be in writing and sent directly to the
Payment Liaison Office at West Durrington. Refund requests resulting from
complaints should be referred in the first instance to the Director of Finance &
Administration at West Durrington campus.

STUDENT FINANCIAL SUPPORT

Learner Support Funds

Student Financial Support can be contacted on 01903 606014 or at
sfs@nbcol.ac.uk. The office is based at the West Durrington campus in Room
107, just round the corner from Admissions. The office is open 9 am — 5 pm
Monday to Thursday and from 9 am — 4.30 pm on Fridays.

Further Education Students — aged 16-18

Education Maintenance Allowance (EMA)

Students aged between 16 and 18 may be eligible to apply for a weekly grant of
up to £30 per week. This is a means-tested grant which is paid based on
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attendance. Full details on how to apply can be found at www.ema.direct.gov.uk
or by calling 0800 121 8989.

16-18 Access Fund

Students in receipt of £20 or £30 per week EMA or who have exceptional
circumstances are also able to apply for the Access Fund through the College.
This is a grant towards your compulsory course-related costs. Allocations can be
made towards equipment directly or in some cases to reimburse students for
equipment they have already purchased. Applications are usually available from
July/August onwards.

Travel Support

In addition to the above schemes, there is also support available towards travel —
a travel grant is available through your Local Education Authority dependent on
income and distance travelled; applications can be requested by contacting them
directly. Students aged up to 19 can also apply for a 3 in 1 bus card, which
entitles you to reduced bus travel — applications can be obtained directly from
Student Financial support from July onwards.

Further Education Students — aged 19 and over

Adult Learning Grant (ALG)

The ALG is available to students over 19 studying for their first full Level 2 or 3
gualification full time. Students can receive up to £30 a week depending on
income and the grant is paid based on attendance. Details of how to apply can
be found at www.direct.gov.uk or by calling 0800 121 8989.

+19 Access Fund and Childcare Support

Students whose household income is below £25,000 are able to apply for the
Access Fund which is a means-tested grant for course-related costs. The
Access Fund can contribute towards your course fee and to compulsory
equipment costs.

Students with children aged under 13 and using registered childcare are able to
apply for assistance with childcare costs incurred whilst they are studying.
Access fund childcare is a contribution towards costs but will not cover the costs
in full. Application forms are usually available from June/July onwards.

Higher Education Students

Student Loan Company Support

Students studying on Higher Education courses full time are able to apply for a
package of support through Student Finance England. Students are able to
apply for two loans — one for their tuition fee (up to £3,000 or £3,075 depending
on when you began studying) and another for their living costs. Dependent on
income, students may also qualify for a maintenance grant or a special support
grant. Full details can be found at www.direct.gov.uk/studentfinance or by calling
0845 300 5090.
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Payment of Higher Education Student Loan & Grant

All Maintenance Loan and Grant payments will be paid directly to your bank
account. You will need to provide a copy of your Payment Schedule Letter on or
after your first day, to enrol and to attend lessons before your loan can be
released. Tuition Fee Loans are paid directly to the College on your behalf.

Part Time Students (Higher Education)

Part time Higher Education students wishing to apply for assistance with the
tuition fee element of their course and their equipment costs are able to apply to
Student Finance England for assistance (regardless of age). Application forms
will be available from Student Finance England and the Student Financial
Support office from July/August onwards.

College Support
Higher Education students are able to apply for financial support schemes
through the College.

Access to Learning Fund

All Higher Education students are able to apply for the Access to Learning Fund.
This fund is a hardship grant which is based on your income and expenditure
whilst at College. Applications are usually available in the November after you
have started your course.

Top-Up Bursary

Top-up fee students (paying fees of £3,000 or £3,075) have the option of
applying for a top-up bursary. Applications for this bursary are split into four
categories — income assessed (income under £25,000), career change, care
leavers and progression (moving from Further to Higher Education at
Northbrook). Students who fit into one or more of these categories may apply.
Limited bursaries are available and successful students will be paid their bursary
in instalments whilst studying.

Achievement Bursary

All top-up fee students will be eligible for a bursary of £500 on successful
completion of the academic year. Payments are made after end of year results
are received — this is usually in the September following the completion of the
academic year.

Income-related Bursary

New students paying a fee of £3,000 or £3,075 will be eligible for a bursary of
£250 from the College if they are in receipt of the full maintenance grant of
£2,835 from the Student Loan Company. This is a new bursary which began in
2008/09 and it is expected that payments will be made in instalments from
January. For further information, please contact Student Financial Support
direct.
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Information and guidance are available from Student Financial Support on
01903 606014 or by e-mailing sfs@nbcol.ac.uk

Students are also able to seek advice by calling the Direct Gov information line
on 0800 585 505.

Students can also seek help by applying to Family Action. This is an
organisation that holds a database of different charities that are known to offer
assistance to students. Applications can be made online at
www.family-action.org.uk - then click on 'Our Services/Grants/Educational
Grants'.

Disabled Student’s Allowance

Students on full- and on some part-time Higher Education courses who have a
disability (dyslexia) or a medical condition may be entitled to the Disabled
Student’s Allowance (DSA) from their local authority. Last year about 70
Northbrook students were in receipt of the DSA. For further information go to
www.direct.gov.uk or contact our HE support co-ordinator Martin Whinney on
01903 606424 or m.whinney@nbcol.ac.uk

ACCOMMODATION

Before you begin your studies, if you are not locally resident you will need to
make arrangements to find somewhere to live, this will include making decisions
about the type of accommodation that you would prefer and the area you would
like to live in. The Accommodation Office will provide students aged over 18 with
information to help you make this decision and ultimately secure your
accommodation.

Northbrook College has a very limited amount of housing that it manages
directly. We currently manage two properties, comprising a total of 21 rooms.
Priority will, however, be given to those students travelling from outside of the
local area.

The College also works closely with local landlords in the private sector; we have
many properties reserved for the use of our students. Private sector housing
enables you to choose the location and type of housing and potentially your own
flatmates. We find that many students enjoy the independence that this offers.
Rented accommodation in the area is plentiful and of good quality, you may
choose to live in private sector housing in Worthing, Shoreham-by-Sea or any of
the surrounding areas. The price of accommodation will vary depending on the
level of facilities offered by the landlord and you will need a deposit to secure a
room.

We can assist you and provide advice on what is available in the local housing
market. There are two types of private sector housing available to us — houses
or flats for students to share and renting a room with a host family. Both of these
options have different features and your individual demands and needs will
shape your choice.
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The College produces a large database of private sector housing for the purpose
of housing students. Contact details are all listed in this database; you will need
to telephone landlords in the first instance to discuss availability and suitability.
We recommend that you arrange to visit several properties in order to see a
range of accommodation in order to identify which suits your personal demands
and needs best.

You are also free to find your own housing via local letting agents — the details of
many of these are listed in the Yellow Pages or can be obtained from the
Accommodation Office.

We understand that finding the right accommodation is important. The
Accommodation Office is here to provide you with guidance and assistance
throughout your stay. Please contact us and we will be happy to help.

The Accommodation Officer can be contacted by calling 01903 606001 or e-
mailing on accommodation@nbcol.ac.uk

CAREERS INFORMATION

Your first step for support is your personal tutor who will discuss your career
needs and can point you to information held in Admissions or on the student
intranet at Northbrook Online. In addition to this, VT Careers Management (part
of Sussex Connexions, Worthing), offer free, impartial careers advice for 16—-19
year olds. Our in-house Careers Department can offer support from entry to exit.
Telephone our in-house Careers Adviser, Roucksana Yerally on 01903 606063.

In today’s fast moving world, planning is the key to success and Northbrook
College can help young students to plan and get the best start with advice and
information on:

e Career Ideas

e Employment and training opportunities

e Exploring and assessing your skills, interests and abilities
e Job search techniques, including CVs and covering letters
e Labour market information

e Choosing and applying for university

e Personal Statement for UCAS application

e Taking a year off (gap year)

e Nextstep Careers service for adult learners (20+)
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Student Entitlement

The College’s careers policy is based on the entitlements outlined in the national
Charters for Further Education and Higher Education, guaranteeing students
impartial advice about the choices available to them on opportunities for further
study and on jobs and careers.

Choice of Course

Impartial information and advice on courses and training programmes, and on
appropriate progression routes to chosen careers is available from the Careers
Department located in Admissions or from your personal tutor.

Scope for Further Study

= Advice on choosing courses at universities or other institutions — available
from course tutors, Admissions and/or Careers Department

e Up-to-date prospectuses available for study — available in College libraries
and Careers library

e Assistance with UCAS and other applications and with the Clearing House
system — available from course tutors, Admissions, Careers Department
and/or VT Careers Management (Connexions)

Jobs and Careers

e Careers information and reference material available for study — available
from VT Careers Management and College libraries

e Advice on suitable jobs, careers and training opportunities, whether or not in
the field of the student’s specialist study — available from course tutors,
personal tutors, Careers Department and VT Careers Management
(Connexions)

e Assistance with finding employment — available from VT Careers
Management

e Assistance with preparation of CVs, job applications and interview techniques
— available from course tutors, personal tutors, Careers Department and VT
Careers Management (Connexions)

We regret that the service offered by VT Careers Management is not available to
Higher Education students or students over 19.

For information and services for Higher Education students and students aged

over 19, please contact Nextstep, your tutor or the Careers Department on 01903
606063, Room 110a at West Durrington.

22



Exams

If you think you may be eligible for special arrangements, please speak to your
personal or support tutor or contact the Exams Office (01903 606476) at the start
of your course. The College is keen to ensure you get the help to which you are
entitled.

Students sitting examinations with the following exam boards will be provided
with a timetable of dates and times of examinations:

e Edexcel (excluding Key Skills)
< AQA

e Trinity

e City and Guilds (Dated Exams)

All other students will be advised of the appropriate dates and times by their
class tutor.

Should duplication of dates/times occur, the student should advise the Exams
Office in writing in good time so that appropriate arrangements might be made,
within the regulations.

Regulations for examinations are displayed on the examination notice board and
in examination rooms, but students are reminded that they will be asked for
photographic proof of identity (for instance passport/student enrolment card) and
may not take mobile phones, MP3 players, pagers and other products with text
facilities into an examination. Nor may they take in any food or drink unless
allowed by the invigilator. If in doubt please ask the invigilator.

The Exams Office can be found on the Broadwater campus, Room Al4
Telephone: 01903 606475 or 606476 or 606454.

Results

Students are requested not to telephone the College asking for examination
results as these will not be given by telephone, unless there is a disruption to
postal services. A Level and GCSE results will be posted first class on the day
they are received.

COUNSELLING AND WELFARE UNIT
If you have problems of any kind while at College, do talk to your tutor. He or
she may suggest you come and see a counsellor. You can, if you wish,

approach the Counselling and Welfare Unit direct. Phone 01903 606440 for an
appointment or email counselling@nbcol.ac.uk
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Students living away from home are strongly advised to register with a doctor
and dentist at the beginning of their course. The Primary Care Trust can provide
details of doctors (01903 756800) and the NHS Dental Helpline (0300 1000 899)
can provide details of dentists who take temporary patients.

Welfare
We give help and information on:

m Money Matters m Health Matters m Legal Matters

Personal Counselling

This is an opportunity to talk to a counsellor in private, and in confidence, about
anything that is bothering you. The counsellor will listen to you without judging
you in any way. He or she will help you to clarify your thoughts and feelings and
will help you to look at ways in which you may be able to help yourself. Some
students come for one or two counselling sessions. Others find a number of
weekly sessions useful.

Some of the personal issues we deal with:

m Loneliness m Stress m Alcohol/Drug abuse m HIV/Aids m Depression

m |dentity problems m Sexuality m Culture shock m Anxiety/panic attacks

m Rape/sexual assault m Relationship problems m Sexual abuse

m Lack of confidence/self worth m Family difficulties m Pregnancy m Harassment
m Aggression m Phobias/obsessions m Eating disorders

Our service is confidential, subject to the requirements of the law.

A copy of the BACP Ethical Framework for Good Practice in Counselling and
Psychotherapy can be found in the College libraries. We welcome all students
regardless of gender, race, ability, age, religion, marital status or sexuality. To
make an appointment to see a counsellor please contact our receptionist, Elaine
Strong, on 01903 606440 Monday-Thursday 9 am-2.30 pm, Friday 9 am-2 pm or
email counselling@nbcol.ac.uk

Counselling takes place each weekday at Broadwater in Room H13 and by
arrangement at West Durrington and Shoreham Airport Campuses.

PASTORAL AND LEARNING MENTORS
The Pastoral and Learning Mentors can offer you confidential support with any
issue that affects your ability to attend and succeed on your course. We will

listen and, where appropriate, suggest agencies that may be able to help you.
(Contact details are on the next page)
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Broadwater Campus West Durrington Shoreham Airport

and Littlehampton Campus Campus and Kingston

Skillzone Buci

Alison Walker Mandy Fenton Angela Thomsett

Room Al Room 101D Room A19

Broadwater Campus West Durrington Campus  Shoreham Airport
Campus

Phone: 01903 606488 Phone: 01903 606041 Phone 01273 234397
Mobile: 07834 651465 Mobile: 07515 329089 Mobile: 07834 651466
Email: Email: Email:
a.walker@nbcol.ac.uk m.fenton@nbcol.ac.uk a.thomsett@nbcol.ac.uk
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Child Protection and Safeguarding

We at Northbrook believe that everyone deserves the opportunity to achieve their
potential and to be protected from abuse, neglect and exploitation from anyone.
If you have a problem there are a number of ways you can get help through your
personal tutor, the Pastoral Learning Mentors, Counselling and Welfare or the
Child Protection/Safeguarding team. If you believe another student may be
being abused you can also raise your concern with the Team or confidentially
with your personal tutor.

You can contact the team on the following numbers:

Sue Pratt Broadwater 01903 606184 | Child Protection and
Safeguarding Officer

Karen Hughes West Durrington | 01903 606192 : :

Linda Deverell | Shoreham 01273 604382 | crio Prowection and

Sally Smith Broadwater 01903 606076 g g

Catherine Sezen | Broadwater 09303 606330 | Manager responsible for 14-
16 year olds and school
pupils attending College

Bullying

Here at Northbrook College we consider bullying a serious offence and will not
tolerate physical, cyber, emotional, verbal or any other direct or indirect bullying.
If students are identified as bullying, the College will use the Student Disciplinary
Procedure and Code of Conduct Policy which may result in them being
withdrawn from the College and potentially being barred for between 1 and 5
years, depending on the severity of the incident.
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If you witness any form of bullying or are subject to bullying you must speak in
the first instance to your personal tutor, a Pastoral Learning Mentor, the
Counselling and Welfare Unit or a member of your departmental management
team. Remember it is your duty to report any signs of bullying so the College
can act appropriately and deal with it.

COLLEGE RULES & PROCEDURES

For definitive rules and procedures regarding a course validated by an
external body, please refer to the relevant organisation’s student
handbook. (Students doing a Degree validated by the University of
Brighton will be given one as part of their course.)

IF THINGS GO WRONG

Feel free to question, comment and, if necessary, complain if you think things are
not right. Do so pleasantly and politely, but make sure you get an answer. Not
all problems have a solution but members of staff can at least explain why things
are as they are.

Your first point of contact would normally be your personal tutor or course leader,
but if there are other members of staff you want to talk to, feel free to do so.

If you are unhappy about the content of an external examination or the conduct
of an examination, please contact the Exams Office with the relevant details as
soon as possible after the event so that the matter can be investigated on your
behalf.

The formal Student Grievance Procedure, which you can find later in this Guide,
explains how complaints can be dealt with through all levels of the College
management, but it is to be hoped that the great majority of issues can be
resolved informally. Complaints could relate to any aspect of your experience at
Northbrook: facilities, arrangements or the behaviour of staff or other students.

STUDENT CHARTER

The College seeks to provide a caring and effective learning environment for all
students and strives for continuous improvement in the quality of its services.
This Charter is designed to help students understand what they should expect
from the College and what the College expects from them.

What students can expect from Northbrook:
e Courteous, competent and responsive customer care from enquiry through to
enrolment

e Clear information about the support available to students, including learning
support and financial assistance

e A clear statement of all costs related to the course
» A systematic induction to the College
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e Recognition of relevant previous experience and learning

e Suitably qualified and experienced tutors and support staff

e A wide range of learning experiences, including access to appropriate
facilities and equipment

e Encouragement to take responsibility for their own learning

e A healthy and safe working environment

e Advice, guidance and support through personal tutors and access to
counselling and welfare services

e An agreed programme of study based on a personal timetable

e Regular assessment and review and the opportunity for academic appeals

e Opportunities for the recording of achievement

e Equality of opportunity in all dealings with the College

e Opportunity to comment on the programme of studies and College facilities, if
necessary through the complaints procedure

Northbrook College expects its students to:

e Pay all charges by the due date

e Accept responsibility for their own learning

e Attend regularly and punctually all required activities and to account for any
absences (the Absence Line — Free phone 0800 013 0266 — is available
between 8 am and 10 am)

e Complete all work required to a satisfactory standard and to submit work
which is original (not plagiarised)

e Review their own progress with their personal tutors and other relevant staff

e Read, accept and comply with College rules and regulations and maintain
good standards of behaviour

e Maintain healthy and safe working practices

e Adhere to the College Equality & Diversity policy

e Assist the College in maintaining a safe and secure environment, for example
by identifying themselves when requested

e Accept any reasonable action taken by the College as a result of non-
fulfilment of these requirements

COLLEGE RULES

The College has a small number of rules to ensure that each member of the
College has regard for others. Details are published around the College but, in
summary, the rules are:

Smoking

The Government has introduced regulations which ban smoking in enclosed
spaces, in vehicles when used for College business and in other situations.
Smoking is not permitted in any College building or vehicle, or within close
proximity to any building. The College has identified specified areas on each site
where smoking is allowed and, if you have to smoke at College, these are the
only places where you will be allowed to do so. Please co-operate with these
arrangements.
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Anyone who refuses to comply with the College’s rules will be subject to College
disciplinary procedures and may also be subject to a fine if they are breaking the
law. Please note that the College could itself be fined if it does not ensure that
staff, students and visitors uphold the law restricting smoking.

Safety & Security

In order to increase the safety and security of people in educational
establishments, the Government has recently introduced new regulations which
permit schools and colleges to carry out searches of students in certain
circumstances and subject to certain guidelines. Please note that Northbrook
College reserves the right to do so should the circumstances warrant this.
Similarly, educational institutions have the right in certain circumstances to apply
reasonable physical restraint to students. Whilst we would not wish to be in a
position to have to restrain students, the College must reserve the right to do so.

Other Rules

1. Students must comply with rules concerning enrolment, course charges,
attendance, course regulations and examinations. It is the responsibility of
the student to ensure that he/she is entered for the appropriate
examinations. The College adheres to the Joint Council for General
Qualifications’ Policy on Malpractice and their sanctions. This includes
using software to check for plagiarism.

2. All students must comply with the College and departmental safety rules.
These will be made known through course tutors and College departments.
Students are required to wear any protective clothing specified for practical
and laboratory classes and must not enter workshops, laboratories, kitchens
and other specialist rooms and classrooms unless a properly qualified
member of staff is present, nor must they use any equipment without
permission.

3. Students must obey specific College regulations as displayed in the various
workshops, libraries, drop-in centres and other areas of Northbrook.

4. Students must behave in an orderly and considerate manner on College
premises. Students will be charged for any damage to College premises or
equipment including breakages in the cafeterias. Students must comply
with all reasonable instructions and requests made by any member of staff
or a security officer. If requested to cease a particular activity, they must do
so immediately and not recommence that activity without specific
permission from a member of staff.

5. Students bringing offensive weapons on to College premises, or firearms or
imitation firearms of any description, will be liable to be dismissed from their
course and excluded from the College immediately. The police may also be
involved, depending on the circumstances.

6. Football and other games should only be played in designated areas.
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10.

11.

12.

Accidents must be brought to the notice of the class lecturer or personal
tutor on the day they occur.

Students are not permitted to bring alcoholic drinks on to the College
campuses or to be under the influence of alcohol. If they do they can
expect to be sent home and other disciplinary action to be taken.

Portable radios and other audio equipment may not be used on the
premises. Mobile phones, etc may not be used in teaching areas without
the express permission of staff and anyone found using one during an
examination or other assessment may be barred from the examination. For
health and safety reasons, portable electrical equipment must not be used
on College premises without PAT testing which can be arranged as
required. The taking of photos, the making of films or the recording of
conversations of any person anywhere on College premises using mobile
phones or any other device or equipment is not allowed without the express
permission of an authorised member of staff and of the individual being
filmed/recorded.

Students are allowed to park in designated areas on some sites of the
College. Motorcycles and bicycles must be parked in the compounds
provided. Under no circumstances may vehicles be parked in
access/service roads, driveways or reserved bays. Wheel clamps may be
used and a fee charged to release the offending vehicle. Bicycles parked
outside the compound may also be removed.

Students are wholly responsible for the security of their property whilst on
College premises and the College accepts no responsibility for student
property lost or damaged on the premises, no matter how these may occur.
Also, the College will accept no liability whatsoever for losses from, or
damage to, student cars, motorcycles or bicycles, whilst they are on the
College premises, no matter how these may occur.

Note: The College insurance does not include cover for any claims
arising out of any loss or damage to student property, including cars,
motorcycles or bicycles.

Children and pets on College premises: children who are not enrolled on
College courses are allowed on College premises in the same way as other
visitors — with the proviso that young children remain in the company of their
parent/guardian and are not permitted to behave in a disruptive manner.
Visitors should be aware that baby changing facilities are not available on all
College sites. Children are not permitted in College workshops at any time
or in rooms where teaching is taking place. This ruling does not apply to
children on enrolled courses or in the event of public open days or public
exhibitions. Animals may not be brought on site, with the exception of
guide/hearing dogs for the blind/deaf.
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13.

14.

15.

16.

17.

Students are not permitted to invite non-students (including ex-students) on
to College premises unless for a legitimate purpose connected with College
business e.g. College Open Days/Evenings or to make a genuine enquiry
concerning details of a course or training programme.

Punctual and regular attendance is required of all students — students who
attend regularly are more likely to succeed and achieve higher grades.
Students whose attendance falls below 85% may be withdrawn from
assessment. Full time students’ absences must be reported to the relevant
departmental office and a doctor’s certificate may be required for absences
exceeding five days.

No student may undertake private commissions or conduct private business
in College time or using College equipment and materials without the
permission of the Head of Department.

The College waives its rights in the intellectual property of any artwork,
design, patent invention or music work executed by a student during his/her
course of study. In return for this concession, the College reserves the right
to require any such work to be used for exhibition by the College for a
period of up to 12 months from the end of his/her course. It is also expected
that students will comply with any reasonable request for the use of their
skills/expertise or work by the College for promotional purposes, during their
course of study, in particular where this forms part of assessed course work.
The College also retains the right to use or reproduce students’ work for a
period of two years after completion of their course for promotional or
publicity purposes at no cost to the College, in which case it undertakes to
acknowledge or attribute to the student whose original work has been used,
provided this can be ascertained.

The College is committed to the provision of equal opportunities and the
promotion of good relations between all staff and students, without
distinction based on differences of gender, sexual orientation, ethnic
background, religious belief, social class, age or disability. Behaviour in
breach of this policy is a breach of College rules.

Note: Students engaging in criminal activities of any kind on College
premises will be subject to serious disciplinary action — see
Disciplinary Procedures and Collaboration with the Police.

STUDENT DISCIPLINARY PROCEDURE AND CODE OF CONDUCT

At Northbrook College, we are committed to providing a learning environment in
which you can give of your best and participate freely in College activities.
Ideally, we want all students to be able to enjoy the company of other students
respecting and being respected by staff. Unfortunately, from time to time, some
students’ actions or performance are unacceptable. This Procedure and Code of
Conduct sets out how we will deal with problems. Please note that the stage of
the Procedure will depend on the nature of the problem.
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If you witness unacceptable behaviour from others you must report this to your
personal tutor to ensure your or other people’s learning is not harmed.

Informal Stage
Where possible, or in the first instant when appropriate, unacceptable behaviour
is dealt with informally. Issued by any member of staff.

Formal Stage 1
Formal warning kept on personal file and action plan produced and monitored.
Issued by personal tutor.

Formal Stage 2

Formal warning kept on personal file and Behavioural Contract signed by
personal tutor and student (parent/guardian for those under 18). Issued by Head
of Department.

Formal Stage 3

Final written warning/permanent exclusion. Either final written warning and
Behavioural Contract to be signed and agreed by personal tutor, student
(parent/guardian for those under 18) and issued by appropriate Curriculum
Director or permanent exclusion for a minimum period of one year and maximum
of five years, to be issued by appropriate Curriculum Director.

Appeals
Formal Stage 1 — no appeal

Formal Stage 2 — appeal must be in writing to Curriculum Director within five
working days

Formal Stage 3 — appeal to Vice Principal Curriculum & Quality/Vice Principal
Finance & Resources

See full Student Disciplinary Procedure and Code of Conduct. Please ensure
your personal tutor has given you a copy and both parties have signed.

Possession/Use of lllegal Substances

The College has a policy of zero tolerance in respect of the possession/use of
illegal substances on College premises. For the avoidance of doubt, this
includes cannabis. However, when dealing with breaches of this policy, the
College will follow the principle of proportionality when deciding what sanction to
impose in any given case. In the most serious cases, including allegations of
dealing in illegal substances, the Principal will inform the police.

Collaboration with the Police

While the College’s disciplinary procedures are wholly separate from civil or
criminal legal proceedings, the College will assist the police in bringing criminal
prosecutions when the gravity of the offence is deemed by the Principal to
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warrant such assistance. The College will co-operate with police requests for
information, subject to the provisions of the Data Protection Act 1998.

Human Rights

The College will have regard to its obligations under the Human Rights Act and
will follow the principle of proportionality when deciding which sanction to impose
in any given case.

STUDENT COMPLAINTS PROCEDURE

The purpose of this procedure is to set out the means by which a student can
seek to have a complaint discussed and resolved.

A complaint should, in the first instance, be directed to the personal tutor and
every effort should be made to resolve the issue at a local level.

If a complaint is unable to be resolved locally, the student must put in writing the
complaint and send to his/her Head of Department. The Head of Department will
investigate the complaint and determine whether there are legitimate grounds for
the complaint. The Head of Department will decide what action should be taken
which must include written notification to the student.

The student will have the right at all stages of the procedure to be accompanied
by a friend or other representative from the student body. Other parties will also
have the right to be accompanied by a friend or representative.

If the student feels that the procedures have not been followed correctly, or
further evidence has materialised, then the student should appeal in writing to the
relevant senior manager, within five working days.

If you are studying for a University of Brighton award, please refer to your Course
Handbook for more information.

ACADEMIC APPEALS

All students have the right to discuss marks and grades with the staff responsible
for their assessment. The fact that a student feels a mark or grade is unfair is not
in itself grounds for an appeal. However, if the student can show that his/her
performance was adversely affected by illness or other factors that they were
unable to divulge at the time, or if they feel that the assessment/examination
procedure was not carried out correctly, they have the right to ask for the
decision to be reviewed. The initial request should be made in writing, within five
working days of receipt of your assessment results, to the course leader who will
inform a senior manager. The decision as to whether the grounds for appeal are
sufficient, and the manner in which the mark or grade is to be reviewed, will be
made by a senior manager. In the case of Higher Education students, the
procedure will involve the Chair of the Examination Board.
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Where a student wishes a paper to be re-marked by an external examining body,
the procedures of that body will apply and the student will be liable for any
charges made. In the case of Higher Education students they should also refer
to the General Examination & Assessments Regulations for Higher Education
(GEAR) found at www.northbrook-online.ac.uk

PLAGIARISM

Plagiarism is the deliberate attempt to seek unfair advantage by passing off work,
ideas, words or concepts produced by someone else as your own. The College
views plagiarism as a very serious example of academic misconduct, and it may
result in the failure of your course. Plagiarism may be unintentional and your
previous educational experience may not have provided clear guidelines on how
to cite source material. However, as your course progresses, you will be given
clear advice on this. Further information can be obtained from course tutors or at
www.northbrook-online.ac.uk

HEALTH AND SAFETY

Northbrook College has a legal obligation under the Health and Safety at Work
Act 1974, and other supporting legislation, to provide a safe and healthy
environment in which to learn and work for students, employees and visitors.
The College’s Health and Safety Policy outlines the responsibilities and
arrangements for Health and Safety within the College.

This is your College and we want to ensure that you learn in a safe and healthy
environment, for this we rely on you and everyone who works or studies here to
play their part to ensure that the College continues to be a safe place, so please
remember and adhere to the following:

- Itis dangerous to interfere with or damage any equipment provided in the
interests of safety eqg first aid Kits, fire alarms or extinguishers. Not only is it a
serious disciplinary offence but the equipment may not be there when you
need it.

- If you have any concerns regarding health and safety equipment or working
practices, then please speak to a member of staff as soon as possible.

« You should dress appropriately for the activities you will be involved in during
classes, especially if you are working in one of the many different workshops.
You should think about loose clothing, long hair and suitable footwear.

- Personal property such as mains voltage electrical tools and specialist
equipment must not be brought into the College unless permission has been
obtained from the tutor or technician for the area where the equipment is
intended to be used.

- As well as looking after yourself, you must not do anything which may cause
injury to someone else, ie indulging in horseplay, misusing equipment.
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You are expected to report all accidents, incidents, including near misses and
other situations considered to be a health and safety matter to your tutor or a
responsible person within the College.

Workshops or studios may house machinery and hazardous substances.

You must not attempt to operate the machinery or use substances until you
have received instruction on the safe methods and demonstrated competence
to your tutor or the technical staff for the area.

Road Safety

The public roads around the sites are not under the control of the College and
you should exercise care and consideration.

Please observe the Highway Code whether you are walking or driving.

A 10 mph speed restriction operates within the College premises.

If you require first aid whilst on campus

If you are in class please advise your tutor who will contact the Departmental
First Aider or the on-call duty First Aider

If you are not in class please contact Reception by dialling O or, if you are
phoning from a mobile phone, the relevant emergency number listed on
page 34. They will take some details and contact the on-call duty First Aider

If you have an accident on campus

Report it immediately to your tutor or a member of college staff. They will
contact the Departmental or on-call duty First Aider who will assess any
injuries and take the necessary action. At an appropriate time the member of
staff and/or First Aider will ask you to provide details so that an
Accident/Incident form can be completed and passed to the Health and
Safety Team.

If you are alone, dial O on an internal phone or, if using your mobile phone,
the relevant emergency number listed on page 34.

If you discover a fire whilst you are in a building

Leave the building without putting yourself at risk and make sure that doors
and windows to the room where the fire is discovered are closed.
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On the way out, break the glass of a fire alarm call point. These are red,
glass fronted boxes mainly found at the final exit doors to buildings. In larger
buildings these can also be located in stairwell enclosures.

The fire alarm will sound and the fire brigade will be contacted via reception.

Make your way to the building’s assembly point and await instructions from
the site manager. Fire evacuation routes and assembly points are indicated
on notices displayed in corridors, classrooms and other prominent places.

DO NOT use a mobile phone to summon the emergency services because
this can cause confusion. Any relevant information that will assist the
emergency services must be reported to any member of staff.

Important: only tackle the fire with an extinguisher if you are trained and it is
safe to do so.

DO NOT PUT YOURSELF AT RISK

If you have a hearing impairment you can collect a pager from Reception at
the beginning of your college day which will alert you if the fire alarm goes
off. It must be returned to Reception at the end of your college day

If you hear the fire alarm

The fire alarm is a continuous sounding of sirens.

Close doors and windows to the room you are in without putting yourself at
risk.

Leave the building by the nearest fire exit and make your way to the nearest
assembly point. Fire evacuation routes and assembly points are indicated on
notices displayed in corridors, classrooms and other prominent places.

Important:

Do not stop to collect personal belongings.
Do not use the lift — it could stop without warning.

Do not re-enter the building until the Fire Brigade or site manager have
declared it safe to do so.

If you have mobility problems or are in any way unable to use the stairs, a
Personal Emergency Evacuation Plan will be made for you.

Suspicious objects or suspicious behaviour
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Dial 0 or the relevant emergency number listed below or speak to reception.
DO NOT TOUCH THE SUSPICIOUS OBJECT OR APPROACH ANYONE
BEHAVING IN A SUSPICIOUS MANNER.

Smoking

The College has designated external smoking areas; smoking is not permitted
in or near any College building.

IF YOU NEED ADVICE OR INFORMATION ON ANY ASPECT OF GENERAL
SAFETY, FIRE PREVENTION OR PERSONAL SAFETY, PLEASE CONTACT
EITHER THE COLLEGE HEALTH AND SAFETY OFFICER OR ESTATES
DEPARTMENT VIA CAMPUS RECEPTION.

EMERGENCY NUMBERS:

Shoreham Campus: 01273 234350
Broadwater Campus 01903 606456
West Durrington Campus: 01903 607204
Liverpool Gardens: 01903 606114

EQUAL OPPORTUNITIES AT NORTHBROOK
EQUALITY & DIVERSITY AT NORTHBROOK

The College welcomes a very diverse community which includes people with
physical, mental and emotional disabilities and learning difficulties, those of
particular religions, beliefs or philosophical beliefs or sexual orientation, including
transgender persons, and people from countries across the world with different
ethnic and cultural backgrounds, speaking many languages. We also welcome
people of all ages and have a special duty of care for children and young people
under the age of 18 years and vulnerable adults.

We are committed to equality of opportunity for students and staff and the
elimination of all forms of discriminatory or oppressive behaviour between
individuals or groups. All students and staff are expected to show forethought in
ensuring full respect for each other’s personal dignity. Bullying, harassment,
abuse or discrimination against any individual or group will not be tolerated.

The College’s Equality & Diversity Committee meets at intervals throughout the
year to monitor student and staff rights & responsibilities.

Equality & Diversity policies, including those for the Race, Gender and Disability
Public Duties are available in the College libraries.

CONFIDENTIALITY

Northbrook will respect your right to confidentiality. However, if in the process of
your dealings with the College, either before you enrol or after you have started
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your course, you say something that leads a member of College staff to believe
you or someone else may be at risk of harm, or there is any other pertinent
information relating to your studies at the College, then we have a legal
obligation to share this information with others.

Unless we believe that it would be detrimental to your health or inappropriate in
the particular circumstances, we will seek your consent to sharing this
information. If we need to take such action we will endeavour to advise you
beforehand. The College has a Confidentiality Statement, available at
www.northbrook-online.ac.uk

Student Guide — Learning Difficulties and Disabilities

The College is a diverse community and you will often meet or see people with a
range of disabilities or impairments. These could be visible or hidden. Everyone
in the College is entitled to be treated with respect for their personal dignity. You
may have to listen carefully to what they say, watch their body language, be
helpful and supportive when appropriate. Please report any harassment or
bullying incidents to staff. It is especially important that the confidence of
students with learning difficulties and disabilities is not undermined by offensive
behaviour towards them.

Here is a short list of learning difficulties and disabilities:

Dyslexia — a gift of lateral or innovative thinking coupled with memory, reading or
perception problems. Students with dyslexia may benefit from reading text on
any paper other than white — blue and green being the best backgrounds.

Others benefit from learning life-time memory or reading strategies.

Dyscalculia — an impairment which makes it more difficult to understand
relationships between numbers and figures — sometimes coupled with dyslexia.

Dyspraxia — inappropriate firing of nerve impulses making it difficult for a person
to properly co-ordinate their body movements. People may be unable to catch
things or find they frequently drop things or trip over.

Autism — a condition which is wide ranging in its effects. Very often people are
inward-looking, isolated, find it difficult to learn or understand human social
interaction. A special case of autism is Asperger’s Syndrome, where a person
may have satisfactory or above average intelligence, but display this through
narrow fields — collecting many facts — having problems with metaphors in
language — showing challenging behaviour if asked to do something new. Some
people with Asperger’'s Syndrome are especially sensitive to invasion of their
personal space.

Attention Deficit — students may find it almost impossible to concentrate when
observed day-by-day over a six month period. This inability may be linked to
rapid moving and excitable behaviour. The condition is thought to be caused by
the way the neuron pathways in the parietal lobes of the brain have been formed
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prior to birth — students may become overwhelmed with too much information in
brightly lit, busy and colourful environments. They may feel much calmer in dimly
lit rooms with neutral tones and with one or two people present.

Obsessional Compulsive Disorder — a tendency to carry out unnecessary
actions repeatedly — for example, hand washing, moving objects on desks back
and forth precise distances, forming ritual habits of extreme complexity. Very
often, when people with this disorder realise they have been acting in an
unnecessary way, they become deeply depressed and need further long term
support.

Mental Impairments — there are many conditions in which the thinking
processes of the mind can become confused. People with these impairments
need all our help and understanding — especially in helping them to maintain their
personal dignity.

OTHER INFORMATION

Northbrook College Sussex has two campuses in Worthing — West Durrington
and Broadwater — and one in Shoreham at Shoreham Airport. Also a satellite
centre for Hair & Beauty at Kingston Buci as well as Littlehampton Skillzone for
Hair, Beauty & Construction.

West Durrington Campus

Littlehampton Road, Worthing, West Sussex, BN12 6NU

0845 155 60 60

Theatre Arts, Media Arts, Fine Art, Design Studies, (including 3D, Interior,
Fashion and Textiles), Business Studies, Computing, TESOL, Hospitality and
Catering, Management and Professional Studies, Accountancy, Travel and
Tourism, Personnel, Marketing, Law, Teaching

Broadwater Campus

Broadwater Road, Worthing, West Sussex, BN14 8HJ

0845 155 60 60

Carpentry and Joinery, Bricklaying, Electrical Installation, Construction,
Engineering and Electronics, Childcare, Health, Hairdressing, Beauty, Floristry,
Holistic Therapy, ESOL, Pre-Vocational Training, Skills for Life, Music, part time
GCSEs and A levels, Access to Higher Education, Counselling

Shoreham Campus

Shoreham Airport, Shoreham by Sea, West Sussex, BN43 5FJ

0845 155 60 60

Aeronautical and Automobile Engineering, Engineering and Electronics, Skills for
Life
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TRAVEL

Worthing

By Rail: Trains run several times each hour from London Victoria station in the
direction of the south coast and every 20 minutes east and west along the
coastal line which runs through Worthing. All trains from London stop at the
larger stations such as Gatwick Airport, Shoreham by Sea and Worthing. Smaller
stations, such as Goring by Sea are stopped at less often and you may need to
change trains. Taxis are available from most of the larger stations.

By Road: Worthing can be reached using the A24 from the north or the A27 or
A259 from both the east and west.

Shoreham

By Rail: As Worthing, but stopping at Shoreham by Sea.

By Road: Shoreham can be reached by the A27 or A259, and the Airport itself
from either the A259 (southern entrance at the Shoreham Beach roundabout) or
at the junction by the River Adur on the A27.

'y
o
WORTHING
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Buses

Local bus services cover most of the Worthing area. For details contact:
Stagecoach Coastline Buses, Worthing - Telephone: 01903 237661
(Agents for National Express)

Planes
Gatwick Airport - Flight Enquiries: 0870 000 2468
Heathrow Airport - Enquiries: 0844 335 1801

Student Travel Discounts

Southern Rail and the various bus services have their own student discount
schemes and you should enquire directly for specific details. Reduced price air
and international travel is possible by purchasing an International Student Identity
Card from the Student Union.

Bicycles
If you intend to park a bicycle at College you must ensure that it is insured
against theft. The police will be happy to advise you about security.

Student Travel Assistance

Assistance with travel costs to and from College for 16-18 year olds may be
available from your Local Education Authority. Students are able to apply if their
families receive means-tested benefits or an income under £14,495 per year.
Those who have travel costs of over £550 per year may also be eligible for
support, regardless of income, dependent on their area.

You must apply direct to the Local Education Authority located within your
permanent address area and not the authority in which the College is based.

Full time students aged between 16 and 19 are able to apply for a bus discount
card which will allow half price travel. Application forms are held in Student
Financial Support and you can visit www.yourspacesussex.co.uk for more
details.

All students are able to apply for a Sussex Student Card which allows a 34%
discount on rail fares even before 10.00 am when tickets are ordered online.
Application forms for this card are also held in Student Financial Support.
Information will be displayed in College Reception areas when available. For
further help, contact Student Financial Support on 01903 606014.

ACCREDITATION OF PRIOR LEARNING

You could be entitled to credit for the skills and qualifications you have already
obtained through previous life and learning experiences. This is known as
Accreditation of Prior Learning or APL. On some programmes, APL is a required
part of the process leading to completion of the qualification. Your course tutors
will advise you whether APL can apply in progressing you on your learning or
training programme. Individual courses will have specific regulations for APL.
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INSURANCE

The role played by insurance cover is of significant importance. Students are
reminded that their personal belongings, including bicycles and any individual
items or portfolios of work undertaken as part of a College project or course,
which are not actually in the possession of, or under the control of, a member of
the College staff, are not generally covered by any insurance held by the
College. ltis up to individual students to make their own insurance
arrangements to cover such losses and cover for personal accidents suffered off
College premises. Students’ attention is also drawn to the fact they must not
bring motor vehicles of any type - including motorcycles - on to College premises
unless they are properly and adequately insured.

Students are also reminded that if they propose to use their vehicles in
connection with any form of College activity, eg to take fellow students to or from
any off site pursuit, they must ensure that their insurance policy provides them
with cover for doing so. Those students who were not categorised as students
when they originally obtained insurance cover are reminded that they should
inform their insurance company of their changed status as this is a material fact
which may affect the validity of the cover.

Students are also informed that the College authorities have the right to request
production of evidence of adequate motor insurance cover for whatever reason
at their discretion and to ban vehicles from entering on to College premises if
those insurance requirements do not appear to be satisfied.

CORPORATE GOVERNING BODY

External Members:
Mr P Bacon

Dr R Bowden
Mrs J Claxton
Ms L Downey
Mrs S McHugh
Mr R Nowak
Mr N Pressley
Ms H Scott

Mr C Sedgwick
Cllr B Turner
Mr R Wort

Staff Members:
Mr N Cullum
Mr T Grant

Student Members:
To be confirmed
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Principal:
Mr D Percival

Clerk to the Corporate Governing Body:
Mr J Millerchip

Copies of the agendas and minutes of meetings are posted on the College
website which is accessible via computer workstations in the main College
libraries and Flexible Learning Resource Centres. A Register of Members'
Interests and Code of Conduct is available for inspection.

Note: Correspondence for the Corporate Governing Body should be sent
to the Clerk at the College.

SENIOR MANAGEMENT TEAM

Principal
David Percival

Vice Principal - Curriculum & Quality
Karimah Butcher

/.

Director of Finance and Administration
Jon Rollings (Campus Manager for West Durrington)

Director of Higher Education and Resources for Learning
To be confirmed

Director of Curriculum and Client Services
Paul Norman (Campus Manager for Broadwater)
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Director of Curriculum and Corporate Communications
Kevin Swain (Campus Manager for Shoreham Airport)

USEFUL ADDRESSES

Addaction - Drug Advice Centre

19 Liverpool Gardens, Worthing, BN11 1RY
Tel: 01903 216883

www.addaction.org.uk

Beating Eating Disorders

103 Prince of Wales Road, Norwich, Norfolk, NR1 1DW
8.30 am - 8.30 pm - Tel: 01603 619090

08456 341414 Adult or 08456 347650 Under 18s
www.b-eat.co.uk

Central Clinic

All aspects of health — Dental, Chiropody, Family Planning
Stoke Abbott Road, Worthing

Tel: 01903 843500

Childline
Tel: 0800 1111
www.childline.org.uk

Citizens Advice Bureau
11 North Street, Worthing
Tel: 08448 487912
www.citizensadvice.org.uk

Counselling Service
Offington: South Farm Road, Worthing
Tel: 01903 212275

Counselling and Welfare Unit — Northbrook College Sussex
Broadwater Road, Worthing
Tel: 01903 606440

Dentists
NHS Dental Helpline
Tel: 0300 1000 899

Disability Advice Centre
6 Hove Manor, Hove Street, Hove
Tel: 01273 203016


http://www.addaction.org.uk/
http://www.childline.org.uk/
http://www.citizensadvice.org.uk/

Doctors
Contact the Primary Care Trust for details of local doctors
Tel: 01903 756800

Durrington Health Centre

Emergency contraception, family planning, pregnancy testing, etc.

Durrington Lane, Worthing
Tel 01903 843800

Family Planning
Stoke Abbott Road, Worthing
Tel: 01903 843502

Gamblers Anonymous
(24 hours/7 days a week) Tel: 0207 384 3040
www.gamblersanonymous.org.uk

Lesbian and Gay Switchboard
PO Box 3476, Brighton

Tel: 01273 204050
www.switchboard.org.uk/brighton/

Rape and Sexual Abuse Helpline
Counselling: 0208 683 3311
Helpline: 0208 683 3300

Samaritans
24 hour listening service: 01903 205555
www.samaritans.org

Sexual Health Information
(24 hours/7 days a week) Helpline: 0800 567 123
www.playingsafely.co.uk

Skill National Bureau for Students with Disabilities
Chapter House, 18-20 Crucifix Lane, London, SE1 3JW
Tel: 0800 328 5050

www.skill.org.uk

Student Loan Company Ltd
Tel: 0845 026 2019
www.slc.co.uk

Sussex Police

Centenary House, Littlehampton Road, Worthing
Tel: 0845 60 70 999

www.sussex.police.uk
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Terence Higgins Trust
Tel: 0845 1221 200
www.tht.org.uk

Warren Brown Unit for Sexually Transmitted Diseases
Tel: 01273 461453

West Sussex Mental Healthline
Tel: 0845 300 2727

Worthing Hospital

Outpatients, accident and emergency
Lyndhurst Road, Worthing

Tel: 01903 205111
www.worthinghospital.nhs.uk

Worthing Information Shop for Young People

4 Colonnade House, Warwick Street, Worthing, BN11 3DH

Tel: 01903 210315

You can also find this Guide at: www.northbrook.ac.uk/studentguide

TERM DATES FOR FURTHER EDUCATION

Autumn Term
Monday 7 September 2009 — Friday 16 December 2009

Half Term Break
Monday 26 October 2009 — Friday 30 October 2009

Spring Term
Monday 4 January 2010 — Friday 2 April 2010

Half Term Break
Monday 15 February 2010 — Friday 19 February 2010

Summer Term
Monday 19 April 2010 — Friday 25 June 2010

Half Term Break
Monday 31 May 2010 — Friday 4th June 2010

TERM DATES FOR HIGHER EDUCATION

Autumn Term
Monday 21 September 2009 — Friday 4 December 2009

Reading Week
Monday 26 October 2009 — Friday 30 October 2009
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Spring Term
Monday 4 January 2010 — Thursday 1 April 2010

Reading Week
Monday 15 February 2010 — Friday 19 February 2010

Summer Term
Monday 19 April 2010 — Friday 18 June 2010

TERM DATES FOR PART TIME LEISURE COURSES (typically)

Autumn Term
Monday 21 September 2009 — Friday 9 December 2009

Half Term Break
Monday 26 October 2009 — Friday 30 October 2009

Spring Term
Monday 11 January 2010 — Friday 26 March 2010

Half Term Break
Monday 15 February 2010 — Friday 19 February 2010

Summer Term
Monday 19 April 2010 — Friday 12 July 2010

Half Term Break
Monday 31 May 2010 — Friday 4 June 2010

STAFF DEVELOPMENT DAYS when no formal teaching will take place:

Monday 19 — Wednesday 21 October 2009
Thursday 17 — Friday 18 December 2009
Tuesday 28 June — Friday 2 July 2010

BANK HOLIDAYS
Friday 2 April 2010
Monday 5 April 2010
Monday 3 May 2010
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