
PART TIME LEARNER HANDBOOK

2006 / 2007

A warm welcome to Neath Port Talbot College.  We are sure this will be the start of a successful and enjoyable time for you.  In this booklet, you will find all the information you need to help you settle into College quickly.  Tutors and Lecturers can offer help and guidance and friendly staff from Learner Services can be accessed if you need help/guidance on anything from your course to financial help.

During the early weeks it is important to ensure that:

· You are on the right course

· You know everything you need to know about College and College life

This booklet will help you to:

· Understand what is expected of you to be successful at College

· Be aware of key staff who can help and guide you
· Know where to find out more information

· If you need help, just ask…

Read on…
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	Full-time/part-time Enrolment

Induction

Community Education enrolment
	25 August – 2 September 2006

4/5 September 2006

11 September 2006



	Part-time classes commence

Community Education classes commence


	11 September 2006

18 September 2006

	HE enrolment / induction
	18 September 2006



	Autumn Term

	Term Dates

Half Term


	Monday 4 September – Friday 22 December 2006

30 October – 3 November

	Spring Term

	Term Dates

Half Term


	Monday 8 January – Friday 30 March 2007

19 – 23 February 2007

	Summer Term
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May Day

Half Term
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7 May 2007

28 May – 1 June 2007
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Learner Finance – EMA Advisers
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LSF Administrator




Hayleigh House

studentservices@nptc.ac.uk

Neath Campus: Dwr-y-Felin Road, Neath, SA10 7RF

Telephone/Ffon: (01639) 648000

Afan Campus: Margam, Port Talbot, SA13 2AL

Telephone/Ffon: (01639) 648200

Coleg Pontardawe: Alloy Industrial Estate, SA8 4JS
Telephone/Ffon: (01639) 648100

Queen Street Centre: Queen Street Neath, SA11 1DL

Telephone/Ffon: (01639) 648110

Twyn yr Hydd: Margam Country Park, Port Talbot, SA13 2TJ

Telephone/Ffon: (01639) 648585

Building Craft Training Centre: St Davids Close, Llansamlet, SA6 8QT

Telephone/Ffon: (01693) 648120

Llandarcy Campus: Llandarcy Park, Llandarcey, SA10 6JD

Telephone/Ffon: (01639) 648720

Construction Training Centre: Unit 7, Spelter Industrial Estate, Maesteg, CF34 OTY

Telephone/Ffon: (01639) 648180


Learner Services offers a friendly support service for all full and part time College Learners.  The Centre at Neath Campus is based next to the reception desk in the main building.  On the Afan Campus it is behind the main reception in the Student Centre.

Learner Services provides:

· A personal advice service

· Careers guidance

· An accommodation service

Advice, assistance and information can be provided in the following areas:

· General welfare and health issues

· Job applications

· Higher Education applications

· Finance including Learner Support Fund Applications

· Accommodation

· Personal Problems

Learner Advisers can help you, in confidence, deal with a range of matters of personal, social, health, accommodation, financial, vocational or academic concerns.

Careers Advisers are also based in Learner Services and are available to offer specialist advice on:

· Careers

· Jobs

· Training Courses

You are always welcome at Learner Services to use the facilities in the Careers Libraries.  They maintain a comprehensive stock of up-to-date career literature, computer software, and access to the internet, careers books, university and college prospectuses.

To make an appointment to see a Careers Adviser, see the Support Officer in Learner Services at Neath and The Student Centre at Afan.  You are encouraged to take every advantage of the facilities by making regular visits to the centres and, if necessary, securing a careers interview with a Careers Adviser.

Careers Wales online is an interactive website that provides a wealth of information on issues related to your future.  It can be accessed on:

www.careerswales.com
The centres are open from:

· 8:30am to 5:00pm Monday to Thursday

· 8:30am to 4:30pm Friday


If you are thinking of applying for a place in Higher Education there is a wealth of information in the College that can help you with your choice of institution and course.  All the H.E. prospectuses are kept in the Learner Services Careers Areas.  Also located in the area are computers, which link to university web sites through the UCAS site at www.ucas.com 


The inclusive and Essential Skills Manager is Dawn Truman.  She can be found in room ND144 on the Neath Campus, tel. 01639 648372 and in the Learner Centre on the Afan Campus, tel. 01639 648236.

Learning Support is intended for Learners with learning difficulties and/or disabilities following mainstream college courses.

Learners have an entitlement to receive support that will help them to learn, progress and to achieve their educational goals.  This will involve tutorials or use of appropriate human and physical resources.

How does the College find out about your needs?
· Discussion at interview

· Return of Needs Analysis Questionnaire

· Information from your previous school

· Discussion/observation during Induction

· Self referral

· Screening of all first year full-time learners

· Screening of learners studying part time who have Specific Learning difficulties 

Further information can be found in the College Disability Statement, which is produced, in different formats.  You can either discuss your needs with the Inclusive and Essential Skills College Manager or other identified staff.  Learners needs will then be discussed during the regular Learner Support meetings.  Disability Statements can be found at Reception, Faculty offices and the Learning Resource Centre on all main College sites.  The written version (English/Welsh) can be found on the College Intranet.

Essential Skills

We offer support for full and part time learners on all Neath Port Talbot College campuses.

Support provided in:-

English

Mathematics

ICT

Assignment work in all subjects and at all levels

We can help you to achieve your ultimate goal.  Qualified staff and resources, including computers and Internet access are available.


Remember the most important part of the N.U.S is U

The Students Union is run by learners for learners.

It aims to protect and further the interests and general welfare of the learners of Neath Port Talbot College.

Membership
The College is affiliated to the National Union of Students.  You automatically become a member of the Student Union when you register at the College.  Your Learner ID card/Library Card is also your Student Union Card.  If you do not want to be a member of the Student Union you need to sign a form at Learner Services, which will prove that you have opted out of the N.U.S.

Student Union Card
This card can be used to get reductions at a variety of retail outlets, cinemas, etc.  Info leaflets can be accessed from Learner Services.  More info can be accessed from the NUS website: www.nusonline.co.uk 

Both Neath and Afan campuses have Learning Resource Centres where learners can study in their own time or under guidance from Tutors during lesson times.

On the Neath campus there are 2 Learning Centres, both housed in the new Electronic Learning Centre, one located on the ground floor and the other on the first floor.

At Afan campus the Learning Resource area is located on the ground floor and is composed of a library and an interlinked Flexible Learning Centre.

These centres hold stocks of books, newspapers, magazines and other resources such as DVD’s, CD’s and Videos.  Most of which are available for learners to borrow to use at home.  Plenty of computers are provided for the preparation of assignments and research using the internet and e-books.

Further information about the facilities that are available and the rules for borrowing materials can be obtained from any of the centres.

	Opening hours are:


NEATH




AFAN
Mon-Weds
8:30 – 7:30


Mon, Tues & Thurs
    8:30 - 6:00  

Thursday
8:30 – 5:00


Wednesday

    8:30 - 5:00 

Friday

8:30 – 4:30


Friday


    8:30 – 4:30


As a learner in Neath Port Talbot College you will need an Identity Card/Library Card and it is your responsibility to carry it at all times.

If you wish to opt out of the Student Union you will need to sign a form in Learner Services.


The College takes Health and Safety issues very seriously and the safety of Learners and Staff is of a paramount importance.
The College’s Health and Safety Committee meets regularly and includes Jackie Williams who is the Health and Safety Officer and is responsible for overseeing the standard of Health and Safety throughout the College.  Your co-operation is requested to ensure good housekeeping and a litter free environment.  If you see a safety or health hazard or witness an accident or are involved in an accident yourself, you must report the matter immediately to a member of staff or the College’s Health and Safety Officer in order that an accident form can be completed.

First aid boxes, (under the supervision of the Heads of School and Functional Area Managers) are provided in laboratories, workshops and other rooms in the College.  Qualified First Aiders are also available on all campuses and a list of their names and locations is displayed adjacent to first aid boxes.

If you suffer from any illness or physical disability, which could affect your studies in the College, inform your Head of School, Tutor, or the Manager of Learner Services, so that special arrangements can be made.

	Learners must notify Tutors if they have any health related issues that they feel College should be aware of / that would affect their programme of study.


Where applicable, protective clothing must be worn at all times, e.g., safety glasses, shoes and overalls.  Learners will be advised on the correct protective clothing suitable for their respective working environment.
Fire drills and fire alarm bell tests are carried out at regular intervals during the year.  Read and memorise the instructions on the ‘Fire Notices’ displayed in the College, so that in the event of a fire or a fire drill, you will know the exact procedure to follow and where to assemble until the all-clear is given.

The College is committed to adopting measures to protect and improve the environment by utilising energy and water more efficiently.  We actively seek out Learner views regarding ‘Green Issues’ and suggestion boxes are available at all Reception areas for Learners to put forward energy saving ideas.  An environmental and Energy Task Group discusses such matters on a regular basis.  To help us be an energy efficient College the adoption of good housekeeping practices is encouraged for all Staff and Learners:
Lighting: On leaving your classroom remember to switch off the light.  If you pass a classroom that is unoccupied take responsibility and switch off the light, close the door making sure no one is using the room.

Computers: Remember to switch your screen off once you have completed a study session.

Heating: It is essential to keep warm but often doors and windows are left open.  Be energy aware and do not leave them open any longer than necessary.

	DISCLAIMER

Neath Port Talbot College does not accept liability for any damage to/loss of Learner’s personal belongings, however incurred, on any College premises or on College business.

If you wish to insure your personal property against loss/damage, you should make your own arrangements to do so.  We strongly advise Learners never to leave personal property unattended.





Internal Examinations, Course Work and Assignments

Your Subject Lecturer, Personal Tutor or Course Co-ordinator will be able to give you the dates of internal College examinations and the deadline dates for the submission of course work and assignments.  This work, together with homework and class work, will be assessed and will give you and your Tutors an indication of your progress in the College.  Learners who do not satisfactorily pass examinations/assessments will need to discuss with their Subject Lecturers, Course Co-ordinators or Personal Tutors, the possibility of re-sits.  In some cases it may be in your best interest not to proceed to the subsequent year of the course but to repeat the year or even look at the possibility of changing to a more suitable programme to allow you to progress and achieve.
External Examinations 

You are personally responsible for entering yourself for appropriate examinations before the stipulated closing dates for entry.  If you are re-sitting an examination, which you previously sat at another centre, you should ascertain the exact title of the paper before re-entering.

You should check with your lecturers to make sure that you have been entered for all your external examinations and that all your external fees have been paid.

Part time learners in receipt of benefits may be entitled to a reduction in the cost of exam fees.  To apply for this reduction part time learners should collect an NPTC36 form from the finance office.
It is your responsibility to check carefully the:
· Dates

· Times

· Room locations

of your examinations with your lecturers, and by looking at the notices displayed on the College Notice Boards.

Learners requiring additional examination support e.g. extra time, reader, writer etc must discuss this with their Course Co-ordinator/Personal Tutor during the Induction Programme.  

No Learner can receive additional support unless:-

1. There is written evidence from their Secondary School

2. They have been timetabled for assessment by Inclusive Learning Staff, who will produce written supportive evidence 


What to do if things go wrong

There are occasions when things go wrong.  When this happens we would like you to tell us about it straight away so that we can try to put it right.

Where possible discuss your complaint with a Subject Lecturer, Course Co-ordinator or Learner Adviser.

If you wish to make a more formal complaint you will need to make a written statement of the details on the Complaints Log available at Reception areas.  An initial response will be given within 3 working days of receipt that will indicate who will be dealing with your complaint.

Should you be dissatisfied with the outcome of the initial enquiry, the next level of appeal will be to the Principal and the Governing Body.

In these final stages of the appeal, the appropriate Body will indicate their response time upon receipt of the complaint.


	1. Examination Fees


Should you wish to enter for an examination outside your main programme of study, you may have to pay fees. Please check in advance with your Tutor, as course and examination fees can be costly.
	2. Financial Support


Educational Maintenance Allowance (EMA) - Further Education

EMA is an allowance which is worth up to £30 per week (paid fortnightly) for learners who are aged 16, 17 and 18 on 31st August 2006, continuing in further education from September 2006. There are also bonuses of £100 if you remain on your course and make good progress with your learning.

Who is entitled to an EMA ?

You may be entitled to EMA in 2006/07 if:

• You are aged 16, 17 or 18 on the 31st August 2006.

• Your household income is £30,810 or below.

• Your academic or vocational course involves at least 12 hours

of guided learning per week (such as lectures and supervised

study).
What Do I Need To Do To Claim an EMA?

• Forms are available from Learner Services or can be downloaded from the Student Finance Wales Website:

www.studentfinancewales.co.uk
• You must attend all your course sessions and sign an EMA Learning agreement with the College.  This agreement will state clearly what is expected of you in terms of:

Attendance, Coursework and Progress.
Assembly Learning Grants (Further Education)

The Welsh Assembly Government has made funding available for ALG's to learners who are aged 19+ on the 31st August 2006, pursuing full or part-time courses in further education.  Applications are subject to means testing.  Full-time learners who qualify can receive up to £1,500 per year and part-time learners up to £750 per year. Learners should apply via Student Finance Wales. Help and guidance is available from Advisers in Learner Services Tel: 01639 648404.  Application forms are available from Learner Services (Neath)/Student Centre (Afan) or can be downloaded from the website: 
www.studentfinancewales.co.uk
	Higher Education - Financial Support


Any learner following a full-time higher education course at NPTC needs to complete a PN1 form prior to enrolment. This form should be returned to the relevant Local Education Authority, who will make an assessment on all aspects of financial support including loans, grants and fee support.

Higher Education students in financial need should contact Learner Services (01639 648404) to establish if they are eligible for additional financial help.

Learners following a part-time higher education course may be eligible for the Fee Grant and Course Grant. Contact your Local Education Authority or Learner Services for more details and advice about how to apply for the most appropriate support package.

Any Learner at Neath Port Talbot College who has financial problems or difficulties budgeting is encouraged to contact a Learner Adviser as soon as possible - all help is in complete confidence.
	Email: studentservices@nptc.ac.uk
Telephone: 01639 648404




Our Mission:
	"Quality Learning Means Achievement for All"


As a College we aim to help everyone access the best possible Education and Training to help Learners realise their full potential.

This means working together and recognising the value of a partnership between you, the Learner and us, the College.

	Before you join us we will:


• Offer you impartial advice and guidance from NPTC Staff and Careers     

   Wales West Staff

• Help you choose an appropriate course

• Help and advise you regarding any additional needs you may have

• Offer you a programme of study with us if you meet the entry   

    requirements
	When you join us we will:


• Allocate you a Personal Tutor / Course Co-ordinator (full time learners and other as appropriate) 
• Ensure you receive high quality tuition from appropriately qualified 
    staff

• Ensure you have an Induction to the College

• Provide you with a well resourced learning environment and access to 
    materials suitable for your programme of study

• Provide you with an appropriately monitored assessment programme

• Ensure that your Tutor discusses your progress with you regularly and   

    helps you action plan for improved performance Provide support to help 
    you to achieve via your Lecturer, the Tutorial system and Learner 
    Services Staff who can offer impartial advice concerning personal 
     issues, financial matters, Careers, Higher Education and the world of 
    work

• Provide access to state of the art facilities in the Learning Resource 
   Centre

• Make you a member of the Student Union

• Encourage you to give feedback on your views about the College and the 
    course via questionnaires and focus groups

• Provide specialist learning support to meet your individual needs

	We expect you to:


• Be actively involved in your learning and progression

• Actively participate in learning reviews and target setting

• Participate in all activities within the programme including tutorials, 
   trips and events

• Tell us what you think so we can improve

• Abide by the ‘Learner Code of Conduct’
	What you need to do:


• Abide by the College rules and regulations

• Respect others

• Attend all timetabled lectures/tutorials on time

• Complete your work on time

• Explain all absences

• Tell us if you need help

• Understand that all instances of copying/cheating in exams will be 
    dealt with under the ‘Learner Disciplinary Procedure’

• Comply with Health and Safety regulations

• Give back anything that belongs to the College before you leave

• Tell us what you are going to do when you leave

	Equal Opportunities


Neath Port Talbot College has a zero tolerance approach to bullying and harassment and actively promotes equal opportunities. All Learners have a right to equal opportunities as defined in the ‘Diversity Policy’ and ‘Dignity for All Policy’. Discriminatory, racist or offensive comments on the grounds of religion or belief, marital status, age, learning difficulties or disabilities, physical disability, sexual orientation or gender will not

be tolerated.


As a Learner at NPTC we aim to give you all the support and guidance you need to achieve success.  The Learner Code of Conduct is a guide to show you what we expect from Learners at the College so that we can help you achieve in a supportive and non threatening environment.  The Learner Code of Conduct applies to many of the College’s Policies and procedures.  Any breach of the expected behaviour outlined in the Learner Code of Conduct or any of the Policies and Procedures linked to it will result in the Learner Disciplinary Policy being invoked. Learners must sign up to the Learner Code of Conduct and adhere to it throughout their time at College.
	Summary of Minimum Level of Behaviour

Expected from ALL NPTC Learners


• Please behave, speak and dress in a way that does not offend others

• Seek help if needed

• Treat everyone with respect

• Be on time and attend all lectures unless you are ill

• Inform your Tutor if you are absent or delayed

• Agree with your Tutor what you need to do to catch up if you have been   

   absent

• Work hard in lectures to learn

• Complete work set outside the lecture, on time

• Meet deadlines for assignments and projects

• Do not allow part time work to interfere with College commitments (full    

   time learners)
• Treat all College property with respect

• Get approval from your Tutor before inviting any friend or relative to 
   College

• Carry your ID badge at all times and be prepared to show it to any 
   member of Staff when asked

• Follow the College’s Health and Safety rules at all times

• Drive safely when on site and only park in designated areas

• Switch off your mobile phone in lectures/study areas- It disturbs 
   everyone

• Do not take any food or drink into classrooms/ Learning Resource 
   Areas (still water may be allowed)

• Let others work in peace - do not distract them

• Do not use radios, CD players or wear earphones in Lecture rooms or 
   any other teaching/study areas

• The College operates a no smoking policy. If you wish to smoke, please 
   do so only in designated areas
	Attendance and Punishment


You should attend all timetabled sessions. If you know you are going to be absent you should let your Tutor know as soon as possible. Leave of absence is not normally given for Holidays, family outings, driving lessons or similar activities. Punctuality for all sessions is essential to help you achieve the most from College. Persistent lateness or absence will be monitored and followed through with further action after discussion with your Tutor. Please apologise to any Tutor concerned if you are unavoidably delayed for any reason.

	Lecture Room / Multi-media / Learning

Resource Centre / Work Station Behaviour


• Mobile phones are to be kept switched off while in Lectures

• Eating and Drinking is not allowed

• Respect the right of others to work quietly-please do not disrupt 
   others

• Radios, stereos, CD players and the wearing of headphones is not 
   allowed

• Adhere to the Regulations for the Acceptable use of College’s ICT 
   services at all times

• Arrive on time

• Inform your Tutor as soon as possible if you will be absent or delayed. 
   (EMA Learners must complete the necessary paperwork and inform 
   EMA Staff of any absence)

• Behave, act communicate and dress in a manner that is courteous to 
    both Staff and Learners
• Take part fully in all lectures and tutorials

• Bring all the necessary equipment for your lecture

• Leave the area in the condition you would wish to find it

	Serious Offences


Some actions are not allowed and are considered to be serious offences.

This list provides examples of the types of things that will be considered as serious offences.  This list is not exhaustive.

• Using / having drugs on campus

• Dealing in drugs

• Being drunk

• Being violent or threatening others

• Theft

• Bullying

• Deliberate damage

• Fraud

• Cheating in examination / assessment settings

• Plagiarism

• Racist abuse or assault

If you are found to be involved in any of these actions, the Learner Disciplinary Procedure will be immediately invoked and you could be permanently excluded from College.

	Learner Disciplinary Procedure


Staff will make you aware of any issues of concern with a ‘Learner
Concern Note’ and this will help to set out Action Plans to improve your performance. If these efforts fail after repeated attempts, then the Learner Disciplinary Procedure will be followed.

All Learners are normally entitled to go through each stage of the Learner Disciplinary Procedure (other than for serious offences).

However there may be times when the nature of behaviour results in a written warning being given even though it may be the first time such behaviour has taken place.
	There are normally four stages to the Learner Disciplinary

Procedure:

Stage 1: Verbal Warning

Stage 2: Written Warning

Stage 3: Final Written Warning

Stage 4: Serious Misconduct leading to exclusion




	Regulations for the Acceptable Use of College ICT Services


Please read this essential information fully and ensure that you understand the regulations before using the College’s ICT services.

You are encouraged to make full use of the Computer and network services provided to support your learning, but you are required to abide by the following regulations. Not doing so shall invoke the College’s Disciplinary Procedure and may lead to suspension, exclusion or legal action
• Computer equipment must be treated with care and only in accordance 
with the proper operating instructions. For your safety, you must not  

use any equipment labelled ‘out of order’.  If you discover a hardware fault, immediately report it to a member of staff. Equipment must not be used if there is any reason to believe that it is not in safe working order
• You must not jeopardise the integrity of any computing equipment, software or stored information
• You must not access any computing equipment, software or data without proper authorisation. In particular, confidentiality of data belonging to other computer users must be respected.  All access is controlled by, but not limited to, the Data Protection Act (1998), The Computer Misuse Act (1990) and the Telecommunications (Fraud) Act (1997)
• You are required to take reasonable steps to protect and maintain the security of any equipment, software, data storage area or password, allocated for your use.
• You must not use computer equipment for storing or transmitting obscene, offensive, inappropriate or illegal material eg: pornography, unlicensed software, copyright music, video or still images or any other material deemed inappropriate within the context of College study. Games and Chat services are disallowed unless expressly provided by a Tutor to meet a curriculum requirement. Standard content filtering systems are in place to limit the potential compromise of systems and support this usage policy
• You are obliged to take reasonable steps to prevent and avoid the spread of malicious software viruses and co-operate with the procedures already in place to prevent the spread of this software. In particular, you must not install or attempt to install any software on a College computer
• No personal data (other than your own) may be stored on a College computer
• No device settings are to be modified
• You must make no attempt to connect any device to the College network
• No food or drink is to be consumed in computer areas

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Information contained in this booklet was correct at the time of printing.
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