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Introduction
Part A of the student handbook is designed to help you understand how the College can support
your learning. It contains information about the services we offer, what we expect from you, and
most importantly, what you can expect from us.
The College’s mission statement is ‘Success for our Students.’ The College vision is ‘to give our
learners the best possible education, training and personal support so they may:
•
•
•
•
•

Gain employment in their chose vocation
Further develop their career
Progress to higher education
Realise their full potential
Make a positive contribution to the community.’

Our ambition is that every single learner at North Shropshire College should succeed. We will make
our expectations of success clear to all learners, and the whole staff team will support all our
learners to realise their dreams.

Useful Contact Numbers
College Switchboard

01691 688000

Faculty Administrators
Faculty of Oswestry

01691 688031

Safeguarding Officers
Student Support
Head of Student Services
Student Support Co-ordinator
Student Services Co-ordinator
Absence hotline

01691 688032
07962 609734
01691 688032
01691 688035
01691 688015
01691 688000 or
07624810364
or email: absence@hlnsc.ac.uk
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Attendance and Punctuality

North Shropshire College is committed to supporting its learners in achieving success. We expect
100% attendance from everyone. It is essential that tutors have the time to work with learners to
help them gain the knowledge and skills that the course demands. Excellent attendance helps to
prepare you for your future career; it is a key employability skill. In order to maximise the
opportunities from learning, the College monitors the attendance and punctuality of all learners on
all elements of the study programme and reports any absences that have not been authorised.
Learners are expected to inform their tutor in advance if they are going to be absent or late to their
classes. The tutor will be able to give guidance on whether the reason is acceptable to authorise.
During your college interview you will have been informed that we do not allow students to take
holidays during term time. You can refer to the calendar of key events in part B of this handbook so
that you can avoid planning holidays during term time. You should not make routine appointments
for personal matters (e.g. a visit to a doctor or a dentist, driving lesson) during lesson time. These
must be arranged outside of the college day or on days when you do not have formal college lessons.
Where an absence genuinely cannot be foreseen in advance, the learner must make arrangements
to ensure the tutor is notified as soon as possible on the day in question that they will be missing
classes. To report an absence, please phone 01691 688000 or 07624810364 or email
absence@nsc.ac.uk
Where the learner has failed to do this, the absence will be treated as unauthorised. Learners should
be aware that it is standard College practice to contact a learner’s home number or next of kin on
the day of absence, in the case of students failing to report an absence or supplying a legitimate
reason for absence. Failure to maintain a good level of attendance may result in disciplinary action.
You are expected to attend all lessons punctually. If you arrive after the scheduled lesson start time,
you are expected to apologise to the tutor and explain why you are late. This should be done
(confidentially) as soon as possible during, or immediately following the lesson.
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Creating a Positive Learning Environment
Our Expectations can be found on the College website:
https://www.nsc.ac.uk/files/Our%20Expectations%20(A3%20NSC%20WEB).pdf

Occasionally things do go wrong and it is important that you tell us about it at once so that we can
try to put it right. The College Complaints Procedure has been established to ensure that any
complaints are listened to and acted upon fairly. If you wish to make a complaint, please contact
your Personal Tutor in the first instance.
Coursework and Assessment
North Shropshire College is committed to ensuring that whenever learner work is assessed; this is
done fairly, consistently and in accordance with the Awarding Organisation’s specification and
subject-specific associated documents. Learners’ work will be assessed by staff who have
appropriate knowledge, understanding and skill, and who have been trained in this activity.
If you feel that a grade or mark you have been awarded for your coursework does not reflect the
quality, or if you want to ask for more information about your grade, you should first see the person
who assessed your work. If you are not satisfied with this you can submit an appeal to the College.
You may appeal if you feel your coursework has been assessed unfairly, inconsistently or not in
accordance with the specification for the qualification. In this instance, a review of the centre’s
marking will take place under the Internal Quality Assurance and Appeals Policy.
Copying, Cheating and Plagiarism
Most learners do not cheat; they are honest and hardworking and can be trusted. The College takes
a very serious view of cheating, collusion and plagiarism and is committed to investigating and
resolving such findings. For the purposes of the College policy, these offences are defined as follows:
Cheating: This is any situation where a student attempts to obtain an unfair advantage when
submitting or presenting assessed work, or through inappropriate conduct during an examination.
This also applies to the theft of another student’s work for submission at an interview, or inclusion
in a portfolio.
Plagiarism: This is the attempt to pass off other people’s work and ideas as your own. It is any
situation where a student incorporates un-cited published material, or material produced by
another student into his/her submitted work, without proper referencing, therefore implying that
it is their own original work. This also applies to the theft of another student’s work for submission
at an interview, or inclusion in a portfolio.
Collusion: This is the knowing collaboration without official approval between two or more students
in the preparation and production of work which is ultimately submitted by each in an identical or
substantially similar form and/or is represented by each to be the product of his or her individual
efforts.
Awarding Organisations, who offer coursework or non-exam assessment, require a statement of
authenticity to be completed by each student stating that the work is their own. If cheating or

plagiarism is suspected then the College will investigate. The College’s full policy on cheating and
plagiarism can be found on Moodle.
All students will receive guidance on appropriate ways to cite any work that is not their own and to
include all resources used in a bibliography. It is also vital that all internet sites are clearly shown.
Misconduct
The College ‘Our Expectations’ explains your obligations while you are attending college and the
Student Disciplinary Policy and Academic Misconduct Policy gives examples of what the College
considers to be academic misconduct. During your induction your tutor will explain the College ‘Our
Expectations’ and general rules we operate within the College. They will explain what kind of
behaviour is expected of you when you are at College, whether studying or involved in other
activities. We recognise that sometimes not everyone behaves as they should. College staff will
offer every support and encouragement to help any learners change their behaviour pattern to one
that conforms to the College ‘Our Expectations’. However, if you fail to behave or you act in a way
that is in breach of the College ‘Our Expectations’, then the Student Disciplinary Policy sets out what
will happen in such circumstances.
All HLNSC policies can be found on our website:
https://www.nsc.ac.uk/policies-and-governance/5c59c2c669ea4/Policies-Procedures

Creating a Safe Working Environment
Student ID Cards
You must wear your ID badge at all times whilst on College premises. Access to College facilities is
dependent on learners having their ID badge. You will also be asked to show your ID badge when
sitting exams. You will be challenged if you are not wearing your badge when on College premises.
Staff, volunteers and regular visitors who have been given permission by College to wear a regular
visitor badge, will also be challenged when not wearing a badge in areas that are not open to the
public. This is to help learners feel safe in College.
Equality and Diversity
North Shropshire College values social and cultural diversity and aims to ensure you will find the
college to be an inclusive and welcoming place to study. We are a learner focused organisation with
values based on trust, integrity and respect. We seek to provide a working environment free from
harassment, discrimination and victimisation. We will not tolerate any form of discriminatory
behaviour against actual or potential learners, visitors or employees. The college aims to actively
promote equality of opportunity and challenge discriminatory attitudes.
Equality and diversity effects everyone as we all work in diverse teams with people of different
genders, ethnic origins, sexual orientation, ability, beliefs, values and working styles.
It is important to understand what we mean by equality and diversity, how it impacts on everyday
life and the reasons for and benefits of promoting it.
Equality is about fair treatment
'Equality' means treating all groups of people fairly, providing equality of opportunity and removing
barriers to success. It is not about treating everyone the same because different people have
different needs. For example, making reasonable adjustments for disabled people removes barriers
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to equality of opportunity and helps prevent discrimination. Increasing our understanding of the
needs of different groups of people promotes good relations between people.
Our equality principles are:
• Challenging Inequality
• Celebrating Diversity
• Committed to Safeguarding
These principles recognise and support the equality characteristics set out in the 2010 Equality Act
which are:
• Age
• Disability
• Gender reassignment (transgender)
• Marriage/civil partnership
• Race
• Religion or belief
• Pregnancy/maternity leave
• Gender
• Sexual orientation
Diversity is about respecting difference
'Diversity' refers to individual difference. People are unique and differ from one another in a range
of ways. Differences may or may not be visible and may include personal characteristics such as
background, culture and personality. We value diversity, which means that we aim to realise the
potential of every individual learner or member of staff.
Health and Safety
The health, safety and welfare of College staff, learners and visitors is of great importance and it is
essential that everybody takes personal responsibility for themselves and all others to ensure a safe
and healthy environment. The College has appropriate systems, policies and procedures in place to
ensure that it is fulfilling its legal requirements in relation to health, safety and welfare. Copies of
the health and safety policies can be found on Moodle.
There are specific responsibilities for all learners:
• Be responsible for your own health and safety and that of others around you.
• Ensure that you comply with College health, safety and welfare procedures.
• Use safe and appropriate standards of behaviour at all times.
• Only use health and safety devices and equipment for the purpose for which they have been
provided.
• Report to your tutor any hazard that has the potential to cause harm.
• Wear and display your College ID badge at all times that you are on College premises.
• Only smoke in designated areas and away from all entrances.
You will be informed about any hazards and associated risks arising from the activities you will be
undertaking as part of your course. Please ensure that you follow all instructions given in order to
undertake your activities safely.
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Learners Bringing Children into College
It is appreciated that childcare can be difficult to arrange and that there are sometimes
emergencies. However, due to the nature of our learning environment, our insurance and risk
regulations, safeguarding policy and the health and safety of the children themselves, it is not
usually acceptable to bring children on site and into work or learning areas with you as an alternative
form of childcare.
First Aid and Accident Reporting
In the event of an accident or injury, first aid assistance will be provided by one of the College’s
trained first aiders. These can be contacted through reception or a member of staff. Please report
any accidents, illnesses or injuries immediately to a member of staff or reception and ensure they
help you to complete an accident form. This will enable the College to identify remedies and actions
to help prevent further actions.
Fire and Evacuation Procedure
If you discover a fire:
• Sound the alarm by activating the nearest Break Glass fire point, located throughout all
College premises.
• Exit the building.
On hearing the alarm:
• Leave the building immediately and in an orderly fashion by the nearest safe escape route.
• Report to the nearest designated Assembly Point.
• Should you have disclosed a disability, you will be given, if necessary a Personal Emergency
Evacuation Plan (PEEP) which will detail what to do in an emergency. In the unlikely event of
an emergency you should follow this plan.
• Do not re-enter the building until you have been informed that it is safe to do so.
Network Use
As a learner you are entitled to a College network user account. This includes email, internet and
access to our online learning environment, Moodle. Your user name is your student ID number that
has been allocated to you at enrolment. You are required to keep your password confidential. Please
do not share this with anyone.
The College App

HLNS College
The College app can be downloaded directly from the App stores. You can search on your chosen
store for HLNS College. You will need to log in using your college credentials – your student
number and password.
The app will help you stay connected to the College. Features will include a news feed and your
timetable. This will help you keep track of all your scheduled sessions. Your course will be able to
use the app to communicate with each other. Notifications will allow you to stay informed with
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personalised announcements delivered right to your device. Further functionality will be added
throughout the academic year.
E-Safety
E-Safety encompasses Internet technologies and electronic communications; including mobile
phones, games consoles and wireless technology, as well as collaboration tools and personal
publishing. It highlights the need to educate learners about the benefits and risks of using
technology and provides safeguards and awareness for users to enable them to control their online
experience. The College has an IT acceptable use policy that contains full conditions for using College
IT facilities and this must be read and accepted before you are able to use the College network. We
ask that you make yourself familiar with the policy and please treat all college IT equipment with
respect.
Users of the College network should be aware that all internet activity is logged and that it is possible
to trace any site visited by a user. You are required to exercise appropriate behaviour when using
the College network – this includes all communications, including email and social networking sites.
Safeguarding
Safeguarding our learners, staff and visitors is important to us. Safeguarding means:
•
•
•
•
•
•

Promotion of your health and development
Ensuring your safety and care
Ensuring you are offered the best life chances
Protection from abuse and neglect
Prevention of bullying and harassment
Prevention of terrorism & extremism

The term ‘safeguarding’ embraces both child and vulnerable adult protection and preventative
approaches to keep our learner, staff and visitor population safe. Safeguarding encompasses
learners’ health and safety, welfare and wellbeing.
The College is committed to safeguarding and the Prevent Duty and promoting the welfare of
children, young people and vulnerable adults and expects all staff and volunteers to share this
commitment. We have developed policies and procedures that aim to meet this commitment. Our
policy covers:
• Abuse and neglect
• Prevention of discrimination
• Anti-bullying and harassment
• Addressing attendance issues
• Supporting health-care plans for learners with specific medical needs
• Safety and security
• Prevention of terrorism and extremism. The College supports the Government's 'Prevent'
strategy, working against terrorism and extremism in all of its forms.
If you, as a student at the College, have any concerns about your wellbeing, safety or rights, then
you should:
• Talk to a member of staff, e.g. your Personal Tutor, Team Leader or Assistant Principal.
• Talk to our Safeguarding Officer on 01691 688032
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•

Talk to a member of the Safeguarding Panel, details of who can be found on posters around
the College.

Privacy Statement
The College’s Privacy Statement informs learners about what information the College holds on them
and with whom we share this information. The Privacy Statement can be accessed on Moodle.

College Facilities
Food and Drink
The College has a Refectory and shop at the Oswestry Campus offering food and drink facilities:
Please dispose of your rubbish carefully using the bins provided and ensure all food is consumed
before entering the classroom. We are conscious of the need for healthy, balanced diets and
provide a range of options that meets most needs.
The Student HUB
The Student HUB is designed to provide a service to students during their time at College. The team
is able to advise on almost anything including:
•
•
•
•
•
•
•
•

Library services.
Student support.
Computer facilities.
Counselling service.
Information on childcare, travel and accommodation.
Progression to Higher Education and applying through UCAS.
Information, advice and career guidance for your next steps.
Signposting and referral if you are not sure who to speak to or what to do.

During term time, the Oswestry Student HUB is open Monday to Friday 9am – 4.30pm
The College Library is located in the Student HUB on the Oswestry Campus They offer books,
magazines and newspapers, DVDs and CDs, careers information, eBooks, internet access and
computers, printing, maps, headphones, stationery and memory sticks.
Throughout your College experience you will find that the Student HUB and its staff can play a key
role in your success. Each centre is tailored to support its own learners and stocks a broad range of
books, journals and periodicals. You can also access a wealth of online resources on the College
network. Much of the information about Learning Resources you’ll need can be found on Moodle,
the College’s Virtual Learning Environment.
The Student HUB is free to use, however, does charge for borrowed items that become overdue.
Should a learner lose a borrowed item, they will need to pay for its replacement. Fines are: 5p for
an overdue four week loan; 10p for an overdue one week loan; 50p for an overdue one hour loan.
To borrow any resources students must be enrolled and have a current college student ID card.
Learners can borrow up to 10 items.
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The Student HUB service includes:
•
•
•
•
•
•

Books
Magazines and newspapers
DVDs and CDs
Career information
eBooks
Computers with internet access

•
•
•
•
•
•

Printing
Library catalogue (Heritage)
Wireless internet
Netbooks/laptops
Headphones
Printing and copying

Computers and Printers
Students will need to log on to computers with their student ID number from their ID card. Learners
are allocated £5 print credit in September for the academic year. Once this has been used, learners
will need to top up their print credit. This can be done by visiting the Reception desk. Printing costs:
5p black and white; 10p colour per A4 sheet. The student ID card provides access to all
multifunctional devices for printing, copying and scanning.
Virtual Learning
To help you, the College has a virtual learning environment available online called Moodle. This is
available online 24/7. Teachers and Personal Tutors will place resources onto Moodle to provide
online support for your course. This means you can access them anytime you wish by logging on to
Moodle through the internet using your student ID number and password.
Parking
There is no parking on site for any learners who do not hold and display a parking permit. Learners
must apply for a parking permit on an annual basis. Further information can be found at:
http://www.hlcollege.ac.uk/studentparking
There are car park facilities at the Oswestry campus, though this can become very full at peak times.
On the Oswestry Campus, car parking for learners is provided on site. This is at the front of the
campus and is used by our staff, learners and contractors subject to vehicles displaying the relevant
parking permit. The car park is managed by the College. Any vehicle driven on College premises
must be driven with great care and consideration of the safety of others: please note the maximum
speed limit at all campuses is 10mph. Failure to do so can result in permits being revoked. Please
note Disabled Parking bays are only or use by vehicles displaying the correct ‘Blue Badge’ and these
are at the front of Oswestry Campus.
Liability will not be accepted for loss or damage to vehicles or their contents, which are only
admitted to the College sites and car parks at owners’ risk.
Smoking Provisions
Designated smoking shelters and waste bins are provided on campus, which smokers are expected
to use with the expectation that they do not smoke in any other area on campus. Waste bins to
dispose of smoking materials are provided next to the shelters and smokers are requested to
dispose of materials responsibly.
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Sport and Enrichment
When you are not studying, there are plenty of activities happening. You may like to take part in
sport or enrichment activities. Look out for information on noticeboards and on Moodle. If you
excel in your sport, we can get you involved in the Association of Colleges sport competitions. You
do not need to be a sports student – activities are open to all students. For more information, please
contact the Sports Enrichment Officer on 01691 688000 or email n.prescott@hlnsc.ac.uk.
Visage – Centre for Hair, Health and Beauty
The Visage Centre for Hair, Health and Beauty on the Oswestry campus offers competitive prices for
College learners and members of the public. Hair treatments include cutting, restyling, blow drying,
a variety of techniques in colouring and perming and various up to the minute hairdressing creative
styles, including barbering. Conditioning treatments are also available and long hair styling. Beauty
treatments include facials, eyelash tints, waxing; spray tanning, manicures, pedicures,
aromatherapy, sauna, steam room and body massage. The salons are open Monday to Friday
9.00am to 4.00pm term time only; appointments are available throughout the year. For full details,
a price list or to make an appointment please contact: visage@hlnsc.ac.uk or 01691 688060
College Nursery
The College offers a happy, friendly, caring and stimulating environment to all children, this helps
to promote your child’s development and reach their full potential before going to school. At
present there are places to take 62 children per session, age ranging from six months to five years.
The nursery is open 51 weeks of the year. The nursery facilities are designed to cater for college
students with young children, enabling them to take advantage of various full or part time courses
at the college, with the assurance that their child will be well cared for. All nursery staff are
DBS checked. For more information, please contact the Nursery Manager on 01691 688007
Scholars Restaurant
Scholars Restaurant offers a pleasant, contemporary venue for coffee, a delicious lunch or dinner.
All food is prepared and served by catering students, but the fabulous range of culinary delights by
far exceeds what many people might expect from a training restaurant. A mouth-watering range of
seasonal dishes from fresh local produce are prepared and served to the highest standards, offering
exceptional value for money. The contemporary venue and smart cream and burgundy upholstery
creates the perfect relaxed yet sophisticated atmosphere.
The Dinner and Lunch Menus are changed on a termly basis to reflect the seasons. All dishes are
freshly prepared and cooked to order, using locally sourced ingredients. The restaurant is open in
term time only.
Coffee and cakes are served from 10.30am-12noon upon request with Lunch from noon until
1.30pm. Dinner is served on an evening from 6pm - 8pm. The restaurant is available for private
hire and corporate events, themed evenings and bespoke dinning and events can be tailored to suit
your requirements. For further details or to reserve a table, call us on 01691 688000 or email:
p.bell@hlnsc.ac.uk or d.tompson@hlnsc.ac.uk

Success for our Students

Your teachers and tutors are there to provide you with lessons, materials and activities that you
need in order to pass all of the qualifications you are studying with us. Your Personal Tutor is there
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to keep an eye on your progress at College and to ensure you receive the support you need to be
successful. Your Personal Tutor may also be one of your teachers.
Personal Tutors and Tutorial Sessions
Your Personal Tutor is your first point of reference in all matters concerning your personal, social
and academic welfare. Nothing is too trivial or too important for your Personal Tutor to help you
deal with and you should never hesitate to seek his/her help.
Every learner will have timetabled tutorial sessions and attendance at these is compulsory. These
sessions will consist of a mixture of group tutorial activities based on social, economic and personal
development issues, the monitoring of attendance and progress, and one-to-one reviews. If you
wish to discuss personal issues which affect your college work in confidence, you may arrange to
meet your Personal Tutor either during a tutorial session or at another convenient time by
appointment.
Group Tutorials
The group tutorial programme covers topics such as Employability Skills and Careers Management,
Considering Higher Education, Sexting and Online Safety, Young Driver and Passenger Programme.
The presenters may be other College staff, or visitors from a range of external organisations.
Tutorials can also be accessed through the College’s virtual learning environment, Moodle.
Individual Tutorials
The purpose of individual, one-to-one tutorials is to help support learners through their studies motivating learners and enabling them to achieve their potential. Your first tutorial will take place
early on in your course and this will confirm your individual learning plan.
Reviewing Progress
You will have regular discussions with your Personal Tutor and subject teachers about your progress.
You will have an individual tutorial appointment each term where you and your Personal Tutor will
review progress against target and add comments to your individual learning plan. You will also
agree actions to ensure your continued progress on your course.
Contact with Parents/Carers
The College places great importance on communication and partnership with parents/carers. This
may be through reports and/or parent evenings. Some courses also have exhibition days to
showcase the products.
Additional Support
North Shropshire College offers a range of support which seeks to meet the needs of students.
Support is available for those requiring help with their studies, including maths and English, as well
as with general study skills.
Students may require support if they have Dyslexia, Dyspraxia, Autism, Asperger’s Syndrome,
hearing/visual/physical disabilities, mental health difficulties, ADHD, or medical conditions. The
Academic Hub offers a support service which is available Monday to Friday 9am to 4.30pm. If you
believe you may need study support or wish to discuss support, please visit the Academic Hub on
the Oswestry Campus, or contact the Learning Support Team on 01691 688035 or email
j.westcott@hlnsc.ac.uk
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Exam Access Arrangements
Access Arrangements are any additional adjustments the College can put in place to enable you to
access your exams due to a learning difficulty or disability. The system is based on providing
evidence of need and an individual’s normal way of working. Examples of adjustment include
additional time, a reader, a scribe, a prompter, modified paper (such as colour, or font size),
smaller/individual room, or rest breaks.
You must apply to receive exam access arrangements through the completion of a Normal Way of
Working form. Please discuss this with your Personal Tutor and the form must be fully completed
and submitted with supporting evidence by email to: studentservices@hlnsc.ac.uk as soon as
possible in the academic year and at latest, by the College deadline of 16 November. No access
arrangement applications will be accepted after the College deadline, except in the case of a
temporary injury, eg a broken arm.
The granting of exam access arrangements is an evidence based process and the College must
comply with the general guidelines contained in the JCQ publication ‘Adjustments for candidates
with disabilities and learning difficulties’ and Awarding Organisation deadlines and regulations for
Access Arrangements. It is important that you submit appropriate evidence in support of your
application and you may have to undergo one or a number of assessments throughout the exam
access arrangement assessment process. It is the learner’s responsibility to apply for exam access
arrangements. If you believe you may need exam access arrangements, please speak to your
Personal Tutor who will start the process by working with the College’s Student Services
Co-ordinator or contact the Student Services Co-ordinator direct on 01691 688000 or email:
studentservices@hlnsc.ac.uk.

Student Voice
The College is committed to listening to our learners and acting on their views. There will be many
opportunities throughout your course of study to contribute to the development of the College, for
example through:
• Learner Voice Surveys
• Learner Focus Groups
• Student Representatives
• Student Governors
• Tutorial Discussions.
Student Representatives play an active role in improving the learner experience at College. They are
volunteers from different courses, who meet regularly with College staff to discuss the issues
affecting students in their areas and how they can work with the College to improve the learner
experience. Student Representatives help to ensure courses run well by giving feedback to their
Course and Curriculum Team Leaders. Being a Student Representative looks great on your CV and
helps you stand out from the crowd if you are applying for further study or a job.
It is important that anyone can apply to become a Student Representative. Good skills to have are
the ability to talk and listen to other students, being able to represent others’ views (whether you
agree with them or not) and being sensitive to people’s needs. Student Representatives are elected
at the beginning of the College year.
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The College holds elections for Student Governors on a biennial basis. Student Governors attend
meetings of the College Board of Governors to reflect the views of students at the College’s highest
decision making level. Student Governors are able to give student opinion and thoughts on projects,
initiatives, and strategy. The Student HUB coordinates nominations and voting.

We want you to be very happy at College and we
wish you every success in your studies.
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