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Hardings training restaurant

Situated in a prime position at the College,
Hardings restaurant is open to the public for
lunch and dinner. Your food will be prepared
in brand new kitchens and with a new modern
interior. The restaurant is a wonderful place
for students to train and for you to enjoy a top
quality meal at very modest prices. Throughout
the year, there are various themed events,

such as Spanish, Chinese and ltalian.

Opening times

For restaurant opening times, please see the
Hardings area on the College website, or on
the notice board outside the restaurant.

To make a reservation call: 01296 588 577

Student refectory

For a quick sandwich, snack or drink, Food

to Go is ideal. For a great cup of coffee, hot
chocolate or tea, visit Café Direct, the Fair
Trade Coffee Shop. Here you can also buy a
range of food at all times of the day including
panini’s, salads, baguettes and cakes. For hot
food visit ‘The Kitchen.” This serves a selection
of hot food and drinks

Opening times

Mon, Tues and Thurs ~ 8.30am — 8.30pm
Wednesday 8.30am — 8.00pm
Friday 8.30am — 3.00pm

10.00am — 1.30pm

Saturday

Water dispensers

There are water dispensers on all floors should
you wish to use them.

Other services...
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Intuition Hair & Beauty Salons

Do you feel the need to be pampered? If so,
why not come along to the Intuition Hair and
Beauty salons. They offer a wide range of
treatments and all at very competitive rates.

The salons offer:
e Hair Treatments including: cutting, perm and
colouring

¢ Beauty Treatments including: body massage,
facials, manicures and pedicures

e Holistic Therapies including: reflexology,
aromatherapy and Indian head massage.

All treatments include client consultation,
aftercare advice and the opportunity to
purchase some retail products for your
personal use at home. Please be aware that
students can receive a 20% discount on
services and 10% off all retail products with
their valid student ID card.

To enquire about treatments available,
appointment times and current promotions,
please visit the Intuition Hairdressing & Beauty
Therapy Reception or ring us on 01296 588 555.

To find out about our monthly offers visit
www.aylesbury.ac.uk
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Printing

Students will have an initial allocation of 200
A4 black and white copies of printing from the
College computers. Once your allocation has
been used you will be able to purchase further
copying and printing through the Learning
Centre, further printing is charged at 4p per
Black and While A4 page, colour printing is
available from the College Reprographics room
at a cost of 40p per A4 sheet or 80p per A3
sheet (all single sided only). Reprographics also
offer comb binding and lamination facilities for
high class presentation of student work at an
additional cost.

Private printing is also available; quotes
provided on request. College Reprographics

is open 9:00am — 4:30pm everyday in term
time and is located in room G29 along the
corridor next to the main staircase on the
ground floor. Please telephone 01296 780299
to make an appointment.

Learning support

You may have a support need connected with
your learning. We work with students with

a wide range of needs and can offer extra

help such as note taking, out of class study
sessions, adapted learning materials and
specialist equipment. We can also arrange for
extra support for exams such as a reader or
extra time as long as we have evidence of your
need. If you feel that you will need support,
then please discuss this with your Course Tutor
or you can come and see Sarah, Angela or
Jamie in the Learning Centre on the first floor.
Learning Support is available for full and part-
time students and for all ages.

Additional Learning Support —
Learning Centre, 1st Floor
01296 588 588

Sarah Wigmore swigmore@aylesbury.ac.uk
Angela Stanfield - astanfield@aylesbury.ac.uk
Jamie Coats — jcoats@aylesbury.ac.uk



Learning Centre

The Learning Centre is on two floors and
forms the centrepiece of the College building.
It provides areas for both individual and
group study, and offers up-to-date learning
resources to help you to get the most out

of your studies. You will find a wide variety

of books, newspapers and magazines, a
careers library, and ample networked, internet
enabled computers. Staff are always happy to
help you find the information you are looking
for, and can show you how to make the best
use of the variety of software packages on the
College network. More detailed information
about the Learning Centre is available on our
area in Blackboard.

Loans Most students can borrow four
items for three weeks, with the option of
one renewal. Higher education students can
borrow up to six items. Loan periods vary
according to demand.

Fines Overdue fines are 10p per item per day,
with an additional £15.00 for items which are
more than one month overdue. Students are
responsible for the books they borrow and will
be invoiced if books are not returned.

Your Entitlement The support we can

offer you, and the Learning Centre’s Code of
Conduct, are displayed in the Learning Centre.
The College also has a Code of Computer
Conduct which students are expected to follow.

Hours of opening, term time:

Mon — Thurs 8.45am - 7.30pm
Fri 8.45am - 5pm
Sat 10am - 1pm

Holidays: Mon — Fri 9am - 4pm

Student Council

The College has an active Student Council.
This is made up of elected curriculum area
representatives. Please ask your course tutor
for details, or speak to Mohammed Hussain,
Learner Involvement Community Liaison
Officer, who is based in the Atrium.

Making your views known

In the first instance, inform your tutor or
personal tutor of any issues regarding your
views on the College, your course or any
concerns you may have or improvements you
think should be made. Students are invited to
participate in the Student Satisfaction Surveys,
held 3 times per year. You could also speak to
your curriculum area representative who will
feed back to the Student Council.

Students property

The College cannot accept responsibility
for the loss of, or damage to, any personal
equipment or valuables. Please ensure that
you keep all personal belongings with you
at all times. Any lost property found will be
logged at Reception.

National Union of Students (NUS)

You can register for an NUS card online at
www.nusonline.co.uk. This card will enable
you to obtain discounts in participating
schemes and national stores.

Mobile phones

Please make sure your mobile phone is
switched off in classrooms, Learning Centre
and computer rooms so that others are not
distracted from their work. Phones MUST NOT
be taken into an examination room under

any circumstances. You are welcome to use
your mobile phone in the College Refectory
or outside College buildings. In an emergency
you may be contacted through the College
switchboard on 01296 588588.

Parking

Free parking is provided on first come, first
serve basis. You must have a College
parking permit displayed in your
windscreen and you must park within a
parking bay to avoid a parking charge
notice (currently £80.00). If you do not yet
have a parking permit you must record your
full registration at Security.

Students are provided with one permit only
which can be exchanged on production of
your old one should your vehicle change.
For full details, please see notice boards

in the car park. Please see Blackboard
for more information.

Personal safety

It is important that you look after your
personal safety and minimise any risk
to yourself.

* When you leave the College premises try
to go out with friends as there is safety
in numbers

* When you walk home at night try to walk
on well lit roads and avoid dark paths
and alleyways

e It could be worthwhile investing in a
personal safety alarm to carry with you

* Make sure you always use pre-booked
licensed taxis

Smoking

Smoking is not permitted in any part of the
premises, entrances, grounds or vehicles
managed, leased or owned by the College at
any time, by any person regardless of their
status or business with the College. For the
full smoking policy please see Blackboard.
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Aylesbury College homes a state of the art
sports suite with sports hall, fully equipped
gym and fitness centre and dance studios.
Membership rates are very reasonable for
students with an annual fee of £180 or
monthly payments of £15. The gym is open
for use 7 days per week, Monday-Friday
4-10pm, Saturday and Sunday 9-5pm to
allow students to get the maximum benefit
from their membership. Gym induction
sessions can be booked by calling the sports
centre team on 01296 780222.

Afternoon and evening sports classes are
available including Tae Kwon Do, kick boxing,
aerobics, circuits, pilates and trampolining.
More details of these activities can be found
on the notice boards in the sports area
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The Sports Hall facilities are also available

for private hire to those wishing to organise
alternative activities. The cost for hire of

the whole hall, without equipment is £40.
Badminton courts are available for hire at
£8.50 per court. A number of local community
sports clubs are based at the College and
further information about the full range of
activities and charges are displayed on the
sports area notice boards.

The Table Tennis table that is positioned in the
Dance Studio is available for hire, and if there
is sufficient interest shown in playing Table
Tennis there will be a competition for students,
leading to opportunities to represent the
College competitively

Working in conjunction with Aylesbury Vale
District Council’s coaching agency Bucks
Sport, we are able to offer a Sports Leaders
Day Award, giving students a chance to get a
qualification in sports leadership in just a few
hours.

Dodgeball taster sessions will take place in
the Sports Hall, where students can just turn
up and play this exciting growth sport. Along
with this, coaches from Dodgeball UK will be
taking sessions with students on a 6 week
course that will give students a Dodgeball
Level 1 qualification, which means they are
able to assist in the running of Dodgeball
sessions in schools and clubs.

Students will be offered coaching in Netball,
Rugby and Basketball, with competitive
Netball games being played against schools

in the Bucks District PE Partnership. Basketball
and Rugby matches will be played against
Schools and Colleges in the area to further
develop these sports within Aylesbury College.

Aylesbury College and Aylesbury United
Football Club have joined forces in a Football
Partnership starting for the 2009/2010 season.

This will see Aylesbury College having
competitive under 19 inter-college Football
matches against teams from the South-

East region in British Colleges Sport every
Wednesday, with Aylesbury United providing a
fully qualified Coach to work with the players
to share expertise from the most senior level
Football Club in the area.

Football Development of around 4-6 hours
every week will be offered to students, and
AUFC will be providing a playing kit for the
team to wear. AVDC will be working with us
to provide outside facilities for training and
matches, and the Sports Hall and fitness suite
will also be utilised for training and physical
conditioning work.

The football partnership will also see specialist
coaching being offered to female students,
with matches against Schools and Colleges
being organised, together with a chance to
train with Aylesbury United FC Ladies team,
and play in competitive matches for the club
on a weekend.
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Travelling to College

Depending on your financial circumstances
and how far you have to travel to get to
College, it may be possible to obtain help with
your travel costs from the Learner Support
Fund, for further information contact

Learner Services.

Also, some local authorities provide schemes
for discounted or free travel to College:

Students who live within
other counties

We strongly advise learners to check the
availability of subsidised travel, and their
eligibility for it, well in advance, with their
Local Authority Awards Section. The rules
vary considerably from County to County
and year to year.

Students who live within

Buckinghamshire

To qualify for Buckinghamshire County Council
subsidised travel you must:

e Live in Buckinghamshire

* Be under the age of 19 years on
1st September

e Live more than 3 miles from College

* Make sure that you are attending the
College nearest to your home offering the
course you wish to follow. Help will not
be given if a similar course is available at
a nearer College.

e Be attending College for a minimum of
4 days per week.

If you are an independent student receiving an
income based benefit, or the dependant of a
person in receipt of one, you may be eligible
for free transport.

Application forms and advice may be obtained
from Learner Services at Aylesbury College or
contact:

Student Tickets

Passenger Transport Section
Buckinghamshire County Council
County Hall

Aylesbury

Buckinghamshire

HP20 1YZ

Tel: 01296 383 938

Students who live within

Milton Keynes

To qualify for Milton Keynes Council subsidised
travel you must:

e Live in the Borough of Milton Keynes

* Be under the age of 19 years on
1st September in the year of starting
your course

e Live more than 3 miles from College

* Make sure that you are attending the
College nearest to your home offering the
course you wish to follow. Help will not
be given if a similar course is available at
a nearer College.

e Be attending College for a minimum of
4 days per week.

If you are an independent student receiving an
income based benefit or the dependant of a
person in receipt of one, you may be eligible
for free transport.

If you would like an application form or would
like to know whether you are eligible for
subsidised or free travel you should contact:

Jenny Wodey

16-Plus Tickets

Passenger Transport Section
Milton Keynes Council

Civic Offices

1 Saxon Gate East

Central Milton Keynes

MK9 3HN

Tel: 01908 252 526

Students who live within
Hertfordshire

To qualify for Hertfordshire County Council
subsidised travel you must:

e Live in the administrative county of
Hertfordshire

* Be a full time student

* Be under the age of 19 years on
1st September in the year of starting
your course

Application forms for subsidised travel are
available from Learner Services at Aylesbury
College or contact:

Passenger Transport Unit
P O Box 99

County Hall

Hertford

SG13 8TJ

Tel: 01992 556 765

If you are a full time College student aged
16-18 whose family is not in receipt of
benefits, you may purchase a saver card for
£5 which entitles you to half fare on public
bus services to Aylesbury. If your family is on
qualifying benefits, you may apply for a free
saver card. In exceptional circumstances, you
may apply for a free bus pass.

For more information on Saver Cards Tel:
01992 556 765.
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Students who live within
Bedfordshire

To qualify for subsidised travel you must:

e Live in Bedfordshire throughout the duration
of the course

* Be a full time student

e Attend the course at the nearest College
that offers your chosen qualification.

¢ Be under the age of 19 years on
1st September in the year of starting
your course

e Live more than 3 miles from your place of
study measured by the shortest available
walking route.

Free transport may be available if you also
satisfy one of the following:

* Have special educational needs and, in
the case of College students, have had a
Statement of Special Educational Needs
when you left school and were in receipt
of free home-to-school transport in the
last year of school;

e Your family is in receipt income based benefit.

Application forms are available from the
Learner Support Officer at Aylesbury College
or contact:

Education Transport

Contracts & Facilities Management
County Hall

Bedford

MK42 9AP

Tel: 01234 228 431

Tutorial services

You will be allocated a Tutor who will be
your initial point of contact. We believe very
strongly that all students can be successful.
Tutorials help us to ensure that students do
the things that they need to do to ensure
success. Tutorials will include group and
one-to-one sessions.

It is important that you prepare for your
reviews so that you get the most out of them.
They are your opportunity to sit down with
your Tutor and recognise what you are doing
well, to discuss what you need to work on
and to set realistic yet challenging targets.

Some courses require students to carry out
work experience. Please ensure that you know:

« If work experience is a requirement of your
chosen course
* How many weeks are involved

e Whether it is during term time or something
you do during the holidays

* Who is responsible for arranging your
placement —i.e. you or the College.

Assignments and assessment

When you start your course your tutor will
give you a copy of the Course Handbook.
The content will vary from course to course
and will explain all of the arrangements for
assignments.

Code of conduct

— Attend regularly and punctually

— Respect all other students and take account
of their needs

— Come prepared to all classes
— Hand in your work on time
— Look after your classroom or workshop

— Inform your tutor in advance if you know that
you will be late or absent, and give a reason.

You will need to be aware that the College
has extensive CCTV facilities which are
monitored regularly.

Data Protection Act

Aylesbury College is required by law to comply
with the Data Protection Act, 1998, which
came into force on 1st March 2000. The
College is committed to ensuring that every
registered student complies with this Act
regarding the confidentiality of any personal
data held by the College, in whatever
medium.

Aylesbury College needs to keep certain
information about its past, current and
potential employees and students, and

other users of Aylesbury College facilities to
allow it to function effectively and monitor
performance and achievements. To comply
with the law, information must be collected
and used fairly, stored safely and not disclosed
to any other person unlawfully. To do this
Aylesbury College must comply with the Data
Protection Principles which are set out in the
1998 Act.

For the full policy please look on Blackboard
or request a copy in writing.
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Disciplinary Procedure

The Students Disciplinary Procedure aims to:

e Help all students achieve success in their
studies, free from interruption.

e Help all students develop responsibility for
themselves and sensitivity in their behaviour
towards other students, staff and visitors to
the College.

 Protect students from harassment or abuse.
e Preserve a healthy and safe College

environment.

The Procedure applies to all students including
those from the Thames Valley Police Initiative
and 14-19 year olds involved in College
collaborative provision.

Equal opportunities

Aylesbury College is committed to the
promotion of equality of opportunity and
places great value upon the diversity of its
community. The provision of equality of
opportunity and respect for the needs and
rights of the individual are fundamental to the
stated mission and values of the College.

Aylesbury College is opposed to any form

of discrimination on grounds of sex, race,
faith or belief, colour, nationality, ethnicity,
sexual orientation, age, social class, mental or
physical disability.

The College will treat all employees, students
and other members of the College community
with respect and dignity, and seek to provide
a safe and positive working and learning
environment, free from discrimination,
harassment or victimisation

The College recognises that passive support
for Equality and Diversity is not enough.

During the formal stages of the Disciplinary
Procedure the student may be accompanied by
a parent, guardian or fellow student. Where
written warnings are issued, these shall remain
on the student’s personal file until they have
completed their course. If a student applies to
enrol on to another course whilst the written
warning is on file, they will be interviewed by
the Head of Curriculum. Normally, the written
warning will not be used to prevent enrolment.

For the full policy please look on Blackboard
or request a copy in writing.

Inequalities created by direct or indirect
discrimination, stereotyping and other
inequalities affect everyone and challenging
them must be the responsibility of all.

Aylesbury College is a secular College. The
College respects the diverse cultural and
religious traditions of all its students and
accepts the rights of individuals and groups
peaceably to worship and to fulfil their cultural

obligations. Accordingly, the College will neither

promote, nor permit to be promoted, any one

religious faith or culture. Whilst College facilities

exist primarily for the delivery of educational
activities, arrangements will be made, where
practicable, for students to carry out essential
religious observance. Dedicated facilities cannot
be provided for particular faith groups.

For the full copy of the Equality and Diversity
Policy and Procedures, please look on
Blackboard or request a copy in writing.

Health and safety regulations

Aylesbury College recognise that a
positive approach to health and safety is a
fundamental part of College life.

The College is committed to its responsibilities
to assess and manage risks within its learning
facilities together with the potential effects
on the Community in which it operates.

We expect every student whilst at College, or
on a work based learning programme, work
placement, or other activity associated with
College to:

e Act in responsible manner

e Demonstrate behaviour that is
commensurate with the training and
guidance that he or she has received.

For the full policy please look on Blackboard
or request a copy in writing.

ID policy

When you enrol you will be issued with your
ID Badge for the academic year in order to
ensure the safety and security of the College
community. Students will be required to
wear their ID Badges without exception. The
entrance has a swipe card barrier, entrance
will be allowed via your Student enrolment
card. Students who forget their ID Badges can
obtain a replacement, but a fee of £5 will be
charged for the first replacement and £7.50
for any further replacements after that. The
security desk can provide replacements. In
addition students with broken or damaged
badges will need to bring their ID Badge to
Security in order to obtain a replacement, for
which a replacement fee may be charged.

IT acceptable use policy

In order to provide a high standard of service
to our students and to ensure that the facilities
are used appropriately, the following computer
usage rules apply. Disciplinary action will be
taken if these regulations are broken.

The following are not permitted in
computer areas:

e Eating and drinking

e Use of mobile phones

e Playing computer games
* Chat lines

» Copying of software (this includes any
audio CD)

* Connecting any hardware to the
network other than storage devices
(e.g. memory sticks)

* Accessing/saving/sending or printing
inappropriate material (e.g. pornography) is
forbidden, as is the sending or displaying of
any material which is likely to cause offence,
inconvenience or needless anxiety. It is a
criminal offence to possess and /or publish
pornographic images involving a minor.

For the full policy please look on Blackboard
or request a copy in writing from the
Learning Centre.
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Chat Safe -
social networking safety

e Don't give out personal details,
photographs, or any other information
that could be used to identify you, such as
information about your family, where you
live or the school you go to

* Don't take other people at face value —
they may not be what they seem

* Never arrange to meet someone you've
only ever previously met on the internet
without first telling your parents, getting
their permission and taking a responsible
adult with you. The first meeting should
always be in a public place

e Always stay in public areas of chatrooms
where there are other people around

* Don't open an attachment or downloaded
file unless you know and trust the person
who has sent it

e Never respond directly to anything you find
disturbing — save or print it, log off, and tell
an adult.

Parents and students will find further
advice and guidance from the following
organisations:

e RAF: www.raf.mod.uk/ptc/sfaw.html

e Thames Valley Police: 01865 846000
www.thamesvalley.police/chatsafe.uk

¢ Childnet International: 020 7639 6967
www.childnet-int.org and
www.chatdanger.com
email: info@childnet-int.org

e SPCC: 0808 800 5000 www.nspcc.org.uk
email: help@nspcc.org.uk

e Kidscape: 020 7730 3300
www.kidscape.org.uk

Passwords

Passwords are confidential to the individual
concerned and should not be revealed to other
persons, nor should they be written down or
displayed in places where they are likely to be
seen by others. Misuse of an account will be
the responsibility of the account holder.

Please be aware

e Violation of these rules will result in a
temporary or permanent ban on the use
of computers.

e Disciplinary action will be taken in line
with the College Student Disciplinary
Policy and Procedure.

¢ Any data stored on College systems
remains the property of the College, and
may be viewed or accessed at any time
upon request by members of the College
staff both during and subsequent to your
time at the College.

e Deliberate damage to computer systems
or software is a criminal offence. The
College will co-operate with the police in
any necessary enquiry.

_O_
-

Learning Centre code of conduct

What you can expect from us...

¢ A welcoming and safe environment where
you are able to learn independently and
complete your assignments

e Support from friendly and efficient Learning
Centre staff

e Guidance in the effective use of Learning
Centre resources including the catalogue

* Up-to-date printed resources which meet the
needs of the curriculum

e Reliable computing facilities with appropriate
software applications necessary for your
studies

We expect you to...

e Retain and wear your ID at all times and
present to a member of staff upon request

» Be considerate of other students at all times
If your behaviour disturbs others, you will be
asked to leave

e Comply with the IT Acceptable Use Policy
Staff can monitor your computer and any
misuse will result in disciplinary action

e Look after books you borrow. You will be
charged for non-returned items

* Help maintain the study environment by not
eating, drinking or using mobile phones in
the Learning Centre

e Leave the chairs and tables tidy and as you
would wish to find them.
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Learner Services

Moyra Partridge, Emily Coole 01296 588 599
E-mail: learnerservices@aylesbury.ac.uk

Katie Kolb — 01296 780213

Email: kkolb@aylesbury.ac.uk

Additional Learning Support

Sarah Wigmore, Learning Centre 1st & 2nd Floors 01296 588 588
Angela Stanfield, Jamie Coats 01296 588 588

E-mail: swigmore@aylesbury.ac.uk

astanfield@aylesbury.ac.uk

jcoats@aylesbury.ac.uk

Learning Centre
Diane Brandon, 01296 588 534
E-mail: dbrandon@aylesbury.ac.uk

Examinations
Annie Homewood 01296 780 204
Email: ahomewood@aylesbury.ac.uk

College Day Nursery

Carol Carlin - Day Nursery Team Leader
College Nursery 01296 588 594

E-mail: ccarlin@aylesbury.ac.uk 07931 340965

Careers and Progression Advice

Connexions PAs for learners up to 19 years of age
0845 217 1366

Learning Centre 01296 588 588

E-mail Connexions: aylesbury@connexionsbucks.org.uk

Nextstep for those 19+

0800 195 4700 - Learning Centre
01296 588588

E-mail: advice@nextstepsoutheast.org.uk

Governors may be contacted through the clerk
Nigel Chambers — Clerk to Corporation,

Room 2-14a 2nd Floor 01296 588 510

E-mail nchambers@aylesbury.ac.uk

Addiction Counselling Trust 01296 425 329

Nextstep 0800 195 4700

Nextstep at Aylesbury College 01296 588 588
Aylesbury College Counselling Service 01296 588 537
Aylesbury Police Station 01296 396 000

Aylesbury Social Security 01296 314 700

Aylesbury Vale Racial Equality Council 01296 425 334
Aylesbury Vale Rape Crisis 01296 392 468

Aylesbury Women'’s Aid 01296 436 827

Aylesbury Youth Line 01908 309 922
(including information and advice for gay, lesbian or bisexual young people)

Connexions 0845 217 1366
Connexions at Aylesbury College 01296 588 588
Citizens Advice Bureau 08701 264056

Family Planning 01296 421 722
(Emergency contraception available from Brookside Clinic,
Morrisons and Tesco Broadfields. For under-18s this service is free.)

Samaritans 01494 432 000

Social Services 01296 395 000
(Out of hours Emergency Number 01494 817 750)




