





August ‘09

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday
Sunday
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August/September ‘09

Monday

Tuesday

Wednesday

Thursday
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September '09

Monday

® Induction for second year FE students

Thursday

n Friday

® Induction for first year FE students

Saturday
Sunday
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September '09
Monday

B Term starts

Tuesday

Wednesday

W Freshers’ Fair — ncn Clarendon

Thursday

Friday

Saturday
Sunday
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September '09

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday
Sunday
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September/October '09
Monday

Tuesday

Wednesday

Thursday

 Academic Review morning for Year 1 and 2
students

Friday
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October '09

 New Parents’ Evening

Wednesday
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October '09
Monday

Tuesday

Wednesday

Thursday

Friday

Saturday
Sunday

28 Student handbook & charter 2009-10




October '09

Tuesday

= Open Evening — ncn Basford Hall

Wednesday

= Open Evening — ncn High Pavement Sixth Form
College

Thursday

® Open Evening — ncn Clarendon

Friday

Saturday
Sunday
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October/November '09
Monday

= Half term

Tuesday

® Half term

Wednesday

W Half term

Thursday

® Half term

Friday

m Half term

Saturday
Sunday
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November '09

Monday

Tuesday

= Open Evening — nen City (Adams) including ncn
Lace Market School of Art, Design, Fashion and
Media and ncn Lace Market ‘A’ Level Centre

n Wednesday

= Open Evening — nen Hucknall
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November '09

u Monday

Tuesday

Wednesday

Thursday

Friday
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November '09

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday
Sunday
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November '09

Monday

Tuesday

Wednesday

Thursday

B Open Evening — ncn High Pavement Sixth Form
College

Friday

Saturday
Sunday
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November/December '09

Monday

Tuesday

Wednesday

Thursday

Student handbook & charter 2009-10 35




December '09

Monday

Thursday

¥ Year 1 and 2 Parents’ Evening

Friday

Saturday
Sunday
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December '09

n Monday

M Year 1 and 2 Parents’ Evening

Tuesday

Thursday

n Friday

B End of term for ALL students — 12.30pm finish

Saturday
Sunday
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December '09

Monday

m Student holiday

Tuesday

= Student holiday

Wednesday

m Student holiday

Thursday

= Student holiday

Friday

= Bank holiday

Saturday

Sunday
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December ‘09/January 10

Monday

® Bank holiday

Tuesday

m Student holiday

Wednesday

® Student holiday

Thursday

m Student holiday

_ Friday

® Bank holiday

Saturday
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January 10

n Monday

B ALL students return to College

Thursday

40
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January 10

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday
Sunday
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January 10

Monday

Tuesday

= Open Evening — nen Hucknall

Wednesday

= Open Evening — nen City (Adams) including ncn
Lace Market School of Art, Design, Fashion and
Media and ncn Lace Market ‘A" Level Centre

Thursday

B Open Evening — ncn High Pavement Sixth Form
College

Friday

Saturday

Sunday
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January 10

Monday

Tuesday

Wednesday

B Open Evening — ncn Basford Hall

Thursday

® Open Evening — ncn Clarendon

Friday
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February 10

Monday

Tuesday

Wednesday
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February '10

Wednesday

Thursday

Friday

Saturday
Sunday
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February 10

Monday

= Half term

Tuesday

® Half term

Wednesday

W Half term

Thursday

® Half term

Friday

m Half term

Saturday

Sunday
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February '10

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday
Sunday
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March 10

Monday

Tuesday

Wednesday
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March 10

Wednesday

Thursday

Friday

Saturday
Sunday
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March 10

Monday

Tuesday

= Open Evening — nen High Pavement Sixth Form
College

Wednesday

Thursday

¥ Year 1 and 2 Parents’ Evening

Friday
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March 10

Monday

Tuesday

Wednesday

Thursday

® Higher Education Evening

Friday

M Term ends

Saturday
Sunday
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March/April '10

Monday

m Student holiday

Tuesday

= Student holiday

Wednesday

m Student holiday

Thursday

= Student holiday

Friday

= Bank holiday

Saturday

52
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April "10

ﬂ Monday

® Bank holiday

n Tuesday

m Student holiday

Wednesday

® Student holiday

n Thursday

m Student holiday

n Friday

m Student holiday

Saturday
Sunday
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B Term starts

Tuesday

Wednesday

Thursday

Friday

Saturday
Sunday
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April "10

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday
Sunday
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April/May "10
Monday

Tuesday

= Open Evening — nen City (Adams) including nen
Lace Market School of Art, Design, Fashion and
Media and ncn Lace Market ‘A" Level Centre

Wednesday

= Open Evening — ncn Basford Hall

Thursday

= Open Evening — nen Clarendon

Friday
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May "10

Monday

® Bank holiday

Friday
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May 10
Monday

Tuesday

Wednesday

Thursday

Friday
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May "10

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday
Sunday
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May 10
Monday

Tuesday

Wednesday

Thursday

Friday

Saturday
Sunday
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May/June 10

Monday

® Bank holiday

Tuesday

™ Half term

Wednesday

= Half term

Thursday

™ Half term

n Friday

™ Half term

Student handbook & charter 2009-10 (Y




June 10

Monday

Thursday

= Academic Review day for Year 1 students

Friday

Saturday
Sunday
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June 10

n Monday

m Classes continue for Year 1 students

Tuesday

W Classes continue for Year 1 students

n Wednesday

® Classes continue for Year 1 students

Thursday

m Classes continue for Year 1 students

n Friday

W Classes continue for Year 1 students

Saturday
Sunday
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June 10

Monday

m Classes continue for Year 1 students

Tuesday

W Classes continue for Year 1 students

Wednesday

W Classes continue for Year 1 students

Thursday

m Classes continue for Year 1 students

Friday

W Classes continue for Year 1 students

Saturday

Sunday
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June/july 10

Monday

m Classes continue for Year 1 students

Tuesday

W Classes continue for Year 1 students

Wednesday

® Classes continue for Year 1 students

Thursday

m Classes continue for Year 1 students

Friday

W Classes continue for Year 1 students

Saturday
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m Classes continue for Year 1 students

n Tuesday

= End of year

Wednesday

m Student holiday

nThursday

= Student holiday

n Friday

= Student holiday

Saturday

Sunday
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July "10

Monday

® Student holiday

Tuesday

m Student holiday

Wednesday

® Student holiday

Thursday

m Student holiday

Friday

m Student holiday

Saturday
Sunday
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July "10

Monday

m Student holiday

Tuesday

= Student holiday

Wednesday

m Student holiday

Thursday

= Student holiday

Friday

= Student holiday

Saturday

Sunday
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July/August ‘10

Monday

® Student holiday

Tuesday

m Student holiday

Wednesday

® Student holiday

Thursday

m Student holiday

m Friday

m Student holiday

Saturday
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August ‘10

Monday

m Student holiday

Tuesday

= Student holiday

n Wednesday

m Student holiday

nThursday

= Student holiday

u Friday

= Student holiday

Saturday
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August 10

n Monday

® Student holiday

Tuesday

m Student holiday

Wednesday

® Student holiday

Thursday

m Student holiday

Friday

m Student holiday

Saturday
Sunday
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August ‘10

Monday

m Student holiday

Tuesday

= Student holiday

Wednesday

m Student holiday

Thursday

A level results
= Student holiday

Friday

= Student holiday

Saturday

72
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August 10

Monday

® Student holiday

Tuesday

B GCSE results
m Student holiday

Wednesday

® Student holiday

Thursday

m Student holiday

Friday

m Student holiday

Saturday
Sunday
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New College Nottingham

New College Nottingham’s main campuses are ncn Basford Hall, ncn City,
ncn Clarendon and ncn High Pavement Sixth Form College.

Smaller campuses include ncn Berridge Centre and ncn Hucknall.

Each has a different atmosphere and environment, but all share in our
commitment to offer you an excellent student learning experience.

The College curriculum is organised around 13 Schools:

Art, Design, Fashion & Media

Business, Computing & Professional Studies
Childcare, Social & Health Services

College in the Community

Construction

Food, Hospitality, Leisure, Tourism, Sports & Public Services
Foundation Pathways

Hair, Beauty & Floristry

High Pavement Sixth Form (‘A’ Levels)
Functional Skills

Performing Arts & Music

Retail

Teacher Training

The College has a diverse student population in terms of ethnicity, nationality,
gender, gender identity (trans), sexual orientation, age, disability, religious and
other beliefs and social background.

As well as attracting students from Greater
Nottingham and the wider East Midlands,
many international students also attend
ncn each year, adding to the cosmopolitan
atmosphere.

We are proud of our diversity and believe
that everyone should have an equal chance
to achieve and succeed. We try to create a
positive and inclusive environment based
on mutual respect, and have policies to
promote your rights and protect you from
bullying and harassment. We expect you to
respect other peoples’ right to be different
and to treat others as you would wish to
be treated yourself — with dignity and
respect.
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Your Learning Agreement

When you enrol with us we ask you to sign a Learning Agreement. This is on the
reverse of our enrolment forms. The Learning Agreement is very important. It
asks you to sign to confirm you are willing to take the course for which you have
enrolled, that you agree to comply with College rules, attend your classes
regularly and complete your coursework. It also informs you of your rights as a
student to receive unbiased advice and guidance at every stage throughout your
time with us. Please ask your tutor for more information if you are unsure about
any part of the Learning Agreement.

Every Learner Matters

Every Child Matters is a government policy that has five key outcomes. These are
that every young person and child should be supported in:

Being healthy

Enjoying & achieving

Achieving economic well-being

Making a positive contribution

Staying safe
The College is committed to this policy and will ensure that learners in College are

offered the support, guidance and advice on both course and personal issues.
Your tutor will cover some of these issues with you as part of your tutorials.

Student support

All students at ncn High Pavement are entitled to a wide range of support
services that will help with issues such as housing, finance, stress management,
confidence, or issues that may arise from your course (ie. study skills, finding it
hard to make friends, applying for university or further training).

You can get support by talking to your tutor, a member of Student Support
Services or using our anonymous text and email service called RUSorted.

The support services available are listed on the following pages of this handbook.
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Student support services

Volunteering, advice, support, careers, fun...

The Student Support team provides a number of important services for you as a
student at ncn. These include confidential support and counselling, programmes
for your personal development, volunteering opportunities, advice and guidance,
careers education and much more. Student Services is located behind reception
at ncn High Pavement. Please ask at reception.

RUSorted* confidential advice

RUSorted is a confidential service set up for all students and staff at ncn. If you
need help, information, support or guidance and don’t want to talk to someone
face to face, or you don’t know how to find someone to talk to, email
rusorted@ncn.ac.uk or text 0777 333 7852 with your question. Someone will get
back to you with the information that you need.

* This is not a 24-hour helpline and does not operate at the weekends. The hours
of service are Monday-Thursday 9am-8pm and Friday 9am-4.30pm.

Advice and guidance
Student Advisers

Give course information

Help you to look at what to do next

Give you support with welfare and money issues
Help you fill in application forms

Help you to write a CV or UCAS personal statement

You can drop in and see an adviser at your campus or make an appointment
at any ncn reception or contact the RUSorted support service by email at
rusorted@ncn.ac.uk or text 0777 333 7852.

Careers Advisers

1 Give specific advice about your career choices

@ Help you decide what to do next to make sure that you achieve your goals
' Help you decide which route is best for you
|

Talk to you about options for continuing education, including Higher
Education (HE) courses

Support you in filling in application forms for work and further training

Talk to you about options with your subjects
% Support you with decision making

Student handbook & charter 2009-10




You can make an appointment to see a Careers Adviser by asking at reception
or contact the RUSorted support service by email at rusorted@ncn.ac.uk or text
0777 333 7852.

Careers Centre Online

This is a one stop shop of careers information. It has information and useful
links about:

My subject — careers information related to your area of study

General resources — job search, CVs, interviews and volunteering

Applying to university — choosing HE courses, UCAS applications, personal
statements and finance for HE

You can also use it to find out about the Advice and Guidance team or book a
careers appointment.
Find it on Studentnet at www.ncn.ac.uk/students/careers

You will need your ncn login details if accessing Studentnet from outside the College.

Connexions Personal Advisers (PAs)
Support you with careers advice, preparing for university, getting a job, and
making links with employers
Offer support on social issues relating to health, emotional well-being and
housing

To make an appointment to see a PA contact the RUSorted support service by
email at rusorted@ncn.ac.uk or text 0777 333 7852.

Counselling

ncn counsellors are here to help with any personal issues which may be
affecting your learning.

Counselling gives you an opportunity to:

Share problems
Make sense of your feelings
Cope with a crisis
Make decisions
Find support when you feel alone
Often talking about your worries can make you feel better at coping with your

situation. You will be treated with respect by the counsellor, who will not judge
you in any way.

You can pick up a leaflet or make an appointment by telephone on
0115 953 4254, through the RUSorted support service (text 0777 333 7852), by
emailing counselling@ncn.ac.uk, or by contacting reception.
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Sexual health services

ncn in conjunction with Young People’s Outreach Contraception & Sexual Health
Services (Nottingham City NHS PCT) offers a comprehensive range of services to
students. These include the following:

Sexual health guidance and information
Different types of female contraception
Male contraception

Sexual health screening and testing
Emergency contraception

Pregnancy testing

Chlamydia screening

STl screening

Support and advice

We currently offer these free, confidential services at ncn Basford, ncn
Clarendon and ncn City. For further information and times contact reception or
alternatively call Angella Reid on 0115 953 4203.

Get involved

Volunteering, Students’ Union, Common Rooms,
Enrichment and Student Boards

Getting the most out of being a student is about your commitment to your
course and getting involved in the life of the College. We offer a number of
opportunities for you to get involved.

Volunteering at ncn - if you are interested in volunteering you could take the
opportunity to use your spare time to help others and yourself, gain new skills,
meet people and really make a difference. Volunteering is a great way for you to
feel part of the Nottingham community and provides you with an opportunity to
gain valuable skills and experience, which may well impress a future employer or
university. You can choose the area that best suits you. To find out more contact
initi8 or The Volshop on 0115 9 100 100 or contact the RUSorted support service
by email at rusorted@ncn.ac.uk or text 0777 333 7852.

Students’ Union - the Students’ Union (SU) belongs to all students and aims
to represent them within the College and with wider organisations. They offer
services, events and activities for all students to get involved in the life of the
College. Your views and opinions matter to the SU. They need to know what
you think and are always looking for students to get involved. Throughout the
year they organise trips to places like Dublin and Alton Towers, get involved in
Freshers’ Fairs and have promotions and events on all campuses. To get more
information and to find out how to be involved, visit
www.ncn.ac.uk/students/studentsunion or contact the RUSorted support service
by email at rusorted@ncn.ac.uk or text 0777 333 7852.
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Enrichment - nen provides many free part-time courses for students who are
interested in gaining new skills or who want to learn something new for fun.
There is a wide range of courses for you to choose from including sport, Duke of
Edinburgh, guitar for beginners, first aid and jewellery making. For more
information contact the Enrichment staff on 0115 9 100 100. There are a
number of sporting Enrichment sessions including football, basketball, rock
climbing, water sports, street dance and badminton. If you have an interest and
commitment to a particular sport, ncn operates a whole range of representative
teams taking part in local, county and national competitions. Transport is
provided to and from all ncn campuses. ncn has a good reputation in local and
national sporting events. For more information, visit www.ncn.ac.uk/enrichment
or contact the RUSorted support service by email at rusorted@ncn.ac.uk or text
0777 333 7852.

Student Boards - become a Student Representative and have your say. This is
your chance to make a difference to students’ experiences of ncn. Reps for the
Student Boards are chosen from each course on campus. The Boards meet twice
a term and provide managers and other staff in the College with useful feedback
about courses, services, facilities and IT. If you are interested in becoming a rep,
talk to your tutor or contact the RUSorted support service by email at
rusorted@ncn.ac.uk or text 0777 333 7852.

Make a difference
by becoming a rep!
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Key Skills and Functional Skills
What are they?

During your time at College you will probably have the opportunity to undertake
a Key Skills qualification in order to equip you with the skills to do better on your
main course and also to gain an extra qualification.

There are two core Key Skills/Functional Skills qualifications on offer at ncn High
Pavement:

Communication/English
Information and Communication Technology/ICT

Key Skills and Functional Skills are important for everything we do, at College, at
work and at home.

We are communicating all the time
We use IT more and more every day

So there is nothing new about these qualifications. You are using them already,
all the time.

What's new is that you are being given the chance to get better at them and to
get a qualification that shows how good you are. This will boost your grades and
help universities and employers to judge exactly what you can do.

A tutor will discuss the appropriate Key Skills/Functional Skills for you at
enrolment.

Equality and diversity

At ncn we have a wide range of students from all walks of life. We are
committed to providing everyone, no matter what their background, with the
same opportunity to achieve and succeed. Our commitment to equality and
diversity extends to everything that we do; our Equality and Diversity Policy sets
out everyone's responsibilities and all areas have their own action plan for
promoting equality and diversity. We have a number of ways in which we try to
make sure all students leave the College with an appreciation of the diverse
range of people that make up society today. We want to encourage you to
feedback how we can improve our services — please pass on your comments to
Sarah Jordan on 0115 911 3648 or 0115 9 100 100, text 07912 070413 or email
sarah.jordan@ncn.ac.uk

Facilities for people with disabilities

Part of our commitment to equality and diversity is to ensure that disabled
students can access education, our buildings and resources. We have done a lot
of work to make our buildings physically accessible to all students through the
introduction of improved signage, induction loops and ramps. But making the
College truly accessible and inclusive is much more than that, it is about creating
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an atmosphere where students are provided with the support that they need to
achieve and succeed and making sure that disabled students can participate fully
in college life.

The College supports students with disabilities and learning difficulties by
providing information in a format that meets your needs; for example large
print, different coloured paper, Braille. We can provide note takers and support
workers to attend class with you and provide you with extra time in your exams
or specialist equipment to make sure that you can achieve your goals.

If you think that you may need support whilst you are in College, contact the
Learning Support team at als@ncn.ac.uk or call 0115 9 100 100 or ask your
campus Learning Adviser for further information.

Support for learning

When you first come to ncn High Pavement you may be asked to take part in an
assessment of your reading, writing and maths. If you are asked to do the
assessment, please don’t worry about it!

All full-time and some part-time students do the assessment. It helps us make
sure we are offering you the right support and help in the right areas. The
College has specialist staff who can provide you with extra help with language,
written work, numeracy, dyslexia and dyscalculia.

Additional Learning Support

The Additional Learning Support team offers flexible, confidential support to
assist you in achieving your goals.

They can help you to access the right support at any stage of your programme.
They can offer a range of services and can provide:

Learning support — literacy, numeracy, language. This could be a one-to-one
workshop or in-class
Dyslexia/dyscalculia support
Specialist support/equipment
Adapted learning materials
Personal assistance
Deaf and visual access support
Exam support eg. extra time, scribe
To discuss or arrange support you need to speak to your campus Learning
Adviser who can help you access the right support to help you meet
the challenges of your course. To be referred to a Learning Adviser, email

als@ncn.ac.uk or call 0115 9 100 100 or pick up a ‘Support for Learners’
leaflet which is available at each reception.
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Well-being and Mental Health Support Service

This confidential service is for you if you have experienced long or short-term
mental health issues. We have two Mental Health Learning Advisers at ncn.
Contact Helen Stanway or Sarah Rushton via our call centre on 0115 9 100 100
or email helen.stanway@ncn.ac.uk or sarah.rushton@ncn.ac.uk. Or you may
wish to contact the RUSorted service by email at rusorted@ncn.ac.uk or text
0777 333 7852.

Complaints

If you want to make a complaint we recommend that your starting point is
to use the informal approach. This would mean explaining the problem to a
member of staff and discussing ways forward. This could be your tutor or any
other member of staff. If you are not satisfied with the outcome and want to
make your complaint more formal, you could:

Look up the Student Complaints information on the Internet at
www.ncn.ac.uk under About the College or contact the call centre on
01159 100 100.

Email your complaint to complaints@ncn.ac.uk and the Head of School or
Service Manager for your area of complaint will investigate your complaint.
If you are unhappy with the result, you have the opportunity to appeal. This
process will be explained to you should your complaint reach this stage.

Childcare at ncn

ncn provides a number of nurseries and creche facilities for your children whilst
you are at College and also for private users. We can take children from six
weeks to eight years old and after school and holiday clubs may also be
available. The service is run by experienced, qualified early years practitioners
who hold an enhanced CRB certificate. You may be able to access financial
support to help pay for the costs of childcare or book sessions for 3 and 4 year
olds funded by the Nursery Education Fund.

Places for our service are always in high demand so if you wish to give your child
the chance to develop with us, please register early. Contact Christine Deller on
0115 9 100 100 for more information.

Money and finances

Fee payments - failure to keep up with fee payments may result in the College
withholding your certificates until the remaining balance is paid. Fee remission
may be available if you are studying on your first full Level 2/3 course. Instalment
plans may be available, please ask at Student Services for more information.

EMA - Educational Maintenance Allowance — is a national programme that
provides support for 16-18 year old students to stay in education. You can get
EMA if you are attending a valid course that is more than 12 hours a week and
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your household income is less than £30,810 per year. If you have not already
applied, contact the Parent and Young People helpline on 0800 121 8989 or
visit www.ema.direct.gov.uk on the Internet. Funding ranges from £10-£30
a week and is paid straight into your bank account.

You will sign an EMA Contract with the College, which sets out what is expected
of you in terms of attendance, behaviour, coursework and progress. You must
attend all your classes in a week to receive your allowance. There are normally no
payments for absences. You may also be eligible to receive bonuses of £100 if you
remain on your course and make good progress with your learning. In order to
assess whether you are making good progress, targets will be agreed with you
and set out in your Individual Learning Plan (ILP). The funding available can be
used to buy books and materials or help with your travel costs. For more
information on EMA, contact the EMA team, which is based at ncn Clarendon,
ncn Basford Hall, ncn City and ncn High Pavement, on 0115 9 100 100 or call
the national helpline on 0800 121 8989.

The ncn Learner Support Fund - as a Further Education student you may
be able to claim additional funding from the Learner Support Fund. If your
household income is below £21,816 you may be eligible. The fund is there to
help contribute towards the costs of attending College, such as travel, materials
and childcare. If you require childcare funding you must check your eligibility
first at any reception before you arrange your child’s nursery place. Application
forms and further details are available from any ncn reception or by telephoning
the Student Funding team on 0115 9 100 100.

Adult Learner Grant (ALG) - if you are aged 19 years or over, studying for
your first full Level 2 or Level 3 qualification,
attend college 12 hours+ per week, and
have a household income of less than
£19,513 if single, couples £30,810, you may
be eligible to receive ALG. Funding ranges
from £10-£30 a week and is paid straight
into your bank account. You will sign an
ALG Contract with the College, which sets
out what is expected of you in terms of
attendance. You must attend all your classes
in a week to receive your grant. There are
normally no payments for absences. The
funding available can be used to buy books
and materials or help with your travel costs.

You can get more information about ALG
by calling 0800 121 8989 or log on to the
website www.alg.direct.gov.uk
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Access to Learning Fund (ALF) — the Access to Learning Fund is designed to
help students in financial hardship who may need extra support to remain in
College. The fund is available to all home students studying at least six hours a
week on a full- or part-time university-level programme at ncn. You can apply
for the fund at any point during the year and it is usually non-repayable.

Please note: The fund is not available to international or EU students.

All applications are means-tested and based on your personal circumstances.
Contact the College’s HE Welfare and Finance Adviser on 0115 910 4590 for an
application form, or to check if your course qualifies.

For information on the progress of your application, contact the Student Funding
team on 0115 9 100 100.

Other sources of funding or advice - the Student Funding team or your
campus Student Adviser can provide you with confidential advice on a range of
funding and financial issues such as benefits, career development loans and
much more — contact them on 0115 9 100 100 if you need to chat to someone
about the financial help you may need to attend College.

College services
Haircuts

ncn has three commercial hairdressing training salons at ncn Clarendon,

ncn City and ncn Hucknall. All salons provide quality cutting, styling, perming
and colouring services at very reasonable prices in a friendly atmosphere. To
make an appointment call 0115 9 100 100.

Beauty, health and holistic therapies

A wide range of treatments are on offer at ncn Clarendon, ncn City and ncn
Hucknall. Whether you fancy a massage, facial, manicure or an aromatherapy
treatment - these and much more are offered at irresistible prices. To make an
appointment call 0115 9 100 100.

Your Look

Your Look is our state-of-the-art hair and beauty salon located at ncn Clarendon
offering a comprehensive portfolio of hair and beauty treatments. The salon is
staffed by fully qualified stylists, therapists and nail technicians as well as
exceptional learners at the end of their training. Services include dry floatation,
hot stone massage, nail technology and hairdressing services. Call

0115 953 5353 for a free consultation; for details of prices visit www.ncn.ac.uk
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Theatre and music

The Arts Centre at ncn Clarendon Academy for Performing Arts & Music presents
regular student drama, dance and music events, and shows by professional
companies, all at reasonable prices. College rock and pop bands perform in and
around Nottingham. For more information check the noticeboards around ncn
and the student intranet.

Hoppers — getting you around ncn

The College operates a free Hopper minibus service between ncn Clarendon,

ncn City, and ncn High Pavement Sixth Form College campuses. The service is
for students and staff who need to travel between campuses for their lessons.
A timetable is displayed at receptions and is available on the student intranet.

Food, drink and dining

ncn offers a subsidised refectory service for all students at most campuses. The
refectories are open from early morning until after lunchtime and serve hot and
cold food, snacks and drinks at reasonable prices. Ask at reception for the
location of the refectory.

Our excellent training restaurant, the Adams Restaurant and Brasserie at
ncn City, is led by highly skilled staff and is open to the public at lunchtimes
and one evening a week.

Adams Restaurant and Brasserie (ncn City): Drop in for an informal
coffee, pastry or light lunch. Enjoy our contemporary surroundings and menu.
Open from 10am weekdays — food menu available from 11am.

Restaurant: Lunchtime weekdays from 12 noon, last orders 1.15pm.

Two evenings per week: showcase dinners, reservations between

6.30pm and 7.30pm. Early Bird Menu available at 6pm prompt — ideal for
theatregoers! Bookings may be made in person or by calling the Adams
Restaurant on 0115 910 4510.

10% discount on food for ncn students. For more information check out:
www.ncn.ac.uk/adamsrestaurant

U Choose

U Choose food court is located at ncn Clarendon and run by the School of Food,
Hospitality, Leisure and Tourism as a training environment for its students. The
food court is open between 8am and 5pm Monday-Thursday and 8am and 2pm
on Fridays. U Choose offers a full range of quality hot foods, cold snacks and
drinks, salads and homemade sandwiches and baguettes.
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Learning Centres

ncn Learning Centres provide print and electronic resources that will help you
with your coursework, as well as an extensive careers library. You are entitled to
use these facilities as soon as you enrol. Get your ID card at reception and then
you can borrow books, journals, CDs, DVDs and use the online library.

The Learning Centres have over 350 computers with Internet access for you to
do your research and complete. Staff are on hand both to help you use the
computers or when you just can’t find what you're looking for. Check the Virtual
Library for details of services and opening times.

Media Centre

ncn has its own TV studio and facilities. The technical team can help you with
projects and coursework where you may want to make that extra special impact.
Video cameras and editing facilities can be booked and the team can provide
first time users with some basic support.

Photocopying and printing

Printing and photocopying facilities are available at all ncn campuses. You can
photocopy and print as long as you obtain an ID card when you enrol. In
Learning Centres you can print to the MFD which is both a printer and a
photocopier. Full-time students will be credited with an allocation at the start of
each term; part-time students will receive an allocation at the beginning of their
course. The allocations should be sufficient to allow for all printing and copying
requirements for your course, but if you run out of credit you can buy more in
the Learning Centres. You are required to pay for colour photocopying. There is
only one colour copier and that is located at the Adams Building in the Learning
Centre. A leaflet telling you all about the printing and copying facilities in
College is available at receptions. Ask Learning Centre staff if you are unsure
about how the service works or if you would like further information. The
College monitors the use of its printers and photocopiers very closely. Misuse of
these facilities will be considered a breach of College policy and will be dealt
with by the student disciplinary procedures.

Parking

There is no car parking at ncn High Pavement with the exception of parking for
disabled students.

There are facilities for you to park your bicycle or moped, ask at reception for the
location of the bicycle stands/pods. Please make sure that you secure your bicycle
properly with a high quality lock as the College is not responsible if your bicycle
goes missing.
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Environment

Keeping buildings clean and tidy

We are committed to providing and maintaining the best facilities for our
learners. To help us achieve this we ask you to respect your campus. This can be
done in the following ways:

Dispose of rubbish in the appropriate bins provided
Do not litter public pathways around the campuses
Eat food in the designated areas

Contact the relevant reception if spillages occur

Remember, this is your campus.

Energy saving

We have recently signed up to the Carbon
Reduction Commitment (CRC) which is part of
the Government commitment on reducing
carbon emissions. In conjunction with our
energy conservation group, strategies and
targets have been put in place to reduce - —
carbon emissions within the College. As a

learner at ncn, how can you help reduce

energy consumption? 3

Switch off lights after leaving classrooms

Turn off computers and monitors after
use

Turn off running taps
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So where are you now?
The beginning of the rest of your life starts today!

These pages are intended to help you see where you are now, why you have
enrolled at College and where you want to go in your life or the career path you
want to take.

Within your tutorials at nen you will have an Individual Learning Plan (ILP).
Through this, your tutor will encourage you to think about where you are now
and help you set short-term and long-term goals for your future. Some of the
activities on the next few pages will help you look at how well you know yourself
and the goals that you have. You can either do these activities on your own or
with your tutor as part of the ILP process.

What do you like most about yourself?

Who is/are your favourite person or people?

What is your most memorable occasion?

What is your favourite possession?

What are you good at?

What part-time work/voluntary experience do you have?
Why have you enrolled at ncn?

What made you interested in the course you've enrolled on?

Long-term goals — what have you come to College to achieve?

Keep focused on where you are going
— the future is in your hands!
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What is important to you?

Rank these in order of importance:

(1 is the most important, 18 is the least important. Write the number in the box

on the right.)

To earn more money
in the future

To get a qualification
To have someone to talk to

To make new friends

To have a life goal (knowing
where you‘re going)

To have support to study

To have fun

To have somewhere to
study at home

To do something you enjoy

BN N

Compare your responses with a friend

To learn new things

Money

Friends

Family

Going out

To have ambition

To have a hobby

To have somewhere to relax

To feel safe

Are there any that you agree with closely?

What are they and why?

NN NN NN

Do you and your friend have similar or different reasons for coming to College?

Getting to know you...

All the activities on the next few pages will help you to work out how you learn and

what you can do to develop the way you learn. It will also help your tutors to

Be all you can be!

understand how you learn best and how they can help you reach your full potential.
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Have a look at this list and see where you feel most confident.

Tick the boxes using a 1-5 scale where 1 = very good and 5 = poor.

How good are you at the following? [1][2]3][4][5]
Listening to and acting on verbal instructions [1][2][3][4][5]
Following written instructions [1][2][3][4][5]
Using diagrams [1][2][3][4][5]
Understanding problems [1][2][3][4][5]
Memorising information [1][2][3][4][5]
Reading material for information [1][2][3][4][5]
Using reference manuals (eg. dictionaries, encyclopaedias) [1][2][3][4][5]
Using technology to get information (eg. the Internet) [1][2][3][4][5]
Analysing information [1][2][3][4][5]
Asking for help from people you know [1][2][3][4][5]
Asking for help from people you don’t know [1][2][3][4][5]
Asking for information over the phone
Dealing with people you know on the phone [1][2][3][4][5]
Dealing with people you don’t know over the phone [1][2][3][4][5]
Going to new places for help or information [1][2][3][4][5]
Writing letters asking for information [1][2][3][4][5]

TOTAL SCORE:

Add up your scores.

16-25 You know your strengths, keep practicing them and have the

confidence in yourself to use them well.

26-45 Your awareness of your strengths is good and you are also aware
of your limitations. Talk to your tutor or a member of Student
Support Services if you want to develop your skills further.

46 and over  Although you have some awareness of your strengths, you could
be working more confidently to achieve more in your College and
personal life. If you want to develop your skills further contact
your tutor or a member of Student Support Services.

Check how your friends got on! Compare notes.
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How do you learn best?

People learn in a variety of ways. It is important to know how you learn so that
you can get the most out of all your learning experiences.

Activity one

Think about your education so far. What are the reasons you have
enjoyed/succeeded in some areas and could have done better in other areas?

Think about a subject you have
enjoyed in the past and tick (V)

any of the statements below
that apply to you and that
subject.

I had enough time,
it wasn't rushed

| wanted to learn

[]
[]

| was interested in the subject/task [ ]

I had good support from
other people

L]

I was well prepared and organised D

I was in a suitable place to learn

It gave me a challenge and was
set at the right level

I had the opportunity to work
with other people

The areas that you have
ticked above will tell you
what you need to help you
learn best as well as what
makes it hard to learn.

An example would be: if
you have ticked ‘it gave
me a challenge and was
set at the right level’, this
means that you learn best
when the work challenges
you, but isn’t too hard.
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Think about a subject you didn’t
enjoy as much in the past and
tick (v') any of the statements
below that apply to you and
that subject.

Other people were telling me
to learn

| found the subject boring
and pointless

It was too difficult!

| lost interest right
at the beginning

| tried, but couldn’t keep up
with deadlines

I had little or no support
| was unprepared and disorganised

| was short of time
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How do you learn best?

Activity two

You've got some new chances now to learn from the past and make this course
a success. Use what you have found out from the previous activity and your past
experiences to complete the activity below. This activity will help you to work out
what things help you do well and what things get in the way.

Tick (V) the boxes that best describe how you like to learn:

Focus — what do you Place — where do What sort of help do
work best with? you work best? you find most
People [ | At home [ ] useful?
Technical things L] Classroom, Friends Ll
Information [ ] laboratory, ] Books L]
[] lecture room Talks []
Ideas .
: In the training Instructions [ ]
Time — when do you centre or workplace D —— D
? u
work .best. Anywhere (] o
Morning L] anagers/
T (] Role — what parts do supervisors []
. you play V\{hen you're Relatives D
Evening L] working with others? (]
. D . D Tapes
Night Organiser D trati D
. emonstrations
Any time D Leader D
- . . ] Work books and
Conditions — what Technical adviser study guides D
ike?
do-you e D Team member % Training events D
Infl:e . | D Planner Videos D
Wit _Ot er peopie Tools — what do Tutors/teachers [ ]
Outside [] you like using? CD-ROMS []
Ui (R D Machines D Quiet environment D
Hot D Spe'cialist D Pictures, charts and
Cold || equipment diagrams [ ]
Quiet |:| Computers D
Noisy [ ] Pen and paper []
Unsupervised D Your brain D
Supervised D

The areas that you have ticked above will tell you what you need to help you
learn best, as well as what makes it hard to learn.
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How do you learn best?

Activity three

This next set of questions explores the links between your learning style and your
personality type. Put a tick (V) by the statements you agree with.

Are you a practical person?

Do you enjoy learning by:

Making presentations?
Using research?

Watching presentations?

Do you dislike:
Open-ended discussions?

Listening to a lecture/lesson?

Group discussions?

Do you learn best from:
Practical group work?

Group projects and activities?
Planning a project?

Do you dislike:

Working at a slow pace?

Working outside a
friendship group?

Do you learn best from:

Someone keeping you
motivated?

Feedback from staff?
Demonstrations?

Other people who act as
role models?

Practical action planning?
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Are you an active person?
Do you enjoy learning by:
Sharing ideas?

Taking a lead in discussions?

Do you dislike:

Sitting listening?

Thinking on your own?
Writing up notes, essays

or projects?

Do you learn best from:
Competitive group work?

Any sort of group work?

Do you dislike:

Following instructions?
Being able to work it

out your way?

Do you learn best from:
Project work?

Problem solving activities?

Having to work to a deadline?

Do you dislike:
Repetition?

Lack of varied activities?

o oo oo oo o ool Lol



Are you a reflective/
thoughtful person?

Do you enjoy learning by:
Watching, thinking, listening?
Having time to do research?
Producing reports and
analysing results?

Do you dislike:

Presenting to groups?

Having to take a lead?

Do you learn best from:
Watching what other people do?

Having a go yourself?

Do you learn best from:
Observation work?

Experimenting?

Do you dislike:
Team work?

Role play?

Do you dislike:
Working to deadlines?

Time pressures?

I e N e W e W N e N N

Are you an active person?
Do you enjoy learning by:
Question and answer techniques? D
Analysing results?
Reading?

Listening?

Do you dislike:
Group discussion?

Presenting to groups?

Do you learn best from:
Questioning?
Working the logical answer
to problems?

Do you dislike:

b 0o oo o

Open-ended problems?

Do you learn best from:

Having a structure and purpose
to your work? D

Being able to set your own pace? D

Do you dislike:

Working with people who work
faster than you? D

Working with people who work
slower than you? D

The areas that you have ticked above will tell you what you need to help you
learn best as well as what makes it hard to learn.
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Study skills

Learning to concentrate and focus on your work so that you can make successful
progress is very important for all students.

Putting into practice the ideas you have gained on HOW and WHEN you learn
best is a good start for all students. Here are two activities to help develop your

study skills.

Activity one Activity two

Complete this chart to see how you This activity will help you explore your

might be able to learn better. preferred way of studying and

Tick () one YES NO producing assignments and essays.
Tick (v') one YES NO

I know exactly what |

need to learn Do you prefer to use a

computer rather than use
hand-writing?

I make sure | have the right
books/information

Do you prefer to write
notes and assignments
by hand?

Do you do at least one
draft of your work before
handing it in?

I have all the necessary
equipment D

| am committed to learning
and want to do my best

| am learning at a time of
day which is good for me
Do you prefer to work

I won’t be distracted by alone in a quiet place?

friends, family or music
Do you prefer exams or

| know when | need to stop tests to coursework?

doing work and relax
Do you prefer coursework

| need to remember to have to exams or tests?

enough breaks so | don't
lose concentration

[ ]
[ A

Do you like collecting
evidence for a portfolio?

HE NN N
I I I I O I e I A

I know what the deadlines
are and am keeping
within them

Do you like to learn in a
practical situation? eg. a
group assignment, an
experiment, a design
project, using equipment

[ ]

I am keeping track of what
I'm doing

[ ]
[ ]
[]

I am making sure | ask for

. Do you like to learn in a
help when | need it J

structured lecture-style or

workshop environment? L] [
If you have answered ‘NO’ to any of

these statements then think about
how you can change your conditions
for working.
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How well do you study?

This activity will help you to work out what your studying habits are and how
you can improve them.

Circle your score for each question.

1 Do you find it difficult to study? 7 Do you study:
Sometimes @ In the same place? @
Always In one or two places?
Never Anywhere you can find?

Have you always got what you need
at hand (pens, books, paper)?

Before 9pm? @ Sometimes @

After 9pm? Always
Before College? Never

2 Do you do most of your studying:

3 Do you study without taking breaks? 9 What do you work on:

Sometimes Your knee?
Always A table?
Never The floor?

4 Do you put off homework, coursework 10 Do you make sure you are working
and revision until the last minute? in good light?

Yes Sometimes
No Always
Sometimes Never

5 How far ahead do you plan

ies?
VAL S 11 Do you worry about your studies?

Only at exam time @

All the time
Never

Do not plan ahead

1 day in advance

o] [=] [>]

1 week in advance

6 Do you study in a room with a 12 Do you find it difficult to concentrate
TV on? on your work?
Sometimes Sometimes
Always Always
Never Never
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13 Do you find it difficult to remember

things?
Sometimes
Always

Never

14 At the end of study time do you
close your books and forget about it?

Sometimes
Always
Never
15 Can you find what you need
in a library?
If a librarian helps
Yes, but it's difficult
Usually | have no difficulty

16 Do you understand your notes
when revising?

Sometimes
Always

Never

(Al

(Al

o] [=] [>]

(A]

17 Do you find essays easy

to write?

Yes
No
Sometimes

18 Do you think your exam results
reflect your efforts in revision?

Sometimes
Always
Never

19 Are you making progress in your
subjects?

(A]

20 Do you plan a piece of work before
you write it?

Some of them
None of them
All of them

Yes
No
Sometimes

See how you've done by adding all the numbers you have circled together to

reach your final score.

1 2 3 45 6 7 8 91011121314 151617 18 19 20
A 2 31 002 31212222213 213
B 112 3112 33 321113 313 01
C 3 132331010033 2302 2 3 2
Above 45 You obviously have many good study habits. Continue to

build on your strengths and ask for help when you get stuck

or frustrated.

Between 25-45

You have a mixture of good and bad habits. You need to

build on your strengths and challenge your weaknesses.
However you must be determined in your approach.

Below 25

Don’t despair. By doing the quiz you have identified your

problems. Work hard, listen well and ask for help when you
need it and you will become a much more efficient student.

Get busy!
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Think about your achievements

This activity encourages you to think about any achievements and successes.
What have you achieved at different points in your life? When we know what we
have achieved, we feel more confident in our abilities to get things done and try
new experiences.

Think back over what you have done in life — at home and work, in your spare
time, in education and training. List the things you feel you have done well. Don’t
just rely on your own ideas and memory. Ask people who know you well to help.

Achievements can be big or small. They are your successes in life. The things
you're pleased with and feel you have done well.

Achievements can be simple things — you don’t need certificates and awards
for all of them.

An everyday activity for one person can be an achievement for another. For
someone who is afraid of flying, it's an achievement to travel by plane
although thousands do it everyday.

Achievements are the things you have actually done. They are not the same

as responsibilities or the labels you use (eg. student, parent, worker) to

describe an activity or role.
Have you ever... (Put a tick (V') in the box if the answer is 'yes'!)
Overcome a fear Talked to a big group
Thought up a new idea Learned from your mistakes
Organised an event Learned something new
Managed a budget Managed your time well
Solved a problem Got better at something
Led/worked in a group or team Got through a bad time

Passed an exam or test Cut costs

ool

Trained regularly (gym, run, etc) |:| Raised money for charity
Got an award or qualification |:| Lived by yourself

Decorated a room or house |:| Dealt with a big change in your life

oot

Written for a newsletter D Got a job promotion/
or magazine extra responsibility

Sorted out an argument/conflict I:I Shown someone how to do something I:I

Cooked for other people |:| Brought up a family |:|
Looked after or managed people |:| Looked after an elderly relative |:|
Repaired something [ ] Made something [ ]
Used sign language |:| Started a new hobby or activity D
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Personal qualities

What personal qualities do you possess?

Personal qualities are the “l am” part of your life. They are what make you
special and different from everyone else.

Personal qualities are built up over time and they influence:

How you get on with people How you behave in different
situations
How you approach jobs and tasks Your suitability for different

opportunities

What kind of person are you?

Look at the qualities in the chart.
Tick (v) the one that fits you best at the moment.

Yes No Yes No
Hard-working D D Easy going D D
Punctual D D Just-on-time D D
Reliable D D Unreliable D D
Adaptable D D Inflexible D D
Organised D D Disorganised D D
Creative D D Unimaginative D D
Motivated D D Unenthusiastic D D
Outgoing D D Shy |:| |:|
Co-operative D D OR Reserved D D
Calm D D Anxious D D
Practical I:l I:l Impractical I:l I:l
Self-disciplined D D Undisciplined D D
Generous I:l I:l Cautious I:l I:l
Assertive D D Laid back D D
Competitive I:l I:l Non-competitive I:l I:l
Independent D D Dependent D D
Adventurous |:| |:| Timid |:| |:|
Decisive D D Indecisive D D

Student handbook & charter 2009-10

929



Learning and career development

What do these words mean?

Progress checking
To find out what you are doing now so you can start to make plans for the
future.

Achievements

An achievement is something you are proud of — something you got right for the
first time or did better than last time. It could be something you learnt, that you
now understand and use.

The ILP process will help you to identify your achievements so far and give you
something to aim for in the future.

Key Skills/Functional Skills
Key Skills are the six general skills you need to succeed in life:

Communication, Application of Number, Information Technology, Improving Own
Learning, Working with Others and Problem Solving.

The ILP process will help you to see how you are developing these skills and
other qualities.

Reflection

Reflection means taking time out to think carefully about a learning experience
— the thinking that led to a particular action, what happened and what you felt
about it.

Learning styles
People learn in many different ways:

Visual — by looking at things or having a picture of them

Auditory — by listening to things

Physical — by doing things

Evidence

Evidence is proof of what you’ve done and
achieved. It can be in different forms: written
or IT work, photos, pictures, video or tape
recordings, awards, certificates, notes of
what people have said about you.

Keeping track of your achievements,
skills and qualities

These explanations are related to the activity
on the next page.
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Self-assessment

Activity one

This activity is about the skills that will help you to develop the dreams and
aspirations you have for your life.

Do you have the KNOWHOW to manage your own learning and career
development?
Tick (v) one box

Yes No Not
sure

Target setting
Do you know...

What motivates you to learn?

The difference between goals and targets?
What is meant by SMART targets?

How to write SMART targets?

i
i
i

Planning
Do you know...
What a good plan looks like?

Your preferred learning style(s)?

LI
LI
LI

Where to get information on learning/career opportunities?
Reviewing

Do you know...

What is meant by reflection on learning/performance?

What is meant by evidence?

LI
LI
LI

How to evaluate your evidence?

Recording/presenting
Do you know...
About different methods for recording your learning?

How to sift, sort and select information for different purposes?

LI
LI

How to present your achievements effectively to others?

[ ]
[ ]
] OO0

SCORES (count the number of Yes, No and Unsure answers):

If you feel there are any areas you would like to work on, please contact your
tutor or Student Support Services.
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Action planning and reviewing

To help you make progress towards your goals

Goals

Goals are something you want to do in the future — ambitions. They are
something to aim for in your learning, personal life or career, eg. achieving your
qualification at the end of your course.

Targets

Targets are the short-term challenges that help you to achieve your goal,

eg. attending regularly, participating in your course, getting involved in College
life, getting good grades for your coursework and exams.

SMART targets
Targets are steps towards reaching your goal. They should be:

Specific — exactly what you need to do

Measurable — how you will prove you've met them
Achievable - simple enough to meet in the next few weeks
Realistic — about action you can take

Time-related — have deadlines

Reviewing

Reviewing progress towards
meeting your targets is
important. Keep your plan handy
and tick off each action point as
you do it.

Don’t worry if you need to make
changes.

Action points

Action points are the small things
you need to do to help you meet
your targets. They should have
deadlines to keep you on track.

Presenting your
achievements with
confidence

These explanations are related to
the activity on the next page.
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Self-assessment

Activity two
Have you used your initiative and skills during the ILP process?

Tick (V) one box
Yes No Not

sure
Target setting
Do you have evidence to show you have...
Been motivated to learn?
Set goals and targets?
Written SMART targets?

LI
LI
LI

Planning
Do you have evidence to show you have...
Developed a useful plan?

Identified and used your preferred learning style(s)?

LI
LI
LI

Obtained information on learning/career opportunities?

Reviewing

Do you have evidence to show you have...

Reflected on your learning/performance?

Evaluated evidence of your learning and achievements?

Reviewed progress towards your targets?

LI
LI
LI

Recording/presenting
Do you have evidence to show you have...
Recorded your learning and achievements?

Sifted, sorted and selected information for different purposes?

LI
LI
LI

Presented your achievements effectively to others?

SCORES (count the number of Yes, No and Unsure answers): D D D

If you feel there are any areas you would like to work on, please contact your
tutor or Student Support Services.

Student handbook & charter 2009-10 103




Notes

104 Student handbook & charter 2009-10




Exclusive student discounts!

Pamper
yourself!

ncn hair and beauty training salons
offer a comprehensive range of hair
design and face and body therapies
for men and women. For more
details of treatments on offer, visit
www.ncn.ac.uk or give our salons

A
a call:

Adams Hair & Day Spa

ncn City, tel: (0115) 910 4525

Clarendon Hair & Beauty Salon
ncn Clarendon, tel: (0115) 960 8290

Hucknall Hair & Beauty Salon
ncn Hucknall, tel: (0115) 840 2054

20% discount on all
treatments and services

Show this voucher at the point of
payment in our hair and beauty training
salons* to receive your 20% off.

Valid throughout the year.

*Offer excludes treatments and services at Your Look
salon, ncn Clarendon. Not valid in conjunction with
any other offer, promotion or discount card. Voucher
has no cash value.

N

Delicious

ncn refectories offer delicious hot and
cold food, all at reasonable prices.
Look out for our theme days and

new promotions throughout the year.

SLEET TP TP

o
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when you buy a jacket potato
with two fillings

Please hand in this voucher at point of
payment.

Valid from Friday 1 to Friday 29 January 2010 at ncn
Basford Hall, ncn Berridge Centre, ncn City (Adams or
Bath Street), ncn High Pavement Sixth Form College or
ncn Hucknall. Voucher has no cash value.

when you spend £3 or more in
any one transaction

Please hand in this voucher at point of
payment.

Valid up to the end of Friday 30 October 2009 at ncn
Basford Hall, ncn Berridge Centre, ncn City (Adams or

Bath Street), ncn High Pavement Sixth Form College or
ncn Hucknall. Voucher has no cash value.
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Get a helping hand





