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If you would like a large print copy or tape version of this 
student handbook, please contact Student Services or 
log on to ʻMoodleʼ on the student intranet.

Summer Term 
Monday 16th April to Friday 1st June 2012
Half Term – 4th June – 8th June 2012
Monday 11th June to Friday 29th June 2012
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Full Time Courses 
Term dates

Autumn Term 
Thursday 1st September to Friday 21st October 2011
Half Term – 24th – 28th October 2011
Monday 31st October to Friday 16th  December 2011

Spring Term 
Tuesday 3rd January to Friday 10th February 2012
Half Term – 13th – 17th February 2012
Monday 20th February to Friday 30th March 2012 



Education Maintenance Allowance (EMA), Assembly Learning Grant [ALG] 
and Pathways to Apprenticeship [PTA] Attendance Rules

The following guidelines are intended to reduce the number of explained absences and to improve overall 
attendance.  They are further intended to reduce the administrative burden of monitoring attendance and 
provide clear direction for staff and students, particularly in relation to the payment of Educational Maintenance
Allowances (EMA), Pathways to Apprenticeships (PTA)  and Assembly Learning Grants (ALG).

All students, irrespective of whether or not in receipt of EMA, PTA or ALG, must inform the college of any absence by 
following the current guidance. 

1. You must attend 100% of your classes and timetabled activities.  If you miss even one session, without authorisation 
from your course tutor you will not be marked on the Attendance Register for that day. This includes Key Skills, Welsh 
Baccalaureate and any Enrichment course that you have signed up for.

2. If you are ill and unable to attend college, you or someone on your behalf, must phone into college before 9.15am to report 
this to your programme area admin. If you do not speak to one of the administrative assistants, leave a message on the 
answer machine. You must state your full name, course and the reason for being unable to attend college i.e. give details 
of your illness if you are unwell.

Programme/Subject Area Number

Access 01244 831531 Ext. 4094
Art & Design 01244 831531 Ext. 4024
Business 01244 831531 Ext. 4094
Caring & Health 01244 831531 Ext. 4665
Catering 01244 831531 Ext. 4402
Computing 01244 831531 Ext. 4402
Construction 01244 834537
Engineering 01244 834537
General Education 01244 831531 Ext. 4402
Hairdressing & Beauty 01244 831531 Ext. 4024
Management 01244 831531 Ext. 4400
Prospects 01244 831531 Ext. 4024
Public Services 01244 831531 Ext. 4094
Secretarial & Office Technology 01244 831531 Ext. 4402
Sport 01244 831531 Ext. 4665
Travel & Tourism 01244 831531 Ext. 4402
Coleg Llysfasi 01978 790263 Ext : 2138 or Ext : 2090 or Ext : 2103
Wrexham Training 01978 363033
Northop College 01352 841000 Ext: 253 or Ext: 310 or Ext: 331

3. Failure to inform the appropriate department will result in the student being marked absent (non explained).
4. EMA or PTA will not be paid for any week where the student has a non-explained absence.
5. EMA or PTA will not be paid during the qualifying week where the studentʼs attendance in the proceeding four weeks has 

fallen below 80%, including explained absences, which will count as negative marks.
6. ALG payment will be withheld if the studentʼs attendance in the previous term has fallen below 80% including explained 

absences, which will count as negative marks.
7. All changes to marks in registers must be authorised by the appropriate Head of Programmes.  No changes will be made 

where the disputed mark is over 4 weeks old.
8. Repeated non-attendance, whether explained or not, will be addressed through the disciplinary procedure.
9. As with all procedures, due consideration will be given to those students who can show extenuating circumstances which 

may impact on attendance.  These include disability, pregnancy, medical conditions, accidents, bereavement etc.  
This is not an exhaustive list, and each case will be considered on its own merits.  Decisions as to whether exceptions 
can be made should be approved by the appropriate Head of Programmes. A form is available for students to complete to 
make these requests.

Introduction
Welcome to Deeside College, following mergers in 2009 and 2010, Deeside 
College, Northop College, Coleg Llysfasi and Wrexham Training are all part 
of the Deeside College Corporation with one Governing body and one 
management team.  In this handbook you will find the key information that 
you will need as a student at one of our 4 sites.

Student Services
Weʼre here to help.  We offer impartial advice and support and work with teams across the college, to help students at all levels across
all courses.  

Help is on hand with filling out forms – just ask! 

If you have a crisis, let us know – we work with external agencies to help with issues such as homelessness, debt and depression.

Student Services are available at the following times  

Deeside College
Monday to Thursday from 8.30am – 7.30pm.  Fridays 8.30am – 4.30pm  

Please call in, telephone  01244 834511
or email enquiries@deeside.ac.uk

Northop College
Monday to Friday 8.30am - 4.30pm

Please call in, or telephone  01352 841008
or email enquiries@deeside.ac-uk

Coleg Llysfasi 
Monday to Friday 8.30am – 4.30pm

Please call in or telephone  01978 790263
or email enquiries@deeside.ac-uk

Wrexham Training
Monday to Friday 8.30am – 4.30pm

Please call in or telephone 01978 363033
or email enquiries@deeside.ac-uk

Information and advice on courses, qualifications and relevant entry requirements 

n If you need any advice with finding your next course, come and ask for help.
n If you think you may be on the wrong course, let us know.
n Struggling with your UCAS forms? We can help.

Financial support for full-time students

Aged 19+? You may be able to get the Assembly Learning Grant (ALG) if you are living in Wales and your household 
income is less than £18,370.  Call in to Student Services for information.

Aged 16-18? You may be able to get the Education Maintenance Allowance (EMA)

The Student Support Fund is also available to full-time students on low incomes – please call in to 
Student Services for details.
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Careers Information, Advice and Guidance

Careers Wales advisers provide information, advice and guidance on:

n How to find a job – e.g. filling out application forms, interview skills etc.
n Local job opportunities
n Careers which meet your individual needs
n Courses to help you progress to your chosen career
n Help with university/Higher Education entrance requirements 

Book your personal interview with an adviser – to make an appointment, please contact Student Services.

Study Skills Support

Help is available for all students of all abilities, at all levels.

We can help with:

n Assessments to identify your support needs. 
n Provision of specialist teaching support for students identified with a specific learning difficulty.
n Loan of appropriate equipment/specialist software for students with a specific learning difficulty and/or physical disability. 
n Assessments to identify eligibility for access arrangements for exams 
n Provision of additional in-class educational support for students with physical and/or specific learning difficulties according 

to level of need.

Students may access additional support for assignments by arrangement with the Study Skills tutors.

Please let us know if you have any specific needs or difficulties – talk to your Personal tutor, Student 
Services or the Study Skills Support team, or call the Helpdesk on 01244 831531 ext 4480

We will treat your enquiry discreetly. We will obtain your permission before details of your support needs 
are shared with specialist teams within the college.  

Disability Assistance

We can help if you have a physical disability, visual or hearing impairment.  We have a range of specialist equipment. Our trained staff
offer friendly support and advice. 

Please let us know if you have any specific needs or disabilities.  We will treat your enquiry discreetly. We will obtain your permission 
before details of your support needs are shared with specialist teams within the college.  

If you need help, please talk to your Tutor, a Student Services adviser (phone 01244 834511 or minicom – 01244 834529), or send an
email to enquiries@deeside.ac.uk.

For a copy of our Disability Statement, please call 01244 831531, or visit our website on www.deeside.ac.uk.

EMA Authorised/Unauthorised absences examples:

Authorised (only if notified in advance)

n The student was unwell and did contact the administrative assistant by 9.15am on each day of absence.
n Medical appointments which could not be made out of college hours (must be notified in advance).
n Attendance at a funeral or wedding of close family members.
n A visit to a university open day or career-related interview.
n The studentʼs method of transport to and from the college broke down/did not run (this will need to be 

confirmed independently).
n The student was required to attend a youth court or probation meeting.
n Religious holidays that are in term time.
n Student is taking their Driving Test.
n The college has requested the student not to attend college.

Unauthorised

n The student was unwell and did not contact the area administrative assistant before 9.15am each day of absence.
n Holidays during term time (irrespective of when the holiday was booked). 
n The student is late for any lesson without good reason.
n The student misses any lesson without good reason.
n Part or full-time work that is not part of the programme of study.
n The student was taking a driving lesson.
n Weddings, Anniversaries or other celebrations which are not immediate family.
n Job interview / Job training that is not related to programme of study.

Evidence such as a medical certificate must be produced for an absence of longer than one week.

NB Fraudulent completion of EMA claims will result in disciplinary action and may also lead to notification to EMA Wales.

Transport for full-time students

If youʼre a full-time student living a minimum of 3 miles from the college, you may be eligible to travel free to and from college on buses
provided by the college.

n You will only be able to use college buses if you have a valid bus pass.
n To get your bus pass, you will need to complete a bus pass application form from Student Services.
n Your bus pass will be issued during induction in the first few weeks of term.
n You will not be allowed to travel on college buses unless you show your bus pass (after the first few weeks of term).
n You must behave in a way that does not offend others whilst travelling on college buses.  If you misbehave on the 

college buses, the disciplinary procedure will be followed and your bus pass may be taken away from you.
n Please make sure that you arrive before the stated pick up time, as the bus will not wait for you.

All college bus transport leaves Deeside College at 4.15pm, Northop College at 4pm, Coleg Llysfasi at 4.30pm 

Personal Tutorials for full-time students

Full-time students will receive weekly group tutorial sessions and at least termly 1-1 tutorials.  

Group tutorial sessions will include general information about the course, Personal and 
Social Education (PSE) topics, along with some enhancement course content, as appropriate.  

Individual tutorials will include target setting and discussions on your progress, assignments, 
attendance, behaviour and any welfare issues.  Personal tutors may refer students for further 

support to other experts across the college including Learning Coaches, the Study Skills team 
and Student Services.

6Outstanding Education and Training for all 5 Student Handbook 2011/12



Counselling

Are you feeling low? Finding it hard to cope? Are you worried about exams?
Donʼt suffer in silence – weʼre here to help.  Counselling is free to all College students 

How do I make an appointment?

n Phone Student Services on 01244 834511 and an appointment will be arranged for you.
n Call in to Student Services on your campus 
n Leave a message with Student Services or your personal tutor.

Need help when not in college?

n Phone the CALL helpline on 0800 132737 – this is FREE and lines are open from Monday to Friday from 7pm to 11pm 
and at weekends from 12 noon to midnight.

n Phone the Samaritans at any time of the day or night – 01244 377999 or email jo@samaritans.org

Sexual Health Advice Service

This service is available at Deeside College on Mondays between 12-2pm during term time.  Come along for advice and information, 
free condoms and free pregnancy tests.

The C Card Scheme is also available; ask in Student Services for more details or to register for free condoms. Call in to the advice 
sessions which take place in the Student Servicesʼ meeting room near the Enrolment Centre.  

Donʼt be shy – bring a friend, if you want!
Look out for details of this service at other sites 

Safeguarding

Deeside College strives to ensure the safety and welfare of all of our students.  We therefore work with organisations across Wales,
to help us follow procedures to protect children and vulnerable adults.  We have a designated person who deals with all of these issues
– if you need help ask a personal tutor or call - 01244 831531 ext 4106.

Anti-bullying

What is bullying?
Bullying is behaviour which is emotionally or physically harmful to the person. It is repetitive and intentional, and carried out by a group
or an individual. If you are being bullied you will often feel upset and defenceless.

Bullying can take several forms including: 
n Verbal - saying nasty things about a person or their family
n Physical – hitting, punching, kicking or spitting
n Non-verbal – graffiti, deliberately ignoring or excluding someone
n Cyber bullying – texting or posting nasty comments or pictures on websites or phones

Bullying can be related to a certain aspect of a person and falls under the following areas:
n Racist bullying – bullied for being part of a minority group
n Homophobic bullying – bullied for being gay, lesbian or bi-sexual
n Sexist bullying – bullying related to being male or female 
n Bullying related to disability and special educational needs – bullying related to a disability or impairment

What can you do if you are being bullied or a friend is being bullied?
n Talk to your personal tutor or a member of Student Services.
n Keep a diary or record of any incidents, including texts or web links.
n If someone is about to get seriously hurt, get a member of staff immediately. Get out of danger yourself and send help. 
n If you are unable to take direct action, tell a member of staff or write a note. You donʼt have to give your name. 
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If you are affected by bullying and want to find out more visit: www.bullying.co.uk or www.beatbullying.org

The College is committed to ensuring that all of its students feel safe.  We will ensure that all instances of bullying will be dealt with
swiftly.  If you are being bullied or you see others being bullied, please tell your Personal tutor or Student Services immediately.

Student Voice

What is Student Voice?
Student Voice is how you get involved in things that affect you at Deeside College There is a structure to help you ʻHAVE A VOICEʼ, 
which you are part of. Your level of involvement is up to you.

How to make your voice heard?
Classes elect two class Reps in September, if you are interested, put yourself forward when the elections take place. 
Your personal tutor will tell you when.

Your class reps will run class meetings with your class group and attend Rep Reviews (Big Class Rep meetings) where things that 
matter to you are discussed. If you want to make sure something is talked about, tell your Class Rep, or better still, get yourself 
elected as a Class Rep and get involved!

ALL CLASS REPS ARE REQUIRED TO ATTEND REP REVIEW MEETINGS

Dates of Rep Reviews – 2011/12 Dates of Campus Council meetings – 2011/12

First Term Second Term Third Term

Deeside Tuesday 20th September Tuesday 6th December Tuesday 7th February Tuesday 1st May
Campus 12.30 – 1.30 12.30 – 1.30 12.30 – 1.30 12.30 – 1.30

Tuesday 15th November Tuesday 20th March Tuesday 15th May
12.30 – 1.30 12.30 – 1.30 12.30 – 1.30

Llysfasi Wednesday 21st September Wednesday 7th December Wednesday 8th February Wednesday 2nd May
Campus 12.30 – 1.30 12.30 – 1.30 12.30 – 1.30 12.30 – 1.30

Wednesday 30th November Wednesday 14th March Wednesday 23rd May
12.30 – 1.30 12.30 – 1.30 12.30 – 1.30

Northop Thursday 22nd September Thursday 8th December Thursday 9th February Thursday 3rd May
Campus 12.30 – 1.30 12.30 – 1.30 12.30 – 1.30 12.30 – 1.30

Thursday 10th November  Thursday 1st March Thursday 17th May
12.30 – 1.30 12.30 – 1.30 12.30 – 1.30

Wrexham Thursday 29th September Thursday 15th December Thursday 23rd February Thursday 10th May
Campus 12.30 – 1.30 12.30 – 1.30 12.30 – 1.30 12.30 – 1.30

Thursday 1st December Thursday 8th March Thursday 31st May
12.30 – 1.30 12.30 – 1.30 12.30 – 1.30

At all Rep Reviews and Campus Councils a FREE LUNCH is provided

We have student Campus Council Reps and a student Vice President for each campus, elected from the Class Reps and elections for
the one Student President will be held just after the first half term. LOOK OUT FOR IT AND MAKE SURE YOU VOTE.
Class Reps, Campus Council reps, Vice Presidents and the Student President are elected to represent your views, make sure you give
your views to these students; they will make sure your voice is heard.



Northop College Learning Centre

The Library staff are on hand to help you in all areas of your study; from starting your research to completing assignments. 
Research bases include: Books, journals, magazines, newspapers, CD Roms, resources from outside agencies 
(i.e. R.S.P.C.A and the Soil Association), internet access and examples of ex-studentʼs work.   

Facilities include:

n Computers for drop-in and group use
n Internet access with links to ʻMoodleʼ 
n Over 3000 books covering all course subject areas
n Newspapers 
n 60 different subject journals, including back copies

Tel : 01352 841000 Ext 237 Email : lz@deeside.ac.uk

Llysfasi College Library and Resources

The library offers a range of books and magazines to help you with your course work.

The Library is open:

Monday 8.30am  -  7.00pm
Tuesday 8.30am  -  4.30pm
Wednesday 8.30am  -  4.30pm
Thursday 8.30am  -  4.30pm
Friday 8.30am  -  4.00pm

Tel : 01978 790263 Email : lz@deeside.ac.uk

An induction to the use of the library and its facilities will take place within the first two weeks of your course. 
There are two separate rooms available for further study, both with computers.

The computers can be used for word processing, spreadsheets and databases, using Microsoft Word, Excel and Microsoft Access. 
You will be given a ʻlog-onʼ I.D by the I.T. Department.

Library Resources at Wrexham Training

Drop in any time to use a computer.

For evening students, a trolley will be placed in the classroom / salon if required.
If you need to borrow a book and the Librarian is not available please contact Reception who will record the loan.

Access to the Internet is also available.  It must be used for educational purposes only.  
Please see Acceptable Use Policy available on the student Intranet.  

The Library is open:

Monday  11.00am  -  1.00pm
Wednesday 9.00am    -  12.00pm
Friday 11.00am  -  1.00pm Tel: 01978 363033  Email: lz@deeside.ac.uk

What happens to your views?
Your views are discussed and actions are agreed at each Campus Council meeting.

This Parliament is under 
development

Senior Management, Governors and 
Campus Council reps attend these 
meetings (one per term)

All Class Reps attend 
these meetings

How do I know whatʼs been agreed on?

There are lots of ways you can find out whatʼs going on:

1. Talk to your Class Rep 

2. Look on the Moodle Class Rep area, here you can find notes of Rep Reviews and Campus Council meetings, 
amongst lots of other information.

3. Our Student Voice facebook page, here you can find details of whatʼs coming up and going on.
4. Virtual and actual Student Voice Notice boards by the Learning Zones, here you can find lots of information 

about things that are happening and that have happened.

5. Student Voice Newsletters (electronic and paper) once a term.

6. Look at our “you said – we did”  posters

Library Services

Learning Zone at Deeside College

The Learning Zone staff can guide you to the information you need when completing your course work and assignments.  
We are also here to offer you support with using computers; for example, when putting PowerPoint presentations together, 
or adding charts and graphs in Word documents.

The Learning Zone offers:

n 50 study spaces
n over 70 computers for drop-in use
n access to Learndirect courses and support
n internet access with links to ʻMoodleʼ 

The Learning Zone is open:

Monday 8.30am  -  4.30pm
Tuesday, Wednesday, Thursday 8.30am  -  7.00pm
Friday 8.30am  -  4.00pm Tel: 01244 834516 Email:  lz@deeside.ac.uk
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and the following resources to help you with your course work:

n over 11,000 books covering all subject areas
n newspapers and magazines including Art, Engineering, Sport and Leisure
n DVDs and training videos. (Learning to drive?  We have a DVD to help you pass.)
n specialist software – try our ʻMind Mappingʼ, Photoshop or Flash packages

The Learning Zone is open:

Monday 8.30am  -  4.30pm
Tuesday 8.30am  -  7.00pm
Wednesday 8.30am  -  7.00pm
Thursday 8.30am  -  4.30pm
Friday 8.30am  -  4.00pm
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Learndirect is available through all Learning Zones and libraries. If you need to brush up on your English or maths or need a short
course to help you with IT (Microsoft Word, PowerPoint etc ) please call in for more information or email learndirect@deeside.ac.uk



Where do I eat?

Deeside College

The Food Court – this is located near the main reception area.  

Open 8.45am - 11.15am and 11.55am - 1.45pm, Monday to Friday.

Deli Marche – this is located near the main reception area.  
Open 8.30am – 8.15pm, Monday to Thursday, and 8.30am - 3.45pm, Friday

Deli Express - this is located in the Sixth Form Centre.  
Open 8.30am - 3.45pm, Monday to Friday.

Northop College   

Deli Marche - this is located in the in the main campus building.  
Open 8.30am - 2.00pm, Monday to Friday.

Cafe Celyn - this is located in the Learning Centre.
Open 8.30am - 3.30pm Monday, Thursday and Friday
8.30am - 7.30pm Tuesday and Wednesday

Coleg Llysfasi

Deli Marche is open at the following times:-

Breakfast 8.00 a.m Monday to Friday

Lunch 12.00 noon to 1.00 p.m Monday to Friday

Evening Meal 5.30 p.m Monday to Friday
5.00 p.m Sunday

Wrexham Training

Snack Bar open 10.30am – 11.15am and 12.00 noon to 1.30pm

Welsh - Courses Delivered in Welsh

The College is committed to promoting bilingualism (Welsh/English) in all aspects of college life.

Contact Student Services on 01244 834511 for details of courses offered in the medium of Welsh and ask 
for a copy of our Welsh Language Scheme.

Interested in learning Welsh? Email  ymholiadau@deeside.ac.uk for details of classes.

Moodle Zone
Moodle Zone is the name of Deeside College learning platform.  This online space provides seamless access to your course 
resources and activities, personal learning plan and your e-Portfolio

Learning Platform elements Deeside College What will you use it for
preference

VLE Moodle Course resources, online assessment, 
peer communication & collaboration

ILP ULCC PLP Tutorial Support 
n    Target Setting
n    Progress Reviews 

ePortfolio Mahara Provides an area for you to store and showcase your 
best work, built an online CV, keep a learning journal.  

To access Deeside college Moodle Zone go to www.deeside.ac.uk/student 
You can log on to Moodle Zone using your network username and password, the one you use to log onto a PC when you are in college

If you have any problems with using Moodle, please contact your personal tutor or talk to the staff in the Learning Zone.  If you have
technical problems, please contact the ICT Servicesʼ Help Desk on 01244 834514.

Photocopying & laminating facilities

The Resources Centres are located near Reception at Deeside College and in the library at  Northop College and offer photocopying,
collating, binding and laminating services.  We also sell stationery.  Ask at reception at Wrexham Training and Coleg Llysfasi for 
information on services available.

Sports

Via Deeside College The college has excellent sports and leisure facilities including:

n North Wales Indoor Athletics Centre – running sprint track, long and triple jump, pole vault and high jump and throwerʼs 
practise cage for discus, hammer and shot

n Deeside Stadium – floodlit football pitch, athletics track, 400 seat stadium
n Indoor multi-sports hall – for football, netball, volleyball, basketball, hockey, racquet sports and circuit training

Students are able to use these at discounted rates, or free of charge if you take part in lunch-time sports. The sports facilities are open 
7 days a week throughout the year (except for bank holidays) and are also available for hire.

For more information about sports and fitness sessions, please contact the Sports Reception on 01244 834546.

Lifestyle Fitness

At Deeside College there is a fully fitted modern fitness suite that offers student membership, for more details on process go to
www.deeside.ac.uk/lifestylefitness
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Serious Offences

Some things are NOT allowed and are considered to be serious offences. These include:
n Using or having drugs on site.
n Dealing in or supplying drugs.
n Being drunk or bringing alcohol on site.
n Being violent or threatening others.
n Theft.
n Bullying (physical/verbal – including text messages, email and social networking sites).
n Inappropriate use of video phones – including videoing and showing of images on mobile phones or social network 

sites (e.g. Bebo, Facebook, Youtube).
n Deliberate damage.
n Smoking on college transport.

If you are found to be involved in any of these, the disciplinary procedure will be immediately implemented and you could be 
permanently excluded from College.

Disciplinary Procedure

Staff will make you aware of any issues of concern with a “Student Concern/Referred Study Note” and this will help to set out action
plans to improve your performance.  If these efforts fail after repeated attempts, then the disciplinary procedure will be followed.

All students are normally entitled to go through each stage of the disciplinary procedure (other than for incidents of 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 Disciplinary Procedure:   
n Verbal Warning
n Written Warning
n Final Written Warning
n Disciplinary Panel

You can find full details of the Collegeʼs Student Disciplinary Procedure on the Student Intranet.

Car Parking

1. If you drive your vehicle onto the college campus, you must drive in a safe and courteous manner and comply with all 
traffic signs and road markings.  

2. Please ensure you only park in designated car parking spaces.
3. When parking, the responsibility for your car and its contents rests with you.  Please make sure that no possessions are 

left on view in your car and that your car is locked.
4. Failure to comply with traffic signs and road markings, unsafe driving and parking in non-designated spaces may result 

in disciplinary action.

Exams

Your personal exam timetables will be posted to you several weeks before your exams. If you do not receive them, please contact your
Course Tutor. If you need to find out your exam timetable sooner, please contact you Personal tutor. Timetables are also available on
the examination board websites.  Please inform the Examinations Office immediately if you have an exam clash.

The Exams notice board, displays exam timetables.  Please check this notice board near to your exam dates. Your tutor will direct you
to the closest exams notice board during your induction

You must not have in your possession any unauthorised material or equipment which might give you and unfair advantage such as
notes, calculator cases/instruction leaflets, bags, personal TVs/stereos, reading pens and electronic or radio communication devices, 
including mobile telephones, iPods, MP3 players and pagers.  You must not have in your possession any instrument which can capture
a digital image.  Any pencil cases taken into the examination room must be see-through.

Possession of unauthorised material is breaking the rules, even if you do not intend to use it, and you will be subject to penalty and 
possible disqualification.
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What we expect of you

Deeside College Code of Conduct
The Collegeʼs Code of Conduct is intended as a guide to show you what we expect from all students at the College and to promote 
a supportive learning environment based on respect for all, where every student feels safe and valued and can achieve their goals. 
It applies to all activities students undertake, whether they are on or off the College premises, including whilst using College transport
and outside activities or trips. It also applies to all students on all courses, irrespective of age or mode of attendance.

Therefore, we expect you will:

1. Show respect to all you come in contact with.
2. Not use language or behaviour that is offensive to others. This applies to all areas of the College and on college transport.
3. Dress in a way that does not offend others and not wear the hood up on hooded tops when indoors.
4. Attend all classes punctually and explain any absences by telephoning the admin office before 9.15am.
5. Accept responsibility for your own learning with the support of your personal tutor/s, and submit assignments/course 

work within the deadlines given to you.
6. Make sure all work produced for assignments and exams is your own work and that you have not plagiarised 

(copied direct from books or the Internet).
7. Access only those Web sites appropriate to your studies, ensure that any posters, pictures, literature of any kind you 

print off or display do not cause offence to others. 
8. Follow the specific guidelines given to you for your programme of study.
9. Balance your workload, if you work part time, with college commitments so that you achieve success in your studies.
10. Abide by all examination and assessment procedures.
11. Switch off your mobile phone and not eat or drink (except water) in any classrooms, workshops and Learning Centres.
12. Help to keep a clean, safe, and secure working environment by putting litter and chewing gum in the bins provided, and 

recycling where appropriate.
13. Use all the College facilities and equipment with care.
14. Park your car safely and drive with due care and attention at all times.
15. Not bring alcohol or illegal substances onto College sites, or be under the influence of either while in College or taking part 

in external activities.
16. Not bring knives, unless required as part of essential equipment for your course, or anything which could be used as an 

offensive weapon onto College  sites or College transport.
17. Not smoke except in designated places.
18. Observe all College Regulations and Policies.
19. Carry your I.D. card at all times, produce it for inspection when requested to by staff or security, and never give it to 

anyone else to use.

Attendance and Punctuality

You should attend your timetabled sessions.  If you know you are going to be absent you should let your Personal tutor/Programme
Area Admin Office 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 out of College.  Persistent lateness or absence will be monitored
and followed through with further action, after discussion with your personal tutor.  Please apologise to the personal tutor concerned if
you are unavoidably delayed for any reason.

Classroom/Learning Zone / Work Station Behaviour

a. Mobile phones are to be kept switched off whilst in class.
b. Eating and drinking is NOT allowed.  Water may be permitted.
c. Respect the right of others to work quietly - please do not disrupt others.
d. Radios, stereos and MP3/CD Players and the wearing of headphones are not allowed.
e. Arrive on time.
f. Inform your personal tutor as soon as possible if you will be absent or delayed.
g. Behave, act, communicate and dress in a manner that is courteous and respectful to both staff and students.
h. Take part fully in all lessons.
i. Bring all the necessary equipment for your lesson.
j. Leave the classroom in the condition you would wish to find it.
k. No headgear to be worn (unless for medical or religious reasons).

Students who do not follow the above guidelines will be supported by lecturing and support staff to work through any problems.  
However, where a student continues to break the Code of Conduct, the Student Disciplinary Procedure will be implemented.  
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College Standards

We respect all people and will not treat anybody differently to others in terms of the following:

n Age – it does not matter whether you are aged 16 or 90,  we will not allow anyone to be treated better or worse 
because of their age.

n Disability – Where possible, we will provide facilities and make changes to help disabled people e.g. easy to reach toilets, 
car parking spaces near entrances, lifts to all floors with classrooms, and equipment to help them learn.

n Sex – (gender) we will not treat men and women differently e.g. we welcome men and women on to all courses.
n Marital Status – it does not matter whether a person is single, married, separated or divorced, we will treat them 

all the same.
n Sexual orientation – everyone is equal, regardless of whether they are straight, lesbian, gay, or bisexual.
n Race or colour – we will not single anyone out according to the colour of their skin or their ethnic origin - whether they are 

Asian (e.g. Bangladeshi, Indian, Pakistani), black (African, Caribbean), Chinese, or White (e.g. British, Irish)
n Nationality – it does not matter to us which country someone comes from, we will deal with everyone in the same way.
n Religious belief -  you can expect us to treat everyone the same, whatever beliefs they hold e.g. Buddhism, Christianity, 

Hinduism, Islam, Judaism or those who donʼt believe in God.

We want to encourage people to learn:

n Our Toybox Nursery looks after children aged under 5, before they start school.
n There are flexible start times on some courses, to help you take children to school before you come to college
n Distance learning courses let you learn from home or work, at times that suit you
n E-learning courses let you learn using the internet and email.

We expect our students, staff and members of the public who use the college to respect others in the same way as we do.  We will not
tolerate any oppressive or bullying behaviour towards others.  If this has been proven to have taken place, then the college disciplinary
process will be started against those involved. 

If you need any help with understanding Equal Opportunities, and how you should act towards others, please talk to your personal tutor
or Student Services. 

Emergency Procedures

Please check the emergency procedures for your study area; if you need any help, please ask your Personal tutor. 

If you discover a fire:
n Raise the alarm.  
n Do not attempt to tackle the fire
n Evacuate the building and report to the nearest assembly point.  

When you hear the alarm:
n Leave the building immediately by the nearest emergency exit.  
n Do not use any lifts, do not stop to collect personal belongings.
n If possible, close all doors and windows when leaving.
n Report to the nearest Fire Assembly point and wait for further instructions.
n Do not re-enter the building until you hear that the ALL CLEAR has been declared.

NB: Students with mobility restrictions must ensure they have their personal evacuation 
plan developed for them.  This is arranged via the Facilities Department - ask your 
personal tutor for help in obtaining this. 

IT Security

All students using IT resources:

1. Must conform to the provisions of the "Computer Acceptable Use Policy for Students."  Available from 
www.deeside.ac.uk/student-intranet/

2. Are responsible for the proper care and use of IT resources under their direct control.

Smoking

Please note that there is a no-smoking policy on all college sites.  Ask at reception for details of designated smoking 
areas if you wish to smoke on the college site during break times. If you would like some support with giving up 
smoking, please contact Student Services. 

General Information

Student Entitlements 

You have the right to expect high quality teaching and effective management of your learning, which is subject to independent 
inspection.  The College aims to provide you with the very best teaching and learning environment by ensuring:

1. Students are provided with information, advice and guidance on an appropriate course of study, which takes into account 
their prior knowledge, skills and competence.

2. Students are provided with an induction explaining course content and details of timetables and assessment requirements.
3. Qualified teaching staff set a good example in the preparation and assessment of assignments and course work within 

a set time. 
4. Full-time students will have access to an ʻEnrichment Programmeʼ of extra short courses or activities to complement their 

programme, along with work experience as appropriate.
5. All students will be offered Careers guidance and education, including help with applications and interviews as appropriate.
6. Students are entitled to respect and protection of their rights as defined legally and by the College's Equal Opportunities 

Statement.

Complaints/Suggestions

As a student, you are a valued customer of the College and you have the right to complain if you are not satisfied with any of the serv-
ices we provide.  If you have a problem that is related to your course, please talk to your personal tutor before you make a complaint, so
that he or she is aware of the problem and can help to resolve it.

If you have a general complaint about the college, please let us know as soon as possible.  Please write to Campus Manager of the site
of your main course of study if you wish to make a formal complaint.  

All complaints and comments will be handled promptly, efficiently and courteously, in the strictest confidence.  You will receive an initial
response informing you that we have received your complaint and we will look into your complaint as soon as soon as we can.  We will
normally be able to provide a response to you within 15 working days, but if this is not possible, we will keep you informed of progress.

Equal Opportunities

The  College is committed to providing Equal Opportunities for all – students, staff and visitors.   We welcome people from all different
backgrounds.  We want to offer each individual a place on the right course, which meets their needs.  We will monitor how well we meet
this commitment. 

We will not accept, or allow, our staff or students to discriminate or be unfair against others.  This includes singling out or ʼpicking on
someoneʼ because they are different.
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Personal Safety/Security

n Lost Property/Personal Belongings - you are responsible for the security of your own personal belongings. If you lose 

something, ask at Reception and complete an Incident form.   If you find any items of value, hand them to your 

Personal tutor or in to Reception.

n Suspicious Packages - if you see any suspicious packages or circumstances inform the nearest member of staff.

n Student ID card – If you have been issued a Student ID card, please carry it at all times while on college premises.

n Personal Protective Equipment - you are to wear personal protective equipment correctly as directed by your Personal tutor.

n Working with Machinery - do not use machines which you have not been trained and authorised to use. 

n Working with Animals – all students within the animal care and equine departments must adhere to the specific rules 

and regulations presented during induction week.

n First Aid – if you need First Aid treatment, speak to your Personal tutor or a member of staff; alternatively, please contact 

Reception.

n Reporting Accidents - please report any accident or incident to your Personal tutor or a member of staff.

Useful telephone numbers

Deeside College Switchboard 01244 831531

Northop College Switchboard 01352 841000

Coleg Llysfasi Switchboard         01978 790263

Wrexham Training Switchboard   01978 363033

Careers advice/guidance 01244 831531 or 01244 834511

Student Services (course information/guidance, financial information) 01244 834511

Alcoholics Anonymous 0845 769 7555

Bullying www.bullying.co.uk  www.beatbullying.org

Careers Wales Offices            0800 919520  www.careerswales.com

Chester Rape Crisis 01244 317922

Citizens Advice Bureau www.citizensadvice.org.uk

Crossroads: Support for people who care for a person at home

Flintshire Office 01352 744058

Wrexham County Office 01978 310373

Cruse (Bereavement Care) North Wales 0844 5617856

Womenʼs Aid (Physical/Mental/Sexual Abuse) 0808 2000247 

Relate www.relate.org.uk    

Samaritans (Any time of the day or night) 08457 909090 E-mail: jo@samaritans.org

Deafness Support Network 01244 371372

Deeside Counselling Centre: (Drugs & Alcohol Team) 01244 831798

Drugs Helpline 0800 776600 www.talktofrank.com

National Debt Line 0808 8084000 www.nationaldebtline.co.uk

(Debt information for Young people : www.youthinformation.com)

Parentline (Free confidential helpline for anyone in a parenting role) 0808 800 2222

Quitline Smoking (9am-9pm, 7 days a week) 0800 002200 www.quit.org.uk

Victim Support 0845 303 0900 www.victimsupport.org.uk
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