Student Handbook for HECS student 2009-2010

Welcome to HECS College

We offer you a very warm welcome to Higher Education College Scotland. All staff of our College are highly committed to providing you with the best possible education and training opportunities. Please maintain your diary as a useful reference. If we do not meet your expectations, please provide your feedback critically. We positively welcome any suggestions for improvement in our service. 

Library with internet access

The library provides students with a range of resources including textbooks, journals, and local newspapers and also a quiet study area. They are also equipped with computing facilities providing access to the internet on a booking system. 

Common Tea/coffee rooms

The common room is adjacent to the library and is available to all students during break time.

Telephone and Printing

Telephone and printing will be available for students on request with reception. Please contact Receptionist for necessary arrangement.
Information Technology lab

The Information Technology lab provides access for computing facilities for all students.  In order to use the IT Centre computers, full and part-time students will be issued with a username and password. Each student is provided with 100 MB storage space for their IT related work.
Forgotten passwords can only be obtained from your IT Tutor. IT Lab, cover a wide range of software packages from courses for the beginner, to advanced databases and spreadsheets. More advanced technical topics are also covered. If you face any problems related to IT Lab, please contact IT Tutor through receptionist.
Terms of Reference of study

Every student of the College, whether fulltime or not, must enrol for each programme and pay the fees appropriate to their course of study at the College. No person shall be deemed to be an enrolled student unless: they have completed and signed a College enrolment form, and agreed to meet the liability for the relevant fees, where a Sponsor does not meet the liability on their behalf.

In signing the enrolment form the student undertakes to observe HECS Terms and Conditions of Study (including all current published College Policies, Codes and Regulations) and consents to the College obtaining, recording, holding, processing etc personal data including data of a sensitive nature. Students are responsible for informing the College of any changes to the information provided on enrolment.
Student’s code of commitment

Students are expected to take full advantage of the opportunities for learning and study. Students should not use any abusive words and show any bad behaviour. Some examples of bad behaviour has been listed below:
Physical or verbal abuse, or threat of abuse, of any person on College premises, any form of harassment, or intimidation, Possessing, selling, using or distributing controlled substances (i.e. ‘drugs’), Breaches of College fire and other health and safety regulations (including failure to comply promptly with evacuation procedures, and interference with safety notices and equipment)• Theft or attempted theft of personal or College property, all forms of dishonesty, including cheating, or plagiarism (academic dishonesty).
The College’s policy on Bullying and Harassment

The College’s Policy The following principles are fundamental to the College’s policy and practice in dealing with harassment and bullying: 

· Racial, sexual and disability harassment, and bullying, of one member of the College community by another is wholly unacceptable behaviour. The College will take any incidents seriously and will act appropriately. 

· The College will seek to ensure that all its members are aware of the fact that harassment and bullying are unacceptable and undermine dignity, self confidence and self esteem. 

· All members of the College, without exception, have a positive duty to comply with the policy, to prevent harassment and bullying and to ensure that their colleagues are treated with respect and dignity. 

· The College will seek to promote a working and learning environment in which harassment and bullying are unacceptable and do not occur. 

· The College reminds members that racial, sexual and disability harassment may constitute unlawful discrimination or be a criminal offence. 

Complaints will be considered with all possible speed and the College will take appropriate action as quickly as possible, if necessary by using the formal disciplinary procedures set out in the Statutes and Ordinances. It is quite understandable that someone subjected to harassment or bullying may be reluctant to draw attention to the fact but unless a complaint is made, the College may not be able to take steps to prevent or eliminate future cases. It is therefore extremely important that the appropriate College personnel are informed of any potential complaint. This can be done under terms of strict confidentiality at the initial stage. 

Definitions: Racial and Sexual Harassment: 

Racial and sexual harassment are difficult to define in terms of what is acceptable or unacceptable behaviour. Either form of harassment may consist of behaviour taking place over a period of time or a single incident. The following statements may help in understanding the behaviour that can come under the definition of harassment. Racial harassment has three elements: 

a) A hostile or offensive act or expression, or a series or combination of such acts or expressions, against a person relating to colour, race, nationality, or ethnic or national origins. It also includes derogatory name-calling, insults or racist jokes, racist graffiti, verbal abuse ranging from belittling or suggestive remarks to threats, physical attack, and ridicule of an individual for cultural differences. 

b) The effect of such acts or expressions on the recipient is to create an intimidating, hostile, or offensive environment for study, or for social life, of which any reasonable person can justifiably complain. 

c) Racial harassment can occur even if the offence is not intended. Differences of attitude or culture and the misinterpretation of social signals can mean that what is perceived as racial harassment by one person my not seem so by another. The defining features, however, are that the behaviour is offensive or intimidating to the recipient, is unwanted by the recipient, and would be regarded as racial harassment by reasonable people. Sexual harassment has three elements: 

 a) It always involves unwanted attention or treatment which emphasizes sexual status or which has a sexual element. It includes harassment or discrimination on grounds of sexual orientation. Although it is most often found that it is women who are harassed by men, sexual harassment between members of the same sex or of men by women does also occur. It can be physical, ranging from suggestive looks to indecent assault or rape, or verbal, ranging from belittling or suggestive remarks and compromising invitations to aggressively foul language or unwanted demands for sex, or displays of sexually suggestive or degrading pictures on display. It also includes inviting or attempting to incite a person to commit an act of sexual harassment.

 b) The effect on such behaviour on the recipient is to create an intimidating, hostile, or offensive environment for study, or for social life, of which any reasonable person could justifiably complain. 

c) Any behaviour that treats the recipient less favourably on the ground of his or her sex is liable to cause offence, even if offence is not intended. An aggravating feature in some cases of sexual harassment may be the abuse of position of authority or trust. Differences of attitude or culture and the misinterpretation of social signals can mean that what is perceived as sexual harassment by one person may not seem so to another. The defining features, however, are that the behaviour is offensive to the recipient, is unwanted by the recipient, and would be regarded as sexual harassment by reasonable people. 

Bullying: 

Bullying is a form of psychological harassment; it is intimidation, which serves to undermine the self-esteem, confidence, competence, effectiveness and integrity of the bully's target. Bullying behaviour may include continual, undeserved criticism, belittling remarks, shouting, swearing and offensive language, constant interruption in discussion, and the display of overbearing or intrusive behaviour. Bullying behaviour may also maybe manifested by electronic means of communication such as email. Bullying is behaviour, which may take place between those of different status or those of same status. Bullying when reinforced by power within a relationship is particularly reprehensible. Behaviour which makes the recipient feel threatened, humiliated or patronised and which undermines his or her self-confidence or self-esteem is unacceptable, whatever the context. The defining features of bullying are that the behaviour is unacceptable to the recipient, is unwanted by the recipient, and would be regarded as bullying by reasonable people. 

Student’s disciplinary code

Disciplinary action against students is limited to breach of, or failure to comply with, these Terms and Conditions (including current College Policies). Students are expected at all times and in all dealings with staff and fellow students, to behave with care and consideration. 

Grievance procedure for students

1. Introduction

It is recognised that grievances can arise when a student is unhappy about their personal situation regarding their course, or in their dealings with other students or with staff, and that a speedy resolution of such grievances is in the interests of all concerned. This procedure aims to bring about the rapid resolution of grievances, without recourse to formal proceedings wherever possible. It applies to all students of the College. Nothing in this procedure impinges on the legal rights or obligations of staff and students. Grievances will be regarded as confidential but you must be aware that individuals concerned will need to be interviewed if the grievance is to be resolved. Grievances which are anonymous or based on rumour cannot be investigated. The College reserves the right to take disciplinary action against any student whose grievance is found to be based on false allegations.

2. Equality and Diversity Statement

HECS College is committed to the promotion and development of equality and diversity. We aim to provide a working and learning environment which values individuals equally regardless of age, disability, ethnic origin, gender, sexual orientation, marital status, religious belief or trade union membership. This procedure is implemented in accordance with our policies on equality and diversity, disability and race equality, and is subject to an equality and diversity impact assessment. Decisions/actions taken in relation to a student grievance are not influenced by the student’s background or situation, and each case is dealt with on its own merits.

3. Informal procedure 

If you have a grievance, before invoking the formal procedure every effort should be made to resolve the issue informally by raising your concerns with the person(s) involved, with your personal tutor or with a member of staff from Student Services who will help and advise. If this does not lead to a satisfactory outcome, or if you feel unable to discuss the matter with the person(s) involved, you may opt to invoke the formal grievance procedure. If the grievance has been resolved informally, no record will be kept on file unless both parties wish to have a note of what has been agreed. Issues relating to bullying/harassment should be raised in the first instance with the Student Services. A Student Counsellor will work with you to resolve the situation through mediation. 

4. Formal procedure 

You may proceed from one stage of the procedure to the next only within the time scales detailed in each stage. If, other than by mutual agreement, the time allowed for any stage has elapsed and no decision has been taken to proceed to the next stage, then the matter will be closed. 

Stage 1

If the matter has not been resolved informally to your satisfaction, you should arrange to see a member of the Student Services team who will establish with you the nature of your grievance. The Student Welfare Adviser will make a written record of the grievance on the Grievance Form (see attached), to be signed by you to confirm that this is an accurate representation. The form will be passed to the Executive Director for action.

Stage 2

If your grievance is against another student The Grievance Form will be submitted within two working days to the appropriate Centre Director or Assistant Director. The Director/Assistant Director will send you a letter of acknowledgement within five working days and conduct an investigation.  Following investigation, written notification of the outcome will be given as soon as possible, normally within ten working days of the grievance being notified. The written notification will include reasons for the outcome, your right of appeal and an explanation of the appeal procedure. If your grievance is against a member of staff, your grievance will be referred immediately to the Director who will investigate the matter through the College complaints procedure. All subsequent dealings will be with the Administrative Department, to whom enquiries should be addressed.

Grievance Form

	Date
	Time

	Reported to

	Complaint’s Details

Name:

Address:

Tel:

Course Title:

Personal Tutor:

Brief details of grievances (full details overleaf)

Action:

What complaints wants to do next:

Steps that have been taken to resolve this informally:

What action taken/will do:



	I agree that this is correct record
	

	Signed

(Complainant):
	Sent to:

	Signed

(Recorder):
	Date::

	Signed

(Executive Director):
	Follow up:


Appeals against Assessment result if any
The complaints system is easy to use and both students and employers are encouraged to use it. Complaints are dealt with by a senior executive and are acknowledged within five working days of receipt and are normally fully answered within fifteen working days. After a further three weeks there is a further letter to ensure the complainant is happy with the outcome of the investigation into their

Procedure for Appeals

Suggestions and Complaints forms are readily available in reception areas. Students should satisfy themselves from reading the available information that the particular course they have chosen meets their requirements before commencing the course.

External exams

Most of our courses are assessed by means of an externally set and externally-assessed examination. College Tutors are not in a position to tell you whether you have passed or failed until they have been informed by the examining body If in doubt, please ask your Tutor about the procedures used.
Plagiarisms

The work submitted by any student for assessment should be the individual work of that student, except where group submissions are permitted. Students are not permitted cheating in assessments, assisting others to cheat.

Health and safety

All students share a responsibility for safety and should follow safe standards of behaviour, dress, protective clothing and footwear as required. Students should not interfere with equipment or materials provided to promote safety and health. All fire regulations and instructions must be complied with fully. Students should familiarise themselves with the details found on notices and instructions displayed in College notice boards.
Any student knowingly misusing, neglecting, damaging or interfering with devices provided for fire protection and safety and health will be liable to disciplinary action.

Employment Regulations
In general, full-time international students are permitted to work for up to twenty hours per week during term time, though this may be increased during holiday periods.

During Your Studies
If you are an international student who is subject to immigration control (you have limited permission to remain in the UK), your entry clearance or immigration stamp will tell you whether or not you are entitled to work part-time. If you have been granted ‘Leave to Enter/Remain’ (permission to stay) in the UK for 12 months or more, generally speaking your husband/wife will be allowed to work full-time in the UK without seeking further permission. If you are from a new EU state, (this does not apply to Malta or Cyprus) or are a Bulgarian or Romanian national, please check the requirements regarding permission to work on the following website: www.bia.homeoffice.gov.uk 

Attendance policy

A student is expected to attend every class which he or she has registered. Each instructor will make known to the student his or her policy with respect to absences in the course. It is the student’s responsibility to be aware of this policy. A student may present to the instructor a written statement from an authorized school official if an excused absence is requested for a college related activity, e.g., an athletic meet, class trip, etc. Students are required to maintain minimum of 80 % attendance in their courses to be able to apply for Live to Remain from the Home office.  If students are absent due to extended illness, they must contact the Receptionist.

If students are absent due to a death in the family or other family emergency, they must contact the Receptionist.

In all cases students should contact their instructors directly as soon as they are able.

Sometimes, regardless of the reason, when students miss a lot of classes, they may need to withdraw from the class. This is done in their school offices. 

All the students should attend the class on time. If they are delayed by more than 15 minutes, they are not allowed to enter in the class.
Post-Study Work
A post-study work category is being introduced to allow students to stay on and work in the UK for a period of two years. Please see www.ukba.homeoffice.gov.uk or www.scotlandistheplace.com for further details.

What About Religious Practices?
HECS welcomes students of every faith and religion. The college administration is happy to assist the students in spiritual and religious matters. Information about religion and beliefs in the city can be obtained from www.aberdeencity.gov.uk  
What About Childcare and School Provision?
Childcare costs should be taken into consideration when budgeting for your stay in Scotland. Information on local schools in Aberdeen can be found on the Aberdeen City Council website under Education Service at: www.aberdeencity.gov.uk

Is Healthcare Available to International Students?
Students who are studying on full-time courses of any duration in Scotland (and their dependants) are eligible for free medical treatment under the National Health Service (NHS) from their first day of arrival in Scotland. You are advised to register with a local NHS medical practice as soon as possible. Charges are made for prescribed medication and dental treatment. You are also advised to bring with you any relevant medical records and details of existing medical conditions. The list of local surgery is shown in Appendix 1.
How Much Money Can I Take With Me?
People who are either entering the UK from a non-European Union country, or are travelling from the UK to a non- European Union country, and are carrying 10,000 Euros (approximately £6,700) or more (or the equivalent in other currencies) will be required to declare the cash to HM Revenue & Customs (HMRC) at the place of their arrival in, or departure from, the UK. This scheme is known as the European Union cash declaration scheme. “Cash” not only means currency notes and coins but also bankers’ drafts and cheques of any kind (including travellers’ cheques). Further information is available at www.hmrc.gov.uk You may also need exchange control approval in your own country to take funds with you to the UK, and you should make sure that any cash, bankers’ drafts or cheques you do bring with you are kept safe until you are able to open a bank account in the UK.

Opening a Bank Account
You are advised to open a bank account as soon as possible after your arrival. Opening a bank account is not always easy, but the following information should help you. Some banks will not allow you to open a current (student) account until your credit record can be checked. You should be allowed to open a savings account where you can deposit money. To open a bank account you will need:

• Your passport

• College offer letter or ID card

• Accommodation contract

• Sponsor’s letter (if you have an official sponsor - not family members)

Council Tax
Council Tax applies to all domestic properties whether owned or rented. Generally speaking, full-time students are not liable to pay Council Tax on the property where they are living; however, there are some exceptions. If in doubt, please check with our International Student Advisers regarding any Council Tax query. Information regarding Council Tax should be directed to the Revenues Office, Crown House,27-29 Crown Street, Aberdeen, tel 01224572200. A College Administration (Dr N P Shrestha) may also be able to assist you with your enquiries.

The Law and the Police
In the case of an emergency you should dial 999. For non-emergency police enquiries in the Grampian area, phone 0845 600 5700. The Police in the UK are classed as public servants and assisting people forms part of their job. If you need guidance or information, do approach a police officer.

College Rules regarding course fees and payment procedure

1) 
 Students are required to pay agreed course fees before commencement of the courses. Payment in instalments can be accepted if provided at least 40% of the course fees paid in advance. 

2) 
 Students are required to register themselves with professional bodies with whom they are seeking to have a qualification and pay the appropriate registration and examination fees. 

3) 
 The college has a policy not to refund any tuition fees once the classes have commenced. If a student wishes to Cancel/withdraw from the course prior to commencement; he/she must inform the college with written letter at least four weeks prior to the course commencement. We will refund the full fee with less of £100 against administrative charges. 

4) 
 In case of insufficient number of students and any other adverse situation, the college reserves the right to cancel the course(s) without prior notice to the students. In these particular circumstances, any full fees paid in advance will be refunded, or alternatively, if the student(s) wish (es) to switch on to another courses such opportunity will be given provided the places are available. 

5) 
 The college reserves the right to review its fee at any time. However, if the student has already enrolled in a course, the fee remains same as what is paid at the time of enrolment. 

6) 
 Course changes must be agreed with the college Executive Director. Students wishing to change courses must put forward their request four weeks prior to the commencement of the course unless otherwise stated. However, in the situation where the course chosen is full or if the number of students in the initial course is less than the required minimum to run the course, the college reserves the right not to allow the student to transfer. 

7) 
 If the college letter has been sent to the Home Office to support a student visa application, the college must notify the home office of any withdrawals from the course of study or any absenteeism. 

8) 
 If students fail to obtain the study visa, HECS has a policy to refund the full course fee. However, it should be noted that the application fee of £100 is non- refundable.

College Contacts

Dr N P Shrestha for any administrative matter and first aid help

Receptionist for phone and printing

IT Tutor for any IT related work in the Computer Lab
English Tutor for any English related subjects

Time Tables

