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Welcome
Welcome
If you are a new student, I am delighted to welcome you
to South Eastern Regional College (SERC) and, if you are
returning, to welcome you back. Along with all of my
colleagues I would like to wish you an enjoyable and
successful year.
This Handbook is designed to provide you with key
Picture 1 SERC Principal
information on the College. It also answers some of the Ken Webb
questions that you may have about services and support
available to you and how to make the most of your time with us. Please
do not hesitate to ask a member of staff if you have any other questions
about SERC.
Our aim is to help you to settle in quickly to college life. As you enrol on
your college course, you are taking on an exciting and rewarding
challenge.
My very best wishes to you for success.
Ken Webb Principal and Chief Executive

Vision and Mission
Vision
By 2030, we will be recognised as an innovative and entrepreneurial world-class
education provider.
Mission
Our mission is to shape our community, by promoting an innovative and
entrepreneurial society through maintaining an inclusive learning environment,
which will empower and enable individuals and businesses to fulfil their ambitions.
In doing so we will contribute to the Programme for Government and associated
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strategies which are aimed at promoting social and economic wellbeing and the
future prosperity of Northern Ireland.

Introduction
This online Handbook is intended to be a reference point - a 'How to' manual. It is
a summary of the services, assistance and facilities available, apart from those
which are directly related to your study or training.
You will also receive information and details in the Course Handbooks designed
especially for your course. Used together you will have all the information you need
about the services available and how you can access them.
Throughout the Handbook there are links to the standard operating procedures
(SOPs), and policies used to manage the Student Experience. As well as using the
links these can be found in the Policies and Procedures section on the
SERC Website.

“ What our students say… ................. ’’
“The tutors are very approachable and make learning enjoyable and
as they have worked in the industry know how to prepare us for the
world of work. I plan to progress to the level 4 course in therapeutic
studies." (L3 Certificate in Counselling Studies student).

“I train in SERC’s dance studio and I am improving my skills and
techniques in areas of dance such as contemporary, ballet, jazz and
tap under the tutelage of my lecturers. There have been opportunities to perform
at SERC to build my confidence performing to crowds. On completion of this course
I would like to progress on to the HND in Performing Arts at the College.” (Level 3
National Extended Diploma Performing Arts student)

“I came to SERC after completing my AS levels as I wanted focus solely on an
industry I want a career in. The learning environment is great, the tutors are patient,
friendly and I feel more independent at the College. On completion of this course
I would like to begin working within the industry.” (Level 3 National Diploma
Engineering - Advanced Manufacturing student)
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“I joined SERC after completing my GCSEs and I love learning a new trade. I am
getting hands on experience working with clients in SERC’s excellent barbering
facilities and I can see my skills improving daily. On completion of this course I would
like to begin working within the industry.” (Level 2 NVQ Diploma in Barbering
student)
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College and COVID-19
Student Information and Induction Guide
Introduction
As the COVID-19 pandemic has, and continues to affect the lives of millions of
people across the world, all the staff at SERC remain totally committed to ensuring
that the College continues to provide it’s students with every opportunity to be able
to attend college and learn, while remaining safe as they learn at SERC.
This will be achieved by:
•
•
•

Adapting how we deliver our classes;
Introducing further strict Health and Safety procedures and ensuring that
every student is trained in these;
Constantly monitoring and reviewing how we do things and comply with
Government and Public Health guidance.

To achieve this SERC will require all students to work together with staff to follow the
procedures that have been established and to recognise their responsibility to
minimise the risk to their own health and to the health of others.
Purpose
This document, the SERC COVID-19 Student Conduct Guide, forms part of the
College’s Student Code of Conduct and therefore is part of the SERC Student and
Trainee Performance, Behaviour and Disciplinary Management Procedure.
It clarifies the guidance on the actions that the College, staff and students must
take to protect student learning, health, and safety during the COVID-19
pandemic. It also sets out how SERC expects students to behave in a manner that
protects their own learning and their health, as well as the learning and health of
others at all times.
Section 1
This section explains how the curriculum will be delivered in the academic year
2020/21 and details of what is expected from our students in relation to this.
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Section 2
This section provides details on the additional Health and Safety arrangements that
are being established for the academic year 2020 / 21 and on how students are
expected to comply with these.
Section 3
This section explains the key features of the induction process that will take place
for all students at the beginning of the 2020 / 21 academic year.
In reading this guide please note that these arrangements have been put in place
to deal with the unprecedented times that have resulted from the Covid-19
pandemic. These arrangements have been worked out in line with current
Governmental / Departmental / Public Health Agency advice. If this advice
changes these arrangements will be up-dated, as necessary.
It is accepted that some of these arrangements that the College has had to make
may cause students and staff some inconvenience. However, they have been
introduced to safeguard everyone. Positive engagement and co-operation is
required from all students. Please remember that by working together in a positive
and collective way we will be able to minimise the impact of the challenges
brought by Covid-19.

Section 1 - SERC Curriculum Delivery 2020/21
Staying safe and minimising the risks posed by COVID-19 involves reducing, as
much as possible the amount of physical social interaction within each Campus.
Large crowds increase the potential for the transmission of COVID-19 and SERC will
therefore reduce, as far as possible the number of people that you are in contact
with while you attend the College. SERC will therefore take the following steps:
1. Reduce the total number of people on Campus each day
2. Ensure that the number of people in each class complies with Social
Distancing guidance
3. Arrange for individual classes to spend as much time as possible within their
own class by reducing as far as possible the opportunity for classes to mix
4. Minimise the number of times that students will move classrooms each day.
To facilitate these steps while at the same time you to continue to learn, the College
will provide a mixture of face to face classes and online classes. This will mean that
you will not have to attend classes on Campus every day. The mixture of face to
face classes and online classes will vary from course to course and the College will
endeavour to ensure that once these arrangements are in place, they will remain
fixed for the remainder of the academic year. This will help you to plan your
arrangements for travelling to and from college, childcare etc. Several “virtual
learning” weeks will be built into the year to allow practical classes / assessments to
8
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happen in small groups and to provide an opportunity for catch-up if necessary.
Services such as Learning Support, for those with identified additional needs, will
continue to be available both online and where necessary within the classroom.
What is expected of our Students?
To facilitate the provision of a safe and harmonious learning environment for all
students are required to:
1. Attend and participate in all classes, both online and on campus as directed
by their tutors
2. Not to attend their Campus on those days that they are not time tabled to
be on Campus, unless by specific agreement with their course tutor
3. Minimise their movement around the Campus
4. Always carry their student ID while on Campus and present it to Duty
Manager or other staff if requested to do so
5. Co-operate with staff and follow all instructions
6. Behave in a manner that encourages others to comply with all
arrangements that have been put in place to protect staff and students.
Failure to meet these expected standards of behaviour may result in disciplinary
action being taken, under Part 3 Section A or Section B of the SERC Student and
Trainee Performance, Behaviour and Disciplinary Management Procedure.

Section 2 - Additional COVID-19 Health and Safety Arrangements
In addition to the enhancements that have been made to the SERC curriculum
delivery model for 2020/21 a wide range of additional Health and Safety
arrangements have been introduced to ensure student and staff safety while on
each of the SERC Campuses. These have been designed to ensure ongoing
compliance with Government / Departmental and Public Health Agency
guidance and will be continuously reviewed and adapted if the situation changes.
What is expected of our Students?

Figure 2 SERC Keeping Everyone Safe Video Still

9

SOUTH EASTERN REGIONAL COLLEGE

Health and Safety (Covid-19) Video Keeping Everyone Safe SERC
During 2020/21 SERC has introduced the following additional arrangements, and all
students are required to comply with these and any further arrangements that may
be made during the academic year. These requirements are:
1. To follow all directions for entering and leaving the Campus and for moving
around within each Campus building
2. To frequently use hand sanitiser which is available from sanitisation points
throughout each Campus building, including classrooms
3. To wear face masks (as directed) and to use other PPE for activities that have
been identified as requiring additional personal protection;
4. To comply with Government guidance in relation to Social Distancing;
5. To attend and only visit and classrooms, workshops, changing rooms, toilets
and other facilities as directed;
6. To notify their tutor and to self-isolate as directed by Government / Public
Health Agency guidance in the following situations:
o
o

o
o
o
o
o

If instructed to do so by the Regional Track and Trace
programme
Where they have developed symptoms associated with COVID19, such as a high temperature, continuous cough, loss of sense
of taste and/or smell;
If they reside with a person diagnosed as having COVID-19
If they feel that they may be at risk of infection from another
person who has been diagnosed with COVID-19
If waiting the result of a COVID-19 test
If quarantining having returned from another country, as
directed by Government guidelines.
In every case where a student is self-isolating / quarantining the
College will continue to provide access to course work through
its online systems. Self-isolation / quarantining will be not be
considered as an absence if the student continues to engage
with online learning.

7. To disclose to Learning Support Team any long-term health condition,
disability or learning difficulty, so that any appropriate reasonable
adjustment or additional support can be arranged. Failure disclose any such
condition means that the College will be unable to take any additional steps
to address that student’s needs.
8. To raise any concern regarding their health and safety at the time that it
becomes a concern with their tutor and / or the Campus Duty Manager, as
appropriate.
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Please note:
1. Failure to comply with the requirements listed above may result in disciplinary
action under Part 3 Section 3 of the Student and Trainee Performance,
Behaviour and Disciplinary Management Procedure.
2. SERC reserves the right to make specific arrangements with students with
learning or physical disabilities (visible or hidden) and /or long-term health
conditions. Any specific individualised plans or actions will take precedence
over the general arrangements and if appropriate should be considered as
additional to all other requirements of the SERC Health and Safety Policy.
3. Student participation with college activities may be considered under the
Wellness to Study procedure as detailed within the Safeguarding, Care and
Welfare Procedure if a student is unable to comply with these
requirements.

Section 3 - SERC College Induction 2020/21
For the plans and actions outlined in Sections 1 and 2 of this document to be
effective all students need to have an opportunity to develop an understanding of
what is required of them in playing their part to minimise the risks posed by COVID19. The induction programme at the beginning of September will therefore be of
great importance in this regard.
This induction will be delivered in 3 phases and each student must complete each
phase of the induction programme and satisfactorily achieve the assessments
throughout the programme.
Phase 1

Picture 3 SERC online Covid-19 Guide

Students will complete phase 1 of the Induction
programme by completing an online training
module that will enable each student to learn
about and develop an understanding of the
steps that SERC are taking to protect them from
the risks associated with COVID-19 as they
attend the College. This online course is to be
completed between enrolment and the
commencement of term and will include an
online
assessment.
Appropriate
access
arrangements will be made for students who
do not have adequate access to suitable IT or
experience other accessibility issues.
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Phase 2
Phase 2 of the induction process will take place
on a student’s Campus and will enable each
student to learn about and understand the
specific arrangements on that Campus to
ensure their safety. It will provide an opportunity
to clarify arrangements regarding entrance and
egress, room usage, canteen access (as
Picture 4 Arrow on floor showing direction
appropriate) sanitisation and PPE arrangements.
During this phase of the induction process
students will also be introduced to the different college support services.
Phase 3
Phase 3 of the College Induction programme will focus on details of Course specific
issues and will thus be different for each course. This will include:
•
•

•

Details about your course, timetable, and classes
More specific details about the Health and Safety requirements of your
course, for example in relation to how and when practical classes will take
place
Training on how and where to locate course specific online materials,
classes, and other activities, including signposting to other services.

What is expected of our Students?
All students, both new and returning are expected to complete all aspects of the
SERC 2020 Induction process by:
•
•
•
•

Completing all tasks both online and at Campus and pass the relevant
assessments
If necessary, repeat any assessments that were not achieved
Fully comply with the instructions that have been presented through each
phase of the induction process
Disclose any health-related concerns, or additional health risks to a relevant
member of staff as highlighted in the induction materials.

Completion of all three phases of the induction process are deemed to be essential
for your ongoing enrolment at SERC. Therefore, failure to engage in the induction
phase of a course may result in the instigation of the disciplinary process under
Section A of the Student and Trainee Performance, Behaviour and Disciplinary
Management Procedure.
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COVID-19 and Online Study
The continuing situation in relation to COVID-19 means that ‘Online Study’ will play
an important part of your education this year. For you, this means that you will be
completing some of your course this year from a location outside the College, most
likely to be your home. The College doesn’t believe that 100% of your time online
will give you the best outcomes and your success is our primary focus, so you will
still have to attend classes in college buildings as instructed by you
course coordinator.
The following information will help you understand what you need to think about
when working online. If you don’t have access to the necessary equipment at
home, then speak to you course coordinator. The College operates a limited loan
scheme and may be able to help you.
What does ‘Online Study’ mean?
Practically, you can participate in Online Study from the comfort
of your home. It can be in your Study (if you’re lucky), the kitchen
table, dining room table or even in your bedroom. You just need
some peace to concentrate and to ensure you don’t annoy
others. Based on the type of course that you’ve picked, the
amount of time required online will vary. Certain elements of you
course will require you to be in college. For example, if you’re studying catering,
hairdressing, joinery or engineering, you will still need to use specialist equipment.
The College will do what’s right for you.
Do I need an internet connection?
Yes. To work from online, you will need at minimum a broadband internet
connection e.g. BT, Talk Talk, Sky, Virgin Media etc. You can also use the data
connection from your phone, however, due to the high cost of mobile data, you
should not use this for activities such as videoconferencing unless you understand
the consequences.
What equipment do I need?
In addition to internet access, to Study Online you will need the following:
1. To participate in video conferences, you need at minimum, a smartphone
or tablet with a camera capable of running Microsoft Teams. We suggest
that you have a phone case or stand that will support the phone on a desk
so that you can focus on your work and not work about holding a phone!
2. You can also video conference if you have a PC, Mac, Laptop or
Chromebook, but you will need to ensure that you have a webcam and
speakers or headphones.
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3. To participate in interactive lessons, a device larger than a smartphone is
strongly recommended. Ideally, you’ll need a tablet device or PC, Mac,
Laptop or Chromebook.
4. If you are studying in a specialist area such as engineering and need to use
specialist software, you will need a device with a trackpad or mouse. This
might be a PC, Mac, Laptop or Chromebook as some specialist applications
don’t work well with touch screens.
What about software?
Studying at SERC comes with some great advantages. Firstly, as a registered
student, you are entitled to download, install and use Microsoft 365 applications for
free, including Word, PowerPoint, Excel, Teams and may other useful apps.
The College also offers a ‘Remote App’ service, so if you’re using specialist software
such as AutoCAD, Sage Accounts, Visual Studio or many other specialist apps, you
can use them on your home PC, Mac, Laptop or Chromebook. You don’t need to
install the software itself, just a small client app that connects back to the College.
This service is available 24 hours a day just for you!
There are lots of other benefits too, such as discounts on equipment such as laptops,
as well as services such as Spotify, Amazon Prime
and
more.
Visit http://www.serc.ac.uk/helpme for the most up to date offers and help.

COVID-19 – Advice for Placement Students 2020-2021
SERC values the importance of work placement and recognises that it is a valuable
and rewarding part of your course journey. With the COVID-19 situation constantly
changing and developing, we understand this may cause disruption to your
upcoming placement or that you may have concerns. SERC’s priority is the health
and wellbeing of its students and the College will follow the UK government advice
and instructions.
At this stage, SERC cannot predict if placements will commence on the date
expected. The spread of the virus will determine if placement providers can offer a
place, along with supervision and support for students. We understand employers
may need to adjust their plans for the year including accommodating placement
students, therefore SERC will be looking into flexibility with start dates for
placements. You should stay in touch with your tutor and placement staff who will
keep you updated.
It is a possibility that providers that offer placements each year may not be able to
do so this year, however opportunities may rise in areas of high demand, such as
health care, childcare and teaching. SERC advises and encourages you to be
flexible in your placement search.
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Important points to consider:
Stay in touch with employers, maintain an active interest in the placement
opportunity and ensure to follow up if you have not heard back.
Interviews for placements are very likely to take place online through skype and
group exercises.
Be flexible with your choices, this is a challenging time for many sectors and
companies may need to adjust their workplace to accommodate placements.
Consider and research other activities that you can engage in that will support your
employability along with work placement e.g. part time jobs and volunteering.
Please note, SERC has no plans to cease placements and we encourage you to
keep applying. The College will put in place alternative arrangements to allow you
to meet the requirements of your course programme, you course tutor will inform
you directly.
Placement Health & Safety and Code of Conduct
The health, safety and well-being of students is SERC’s priority and the College
remains committed to adhering to public health guidance when developing and
planning for you to attend placement. Please keep in mind, that placement
companies will be addressing a wide range of issues including, but not be limited
to, awareness of Covid19 symptoms, personal protective equipment for
employees, risk assessments, social distancing measures, circulation of employees
within the workplace and possible homeworking.
General Safety Rules
Students should familarise themselves with:
•
•
•
•
•
•
•
•

Their individual Risk Assessment available on the Work Placement App
The layout of the placement premises
Ways of getting out of the building in an emergency if the fire alarm is raised
The location of telephones and first aid arrangements
Who to contact, and how to contact them, in case of an emergency
(sort this out beforehand and not when the accident happens)
Associated significant risks brought to their attention during the placement
provider induction
Information, instruction, and training on work activities given by the
placement provider
The safe use of Personal Protective Equipment (PPE) and clothing provided
by the placement provider (if required).

If you have any concerns regarding your health and safety on placement, this
should be reported to college placement staff so it can be properly investigated.
Remember, we cannot help if we do not know about it!
15
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The Work Placement Team details are as follows:
Carolyn King
Work Placement &
Competitions Manager

Erin Harkness
Work Placement &
Competitions Assistant

Teigan Mitchell
Work Placement &
Competitions Assistant

Mob: 077 4878 3729

Mob: 077 7956 5542

Mob: 07971008778

cking@serc.ac.uk

eharkness@serc.ac.uk

tmitchell@serc.ac.uk

Student Support and Advice
It is understandable that the circumstances of this pandemic may make you feel
anxious. Despite the challenges presented by the ongoing restrictions, SERC will
continue to make it possible for you to engage in your course and placement in
the most meaningful and effective ways.

Inspire Students provide SERC’s students with Counselling
Services as well as a 24/7 telephone Helpline for any student
who is experiencing difficulties, worries or stress. The Inspire
Helpline will continue to be available 24/7 on 0800 389
5362. We encourage students to familiarise themselves with
Picture 5 Inspire Students
the Inspire Student Support Hub - as a SERC student you have
logo
free and unlimited access to this resource. It has CBT based
self-help courses and digital intervention tools that will help
you to prioritise your mental well-being amidst the confusion. Your SERC PIN
is: SERC2019.
Careers Services
The College’s Careers Service remains open, and will do as a remote service, even
when the College is closed. Careers officers are monitoring phones and emails
closely during usual business hours (Monday-Thursday 8.45am-5.00pm and Friday
8.45am-3.30pm) – please get in touch and do not be shy about contacting them
directly!
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Covid-19 and Learning Resource Centres
The LRCs remain open, however due to the needs of social distancing we will be
restricting numbers attending the LRCs. If you need to use a pc or study desk, please
use the booking app in Student apps to book a time slot.
We would encourage you to use our e books which can be found in the Learning
and Resource section of the SERC website. Unfortunately, students and staff are
unable to browse the bookshelves at the moment, please use the online Library
Catalogue to select and request your books, or email your request to
LRC@serc.ac.uk
Please return any borrowed books to the book return box outside each LRC, all
books will be quarantined for 72 hours before they are returned to the bookshelves.
We are not in the position to offer shared resources such as staplers and hole
punches etc and we will not be providing stationery for sale.
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Key Information

Contact Us
Space Bangor Campus

Bangor Campus

Newtownards Campus

Castle Park Road
Bangor
Co Down
Northern Ireland
BT20 4TD
T – 028 91276600

Castle Park Road
Bangor
Co Down
Northern Ireland
BT20 4TD
T – 028 91276600

Victoria Avenue
Newtownards
Co Down
Northern Ireland
BT23 7EH
T – 028 91276600

Downpatrick Campus

Lisburn Campus

Market Street
Downpatrick
Co Down
Northern Ireland
BT30 6LZ
T – 028 44615815

Castle Street
Lisburn
Co Antrim
Northern Ireland
BT27 4SU
T – 028 92677225

General Enquiries
info@serc.ac.uk
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Calendar 2020-2021
Term 1

Monday 7th September 2020 – Friday 18th December 2020 inc.1
(All AppNI, TfS, 1st year FE Full-Time and School Partnership Students)

Monday 14th September 2020 – Friday 18th December 2020 inc.2
(All 2nd and 3rd year FE, and all HE Full-Time Students)

Mid-Term

Monday 26th October 2020 – Friday 30th October 2020 inc.

Online week

Week commencing 7th December 2020 inc.

Christmas

Monday 21st December 2020 – Friday 1st January 2021 inc.

Term 2

Monday 4th January 2021 – Friday 26th March 2021 inc.

Mid-Term

Monday 15th February 2021 – Friday 19th February 2021 inc.

Public Holiday

Wednesday 17th March 2021

Easter

Monday 29th March 2021 – Friday 9th April 2021 inc.

Term 3

Monday 12th April 2021 to Friday 11th June 2021

Public Holiday

Monday 3rd May 2021

Online week
Public Holiday

Week commencing 10th May 2021 inc.
Monday 31st May 2021

Inter Semester Week: 25th Jan 2021 – Friday 29th Jan 2021
(excluding School Partnership Links and University Access)

Please Note:
1. Given the evolving nature of the present pandemic, all dates are subject to
change.
2. Certain HE courses may have a different start date, but students will be
informed by the School directly. Part-Time evening courses will not
commence until after 14th September 2020.
Terms and Conditions
The Terms and Conditions given to you when you applied and confirmed by your
acceptance and enrolment on this course are available on the Contact SERC
Website and can be accessed by this link Terms and Conditions 2020-21.
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Compliments and Complaints
SERC is committed to providing the highest quality of service to all our customers. If
a customer is not satisfied with the quality of service provided by the College or
College staff, they have the right to complain. The College will ensure that any
issues or problems raised are resolved as quickly and as close to the source as
possible, to the satisfaction of all concerned.
We would encourage customers to seek to resolve any issues informally with the
relevant member of staff in the first instance, however where this is not possible or
a resolution cannot be found, customers may submit* a formal complaint in writing
by either:
Completing a complaints form, available at campus reception points
Emailing complaints@serc.ac.uk
*If you require assistance in submitting a complaint, please make this known to
reception staff, and assistance will be provided.
The College also welcomes compliments from customers. If we have excelled at
something, we would love to hear from you. You can pass on your compliment
by contacting the staff member concerned, emailing compliments@serc.ac.uk or
completing a compliments form, available at campus reception points.
All complaints and compliments received are recorded on an electronic register.
If the comment is positive, we will ensure that the member of staff involved is
informed. If the comment is not positive, you will receive an acknowledgement
letter within 5 working days*, and a senior member of staff will then investigate the
matter and advise you of the outcome in writing within a further 20 working days.
Completed complaints or compliments forms can be returned to any campus
reception point marked for the attention of the Senior Customer Services Officer.
* Working days are those days on which the College is open. Weekends, statutory
days, Bank Holidays and other college closures are classed as ‘non-working’ days.
Completed complaints or compliments forms can be returned to any campus
reception point marked for the attention of the Senior Customer Services Officer.
The College’s full SERC Complaints and Compliment Policy located on our
website www.serc.ac.uk Link not working check!
Once you have exhausted the College Complaints Process you can still approach
the awarding organisation if you remain unsatisfied. You can also refer to the Public
Services Ombudsman (NIPSO).
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Health & Safety
No Smoking Policy and Substance Abuse
The College has a No Smoking Policy which includes e-cigarettes.
Smoking is not permitted on any part of SERC campuses except in
designated external smoking areas. You will be advised of these
designated areas
during
the
induction
period
of
your programme. E-cigarettes may not be used within any of the
SERC campuses. The College has a no tolerance policy for substance abuse and
will act in accordance with the Substance Misuse SOP.
Fire/Emergency Evacuation Procedure
South Eastern Regional College has a Fire/Emergency Evacuation procedure for
each campus. This will be fully explained at Induction and is accessible on the SERC
Website under Public Information Policies and Procedures section within the
General Health & Safety SOP. You must comply fully with this policy as failure to do
so may potentially endanger life. Failure to comply with such procedures will be
dealt with through the Student/Trainee Performance, Behaviour and Disciplinary
Procedures.
Personal emergency Evacuation Plans
Any student who has a disability that may affect how they can be evacuated from
College buildings must have a Personal Emergency Evacuation Plan (PEEP)
completed. This plan will detail how such a student can be evacuated quickly and
safely from the building should an emergency arise. A PEEP will be prepared by the
student’s programme coordinator with assistance from the Learning support staff
and the College’s Health and Safety manager. Any student who has a PEEP must
comply fully with it during an emergency situation.
Health & Safety
You are required to abide by the College’s Health and Safety Regulations at all
times. The regulations which govern you state that: ‘All students shall be advised
that they:
1. Have a duty for the safety of themselves, their fellow students and others in
relation to their actions;
2. Are required, when safety is involved, to wear appropriate clothing and
observe proper standards of behaviour;
3. Are required to observe safety rules and procedures;
4. Must not interfere with or misuse anything provided within the College for
health and safety; and
5. Are expected to report to staff any instruments, machinery or other college
equipment or facilities which constitute a hazard.’
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Further details regarding the specific Health and Safety requirements as they relate
to your programme of study will be provided by your tutors during the induction
period of your programme. A complete copy of the SERC Health and Safety Policy
and Procedures can be found on the SERC Website under the Public Information
Policies and Procedures section.
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What is expected of me?
Student Code of Conduct
In consultation with the SERC Students’ Union we
have a basic code of conduct for students. The
purpose is to develop an ethos of mutual
respect and a safe and productive educational
environment.
SERC categorises its’ expectation of student
conduct and behaviour into the following
categories:
1. The attendance, performance and classroom behavioural requirements of
their programme of study;
2. SERC Curriculum SOP and Quality Assurance procedures and the
requirements of the Examination and Awarding Bodies;
3. The Anti-Bullying Policy and Procedures;
4. All Health and Safety Rules and Guidance;
5. The Acceptable User Policies for the IT system;
6. Substance Misuse SOP;
7. The Respect agenda, which forms part of the “Getting the Edge” initiative
which requires students to behave in a fashion that ensures that the rights
and freedoms of other students, college staff, contractor staff, local business
owners, and local residents are respected. This includes students being
considerate of others by keeping corridors free and not sitting in them.
Policies and Procedures section on the SERC Website.
At enrolment all students are asked to confirm their commitment to complying with
these behaviour requirements by agreeing to the Student Agreement Summary, a
copy of which is included in Appendix 1 of this handbook. (Appendix 1: Student
Agreement Summary)
In addition, during the induction phase of your course you will be provided with
further specific requirements that relate to your particular programme of study and
appropriate guidance on issues such as:
•
•
•

Attendance requirements;
Notifying staff of absence;
Compliance with submission deadlines;
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•
•
•
•
•
•

Appropriate classroom behaviours;
Breaks and the consumption of Food/Drink;
The use of mobile phones and tablets;
The use of Personal Protective Equipment and the wearing of uniforms;
Respect for other students while in class e.g. allowing others to speak, not
causing disruption, not swearing and arriving punctually;
Recognising and respecting equality and diversity rights while participating
in college activities.

Taken together, compliance with these requirements will enable all of our students
to learn in an environment which maximises effective learning while at the same
time minimises stress on both students and staff.

Programme Regulations
This section details the main regulations
that
cover
most
Further
Education programmes. Some programmes may have special regulations and
you will be advised of these at the start of your study by the course team. It is
important that you read and understand all regulations that pertain to your
course. If you have any questions regarding them you should ask for guidance
from your Programme Coordinator.
Attendance Requirements
You should aspire to achieve 100% attendance at all timetabled classes and other
activities including all Essential Skills classes. You are required to attend a minimum
of 80% of all learning activities in each module of your course. Failure to do so may
mean that you will be asked to leave the course on grounds of Academic Standing
(see below).
If you expect to be absent from your course for more than five days, you must
advise the Programme Coordinator in advance. Prolonged absence from your
course, without good reason, is viewed as a serious breach of regulations. If your
absence is for medical reasons or other personal circumstances you must provide
your Programme Coordinator with a medical certificate or evidence of your
extenuating circumstances on your return. Your Programme Coordinator will advise
you of any additional documentation to be completed.
Attendance will be reviewed periodically as per the College’s Authorisation of
Absences SOP. Disciplinary action may be taken where poor attendance is
identified. Please refer to the Authorisation of Absences SOP for details.
Good Academic Standing
The College is required to advise grant-awarding bodies that an individual student
is ‘in good academic standing’. This statement will not be made in respect of any
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student whose attendance is unsatisfactory or whose behaviour on the course is
otherwise unsatisfactory.
Mobile Phones
Mobile telephones must be switched off in the Library, Resource Centre and during
all class activities. They should not be brought into Examinations.
Student Discipline
SERC has a responsibility for creating a peaceful and positive learning environment
so that all learners can focus on their learning without disruption. At the same time,
SERC must ensure that staff have the opportunity to work with learners in safety, in
compliance with legal requirements and without unnecessary distraction. To ensure
that this is achieved student behaviour and performance is monitored and
managed. From time to time appropriate disciplinary action may need to be taken
when student behaviour fails to meet an acceptable standard.
The process for managing student performance, behaviour and discipline will take
account of the needs of the student and will be applied in a manner that will
support the development of appropriate, positive, respectful behaviours and
successful learning.
This section, “Code of Conduct”, provides details of the conduct that is expected
of students while attending SERC and failure to comply with these requirements will
be addressed using the SERC Student/Trainee Performance, Behaviour and
Disciplinary Management Procedures.

Use of College IT Systems
You are bound by the terms and conditions of the
College’s Computer Services Acceptable Use Policy. The College
uses web filtering software to block out prohibited sites and
material. In the event that you inadvertently access any offensive
or sexually explicit material, for example from a link in an email, you
should leave that site immediately and inform both your course tutor and the IT &
Services Department giving details of the URL visited. Link not working
As stated in the College’s Computer Services Acceptable Use Policy, SERC retains
the right to monitor the transmission or storage of material through its computing
services if it is suspected that acceptable use has been violated. Link not working
User Accounts
As a student at SERC, you will be issued with a username & password that will give
you access to E-Mail, Online Storage, access to the College Virtual Learning
Environment (Moodle) and a range of other services & benefits. The account is
yours, and you should not share the account or its password with anyone.
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Your username is also you email address and is normally written as 3 letters, following
by 8 numbers and then finished with am ‘@serc.ac.uk’ suffix. For example, the
account for Sam Smith might look like smi20211234@serc.ac.uk
You should make every effort to protect your account, including locking your
PC/Mac whilst unattended. This can be done using ‘Ctrl + Alt + Del’ + "Lock this
computer".
Storage of Files and Documents
As a student, you have been allocated 1TB of storage in the College’s Office 365
Service, known as OneDrive. The key advantage for you is that OneDrive enables
you can access your files/documents from any internet connected device,
including tablets, PC, Macs or even on your mobile phone.
Before we go any further, you should know that the use of portable media, i.e. USB
Keys, is strongly discouraged. You should consider using OneDrive for all file storage.
OneDrive brings strong protection for your data in terms of backup, versioning and
Malware/ransomware protection.
When you are on a college PC, you can see OneDrive to the side of the Windows
Explorer. You should save your files here.

Figure 6 Picture showing OneDrive on Windows Explorer
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If you are in a Microsoft Office product such as Word or Excel, you can also save
directly to OneDrive as shown below:

If you are at home, you can access your college OneDrive by clicking on the
‘OneDrive’ link in the ‘Apps’ section of the Student Intranet or by
typing www.onedrive.com into your web browser. If you are prompted to login, use
your college email address and password and then select the ‘Work or School
Account’ option. Apps are also available in for Mobile Phones & Tablet devices for
all major platforms. Simply search for ‘OneDrive’ in your device’s App Store.
Finally, as a student, you are entitled download and install Microsoft Office onto up
to 5 of your Personal PCs, Mac’s, Laptops, Tablet & Phone Devices. To download
the software, navigate to www.office.com and sign in with your college username
& password. We ask that you also encourage your fellow student to avail of this free
service too. There are other service and benefits that are available to you. This will
be communicated at the start of the academic year.
Password Protection Standards
Passwords are an important aspect of computer security. They form the front-line
protection for user’s accounts. A poorly chosen password may result in the
compromise of the College’s entire network. As such, you are responsible for taking
the appropriate steps to select and secure your password.
You are strongly advised not to use the same password for SERC accounts as they
may use for other non-SERC accounts such as personal e-mail accounts, Banking
accounts, PIN numbers, or any other account. The College requires that passwords
are changed every 6 months. This change is enforced automatically by the system.
You should not share your password with anyone, including classmates,
administrative assistants or line managers. If someone demands a password, refer
them to this document or have them call someone in the IT & Services department.
You should never disclose your password in response to an email or phone call
purporting to be from the IT department. The IT & Services department should not
and will not ask an end user password to divulge their password.
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For the avoidance of doubt, it is not permissible to:
•
•
•
•
•
•
•
•
•
•

Reveal the password over the telephone to anyone.
Reveal a password in a single e-mail message.
Reveal a password to a manager or lecturer.
Reveal a password to co-workers for their use while you are on holiday.
Talk about a password in front of others.
Hint at the format of a password.
Reveal a password on questionnaires or security forums.
Share a password with family members.
Write passwords down and store them anywhere in your office.
Store passwords in a file or on ANY device without encryption.

Use the “Remember Password” feature of applications on devices, unless the
device is password protected and uses encrypted storage.
The single exception to the above guidance applies if you have a specific physical
and/or learning need. In this scenario, a support worker may, with your consent, be
allowed to hold knowledge of your password for the purposes of assisting you with
your study.
If you suspect your password has been compromised, report the incident to the IT
& Services Department and change your password immediately.
General Password Guidelines
The College requires the use of complex & strong passwords. The following
characteristics are required:
•
•
•
•
•
•
•
•

Passwords need to be at least 10 characters long and no longer than 127
characters
Passwords should not contain either your username or your forename &
surname
The space character can be used in a password, but his is not a requirement
Passwords have to contain characters from three of the following
categories
Uppercase letters (A through Z)
Lowercase letters (a through z)
Numbers (0 through 9)
Non-alphanumeric characters (special characters): (~!@#$%^&*_+=`|\(){}[]:;"'<>,.?/)

Note: Currency symbols such as the Euro or British Pound are not counted as special
characters for this policy setting.
Users are asked to consider a ‘passphrase’ instead of a password. Passphrases can
be a sentence, song title or other phrase that is easy to remember. Some example
passphrases would be:
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•
•
•

The 0nly Way 1s Up!
H0ld the d00r!
My fav0rite c0l0ur is Red

Passwords should never be written down or stored online as clear text. Users should
also avoid common usage words such as:
•
•
•
•
•
•
•

Your forename, surname, name of family, pets, friends, co-workers, course
title etc.
Computer terms and names, commands, sites, companies, hardware,
software.
SERC, South Eastern Regional College.
Birthdays and other personal information such as address and phone
numbers.
Word or number patterns like 1234567, abcdefghi, qwertyuiop etc.
Any of the above spelled backwards.
Any of the above preceded or followed by a digit (e.g. password1)

Additional Security Measures
A special security feature, known as Two Factor Authentication (2FA) or Multi Factor
Authentication (MFA) is available to all students if they wish to use it. Passwords are
all that is required when logging into college managed devices, however when
using non-managed devices, the following restriction will apply:
Access to college computing facilities using username & password will be restricted
to the UK/Ireland unless 2FA/MFA has been enabled on the user account.
The College strongly recommends the use of Two-Step Verification to protect your
information.
This
can
be
setup
from
the
following
link: https://aka.ms/setupsecurityinfo
Social Media
The following guidance is to help you understand the implications of using both
college and/or personal social media. Social media is defined as any type of
interactive online media that allows parties to communicate instantly with each
other or to share data in a public or internal forum. This constantly changing area
includes (but is not limited to):
•
•
•
•
•

Online social forums such as Twitter, Facebook & LinkedIn.
Blogs, videos and image-sharing websites such as YouTube & Instagram.
Messaging technologies such as Skype, WhatsApp, iMessage & Snapchat.
Dating apps
Personal web space

Although SERC permits personal use of social media, you are reminded that access
to these facilities is a privilege and that social media use shouldn't interfere with
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your responsibilities & commitments during class time. Your access is currently
permitted on a case by case basis; however, the principle of privilege and
responsibility applies equally to all students to whom access has been granted.
It is your responsibility to read and act in accordance with the rules and guidelines
set out by individual social media sites. However, in addition to these rules, SERC
required that you:
•
•
•

•

Should not use social media websites to criticise the College, or any staff
members, students or third parties.
Should not use social media websites to abuse, harass staff members,
students or any other third parties.
Must remember not to post any comment, or image that would bring the
College into disrepute, or give cause for a third party to consider taking legal
action.
Must not place information pertaining to, or upload image(s) of college staff
or other students to any web site without the prior consent being obtained
from the staff and student member(s) in question.

You are reminded that the line between Academic, Professional and Personal use
of social media is not always clear and personal use can have an impact in the
College and on the studies of others. It is therefore important that you bear the
following advice in mind when using social media:
When using personal social media, remember that although you are not acting on
behalf of SERC, you can impact on the College’s reputation if you are identified as
being a SERC student. Your online profile may reference SERC’s name as your place
of study, so make it clear that any of your comments/posts are personal.
Some online communities can be volatile, tempting users to behave in ways they
otherwise wouldn’t. Don’t forget that anything posted online can be seen by
anybody, and that it might not be possible to remove it. Deletion in the online world
is neither instant nor permanent and may affect your future prospects.
Online social media material can be retrieved by legal bodies in some cases years
after posting. Bodies providing internet access have legal requirements to store
material for lengthy periods of time.
Remember that prospective employers or universities may trawl social media sites
as part of their selection process and the social media posts you make could
undermine your future prospects.
Should you encounter or witness any inappropriate behaviour such a bullying or
illegal activity on social media, you can talk to your course tutor, or seek guidance
from
the
PSNI
by
visiting
their
‘Refresh
Youth’
page
(https://www.psni.police.uk/refreshlandingpage/).
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Enrolment
Enrolment Information
When you enrol as a student at SERC you are agreeing to the rules and regulations
of SERC as set out in the College’s Terms and Conditions.
At enrolment, you need to:
•
•

Submit original examination results – these will be copied and returned
Bring appropriate identification with you. We accept the following:
o
o
o
o
o
o

•

A birth certificate issued in the United Kingdom or Ireland
An adoption certificate issued in the United Kingdom or
Ireland
A passport
A driving licence
A National Identity Card
A Biometric Residence Permit

Complete an online enrolment form confirming you agree to the
College’s Terms and Conditions of study.

Your information is protected and treated in confidence within the provisions of the
Data Protection Act (2018) and the General Data Protection Regulations (GDPR).
For further detail on how we process your data please visit our website
https://www.serc.ac.uk/customer-privacy

Student Records
Student records are held in the College’s central database. It is important that you
tell Customer Services of any changes to your personal details so that these can be
kept up to date.
Privacy Notice
SERC looks after your private data carefully. The Privacy notice below explains this
in more detail.
https://www.serc.ac.uk/PrivacyNotice HM to review

31

SOUTH EASTERN REGIONAL COLLEGE

Criminal Convictions
SERC is committed to ensuring the safety and wellbeing of all students, trainees and
staff as they attend the College, while at the same time ensuring that there is an
equality of opportunity for all applicants including those with criminal convictions.
To help the College fulfil these commitments, the College needs all applicants who
hold, or have held any convictions at the time of their application to declare these
in line with the Criminal Conviction Disclosure Procedure (which is included within
the Safeguarding and Pastoral SOP 90-07-2015) so that, if necessary,
an appropriate risk assessment and management plan can be prepared. Link not
working!
Information about criminal convictions is requested to assist the selection process
but will only be taken into account when it is considered relevant. Any disclosure
will be seen in the context of the occupational area you wish to follow, the nature
of the offence and the responsibility the College has to care for other trainees and
students, staff and others who attend the College.
If a potential student discloses a criminal conviction(s), he or she will not
automatically be excluded from the application process.

Course Duration
The College has a duty of care to ensure that students can complete the second
or third year of their programmes if they have completed the first year successfully.
Students will be guaranteed delivery of their Programme of Study (POS) duration as
published on the College web site or prospectus at the time they enrolled on
the programme. In exceptional cases, for operational reasons, the campus where
the course is delivered may change during the POS. Should a change be
necessary you will be consulted at the earliest opportunity.

Progression within the College
The College will encourage you to progress through the various levels in line with
your skills and abilities. Progression from one Programme of Study to another is not
guaranteed and is subject to gaining the necessary entry qualifications, course
viability and the funding constraints that the College must operate within.
You will be given the opportunity to develop skills, qualities and competencies
which will aid you in your personal and professional development to achieve and
contribute positively to the economy. We will encourage you to complete your full
POS (which may include Essential Skills), which will equip you for progression to the
next level or employment.
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Remember that some universities will require you to have GCSE Maths and/or
English to progress to a new qualification with them. You should check this
requirement early with the university and if necessary, enrol yourself in the
appropriate class in college to achieve GCSE Maths and/or English if required. You
can ask your tutor and the careers staff for advice. You will be responsible for the
course fees for your GCSEs.
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About My Course
My Programme of Study – FE Full-Time
Your programme of study will incorporate a number of elements including:
•
•
•
•
•
•

The relevant vocational qualification
Where appropriate, Essential Skills qualifications (i.e. if you do not hold
a grade C in GCSE English or Maths (or their equivalent)
Appropriate employability units
Enterprise programme of activities
Work placement, work experience or industry led project
Guest speakers from industry or company visits.

These are all designed to help increase your chances of getting a job when you
leave. You will develop the knowledge and skills which are expected by industry.
SERC is developing specific characteristics for the Further Education (FE) provision
which it delivers, and they include:
•

•
•
•
•
•

Producing a work-ready workforce with general subject specific skills and
knowledge that relates to their chosen area of study e.g. engineering,
construction, business etc;
Personal Development skills including the capability for learning and
reflection, problem solving, e-learning and life-long learning;
Employability skills such as being able to work as part of a team to find
solutions to problems with people from different backgrounds;
Widening student participation in FE and supporting those students’
development within FE;
A flexible practical curriculum responsive to economic need that can be
delivered with academic rigour.

These characteristics are integrated within a college FE ethos and they include:
•
•
•
•
•

Support for essential skills to enable participation and progression;
Small group and team learning;
Full Pastoral Care services which contribute to developing the whole
person;
Retention initiatives to support students to succeed;
Opportunities to engage in work-placement;
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•
•

Vocational specific project activities including overseas study and work
placements;
Curriculum delivery by staff with current industrial/sectoral knowledge.

Throughout your studies you will be involved with employability skills and progress
opportunities tailored to your vocational area.
In this way we believe that it will be able to provide a modern and dynamic FE
provision that will be responsive to the evolving needs of the economy, in a cost
effective manner.

My Programme of Study – FE Part Time
We aspire to offer a portfolio of FE part-time (PT) qualifications at Level 1 to Level 3.
Part-time FE programmes will incorporate the relevant vocational qualification and
where appropriate the associated Essential Skills qualifications. If you are on a PT
FE programme you will be required to participate in all elements of
the programme and will be monitored by tutors. We will provide you with guidance
and support.
Our FE PT provision will allow:
•

•

•
•

•

A focus on teaching and learning so that students develop skills of
application, analysis, evaluation and the ability for lifelong learning,
including capabilities in the use of Virtual Learning Environments (VLEs) in
addition to the specific learning outcomes associated with their chosen
vocational programme;
Suitable
progression
pathways
for
students
from
pre-16
education programmes from other School educational institutions and from
within SERC’s School Partnership;
Opportunities for progression to HE programmes and/or to appropriate
employment in the local economy;
Employees engaged in the local economy the opportunity to develop their
technical, supervisory and self-development skills in a fashion that is
compatible with their current and future skill needs and their working and
family commitments;
The development of entrepreneurial and employability skills to address
economic and community needs in the local region.

Who’s Who?
Explanation of Roles
A
number
of
people
are
involved
in
managing
your
course. A Programme Coordinator looks after each programme of study and is
supported by the Course Team who will be your unit tutors. While
the Programme Coordinator and Course Team are responsible for the day to day
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operation of your course, it is the Deputy Head of School/Head of School who is
responsible for the overall management of all courses within their School.
Most of your day to day dealings will be with the Course tutors and if you have any
queries the best starting point is usually with the unit tutor in question or
your Programme Coordinator. You will be allocated a personal tutor each
year. Your tutor is someone who can get to know you and support you throughout
the course providing support when needed.
It is very important that you keep in touch with your course tutors especially if you
are facing problems or issues. They will advise you where to access additional help
or discuss the issues with you. If your tutors do not know about issues that may affect
your potential to achieve, they cannot help you – so keep them informed of any
changes in your personal circumstances.
College E-mail
The main form of communication with students is via the College intranet and
student emails. You will be given a SERC email account, which you should check
regularly as many staff use this to relay information directly to you. When you need
to contact a member of staff you should, in the first instance use the staff e-mail
system. As with all communications, please be courteous and polite in sending
messages. For further information on use of college IT systems and social media see
page 26 and 31of this handbook.

Course Structure and Content
Student Induction
Induction is a vital part of your education to ensure you are aware of the services
you are entitled to and your responsibilities as a student. All FT students will undergo
a range of induction activities including online modules as well as face to face
activities with course tutors. Online modules will include, student finance, ILT
facilities, counselling, health and safety etc. Your Programme Coordinator will
inform you about induction dates. It is important that you attend these events.
Course Handbook
You will be provided with a course handbook which will detail the modules to be
studied in each year. Tutors will provide you with an outline of the module, known
as ‘the module content or specification’. This will detail the learning scheme for the
module including topics to be covered, reading lists, assignment titles and
assignment hand-in dates. These documents will also be available on the SERC
intranet.
FE course teams strive to provide a quality learning experience and your feedback
is important to help us do this. You will be invited to participate in a staff-student
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consultative meeting halfway through each semester and to undertake module
reviews at the end of each module.
Tutorial Programme
You will be allocated a personal tutor who will carry out regular reviews of progress
and target setting as well as having a pastoral care role. You will have a weekly
timetabled tutorial which will include career education, cultural diversity,
development and monitoring of the Electronic Individual Student Plan (E-ILP).
Students Placement and Insurance
A SERC placement can be undertaken as an assessed mandatory component of
a course or a non-compulsory opportunity to provide valuable vocational
experience. SERC recognises that placements are vital in the successful
competition for jobs and provide an opportunity to put the theory taught in the
classroom into practice.
Full and part time students from all disciplines with or without course stipulated
placements are encouraged to be involved in work placements. SERC will support
students in their search for a placement and expect them to work closely with their
tutor and work placement officer who will guide them through the process.
To help in the search SERC has developed a highly functional software system
accessible through the Work Placement App, which allows students to search for
companies, placement vacancies or to inform staff of placements independently
found by students. Placements students, College Placement Staff and Placement
Providers are given secure access to their particular information. SERC and the
Placement Provider shall at all times act in compliance with the Data Protection
Act 2018 and General Data Protection Regulation 2016/679 (as amended or such
equivalent legislation in effect from time to time).
Placements could be with a large company or SME (Small Medium Enterprise), in
Northern Ireland or overseas. Modes of attendance vary depending on course
requirements and can last an academic year or number of weeks, attending one
day per week to as many as five days per week. Non-compulsory placements are
completed in the student’s spare time and must be course related and in
agreement with the course tutor. Deciding factors are student attendance in class
and how up to date their work is.
SERC will put in place the necessary placement documentation and insurance to
guarantee we have done all that is reasonably possible to ensure students have a
safe and rewarding placement this includes a risk assessment which is completed
for each student.
Placement opportunities working with children and/or adults at risk of harm or
adults in need of protection may require students to get a valid ACCESS NI
clearance. Further details of this process can be found in the SERC Safeguarding,
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Care and Welfare Procedure on the SERC website; Policies and Procedures section
on the SERC Website.
AccessNI is a criminal history disclosure service in Northern Ireland, which provides
different levels of information about an individual. An ‘enhanced’ or ‘enhanced
with barred list’ check is required; this contains the same information as a standard
check as well as a check of police records held locally and information from the
Disclosure and Barring Service.
SERC will process the applications for full and part-time, higher and further
education students, all students are required to pay for their ACCESS NI clearance.

The SERC Learning Experience
At SERC you will be supported in your studies and through employability activities
we will help prepare you for the world of work. We can offer sound careers advice,
guidance and enterprise support for you if you are a budding entrepreneur!
Schemes of Work
Schemes of Work (SOW) will be developed for all teaching sessions, uploaded unto
the team sites/MOODLE and given to you by the 3rd teaching week. The SOW will
assist you by providing details of the running order of lessons and thus give you
opportunity to prepare for these in advance.
Project-Based Learning (PBL)
FT programme teams will source real projects to enable you to have real life
industry led learning experiences with either external companies or even at SERC
itself. These projects will be practical with defined and agreed outcomes, specific
milestones and resources and designed to meet the requirements of
awarding organisation assessment criteria.
Blended Learning
Your programme of study will be a blended learning approach. This will mean that
there will be a variety of learning methods including theory, practical
workshop/laboratories, as well as a range of online learning and assessment
materials. These methods should help address the range of learning styles that you
may have within your class cohort and also help you to develop independent
learning skills.
Independent Learning and Personal Development
You will be encouraged to develop independent learning techniques appropriate
to your skills and experience through the use of Information Learning Technologies
(ILT), project based activities, presentations, placement, experience and team
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work activities as well as a range of enrichment activities organised within your
POS.
E-Individual Learner Plan (E-ILP)
The E-ILP is used to track your progress. It also tracks your completion of a range of
induction modules and other key records. Programme Coordinators are obliged to
ensure that you complete the E-ILP within the first 3 weeks of your programme start
date.
Intercampus Competitions
We believe that competitions help to develop your skills and abilities. Therefore,
we organise a range of intercampus competitions across a range of curriculum
areas. These will be led by the Competition Manager and supported by the course
teams.
These can also be used for selection to well-known regional and international
competitions such as World Skills and Future Chef.
External Competitions and Awards
We aim to develop opportunities for you to progress your skills and abilities across
local, national and international competitions. Course teams will identify
appropriate competitions and the process for selecting students to participate.
Employability Skills
Through your vocational programme you will be encouraged to develop the skills
of working with others, improving your own learning and problem solving.
Appropriate employability units will be incorporated into your programme of
study. Programme teams will also identify appropriate and relevant enrichment
activities including the possibility of work experience.
Local Site Visits and Study Trips
Visit to local companies and businesses are an important part of the curriculum and
will
give
you
an
appreciation
of
a
real
working
environment. Programme Coordinators will organise a number of visits appropriate
to the programme you are on. You may be asked to make a contribution to the
cost of these visits.
International Cultural Visits and Study Trips
We aim to provide you with the opportunity to participate in local and international
study
trips
to
broaden
your
experience
vocationally
and
culturally. Programme Coordinators and course teams will identify links with
partners across Europe and beyond and explore the opportunity to access funding
to support the financial cost.
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Entrepreneurship and Enterprise
We aim to provide you with an awareness of enterprise and will support you in
business ideas generation and business start-up. To develop these skills a range of
activities will be embedded in your POS led by the College Enterprise Champions
and supported by course teams.
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Assessment and Appeals
Assessment
Assessment Schedules
The Assessment Schedule is aimed at streamlining the assessments across all of the
modules within a programme and to ensure that there is a variety of assessment
methods used. You will receive an Assessment Schedule for each year of study. The
Assessment Schedule will be given to you within the first 2 weeks of a module
starting to help you to take responsibility for your own learning and progression.
Assessment Methods
Tutors will devise a range of assessment methods such as written, practical, peer
and e-assessment. You will be encouraged to submit written assignments
electronically. These will be marked and returned electronically through MOODLE
within 3 weeks of submission. Tutors will store all assignment feedback and returns
for quality purposes. You should keep electronic or hard copies of your submitted
work.
Submission of Assessments
The submission of assignments will follow college policy and the regulations required
by the awarding organisation.
In all programmes tutors may request that all written assignments are submitted in
both electronic and hard copy format with the appropriate coursework submission
form signed by the student. It is your responsibility to keep a backup copy of your
work and proof of submission.
Late Submission of Assessment
Your course tutors will refer you to assessment submission and grading guidelines
during the induction process and throughout your course. We recognise that there
may be circumstances that prevent assessment being handed in on time. A ‘late
submission’ is defined as an assignment submitted after the agreed submission time
and date. You must have prior authorisation or extenuating circumstances for all
late submission of work. Extenuating circumstances are those which are
exceptional and unforeseen. They do not include IT or computing issues or minor
illnesses. An extenuating circumstance can only be awarded where it meets
the Authorised Absence standard operating procedure. Unauthorised late
submissions will be marked according to the College’s Assessment and Grading
Standard
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Operating Procedures. All relevant standard operating procedures are available
through the programme Moodle site.
Feedback on Your Progress
We view feedback as an important learning tool that assists you in improving and
progressing. You will receive written feedback shortly after the summative
submission of work to the unit tutor. Your feedback will be constructive and will
identify areas of good practice evident in the submitted work and indicate how
you could improve your submitted work or future work.
External testing
Some of your units will have an external test that you must do under examination
conditions to complete the assessment requirements. The College will pay for your
first sit but where you fail to sit, or fail the examination, for whatever reason you will
have to pay the resit fee.
Special Examination Arrangements
SERC is committed to ensuring that those with additional learning support needs will
be provided with suitable adjustments to facilitate their completion of
examinations. However, to implement such adjustments appropriate evidence
which meets the requirements of the Awarding Bodies must be provided. Please
refer to the 'Where do I get Help - Learning Support' section.

Plagiarism and Malpractice
Plagiarism is “The failure to acknowledge sources properly and/or the submission of
another person’s work as if it were the candidate’s own (Joint Council for
Qualifications, 2004)’. Malpractice is misconduct including falsified declarations,
fabrication and copying of others work.
A strict interpretation of the term ‘work’ in this definition would include original ideas
as well as published words or artefacts or work previously submitted by other
candidates/learners.
Plagiarism is on the increase and students should be aware that tutors have a
responsibility to identify and report any suspected instances of plagiarism. Several
forms of plagiarism exist, ranging from purchasing whole assignments via the
Internet, through partial plagiarism to unconscious plagiarism.
The following are dishonest and therefore unacceptable and not allowed by the
College:
• Taking someone else’s work, images or ideas and passing it off as your own
• (this is called Plagiarism);
• Using the computer, the internet, or information stored on a hard copy or
floppy disc which belongs to someone else and passing it off as your own;
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•
•
•

Cheating, that is acting unfairly or dishonestly to gain an advantage;
Secretly, agreeing with another to deceive (This is known as collusion).
Students should not lend or borrow notes and disks as it can lead to
plagiarism, cheating and collusion.

To avoid Plagiarism, students should carefully note the guidance on referencing
below.
Malpractice refers to all misconduct in relation to assessment and includes:
Plagiarism of any nature;
•
•
•
•
•
•

Collusion by working collaboratively with other learners to produce work that
is submitted as individual learner work;
Copying (including the use of ICT to aid copying);
Deliberate destruction of another’s work;
Fabrication of results or evidence;
False declaration of authenticity in relation to the contents of a portfolio or
coursework;
Impersonation by pretending to be someone else in order to produce the
work for another or arranging for another to take one’s place in an
assessment/examination/test.

Incidences of plagiarism and malpractice will be dealt with through the
College’s Assessment Malpractice SOP and Disciplinary SOP and Policy found on
the SERC Website in the Policies and Procedures section. The College views these
issues very seriously and the penalties for a minor offence may require work to be
resubmitted. A repeated or major offence may be treated as gross misconduct
and could result in removal from the programme.
Guidance on referencing
To avoid Plagiarism, you should carefully note the following guidance on
referencing:
a) A reference in the text, or as a footnote, should show at least the name of
the author, the year of publication and the page number: for example:
(Morrison, 2000, pg.29).
b) Candidates must also include a bibliography at the end of their work, which
lists details of publications that have been used to research their project.
For example: Morrison, A. (2000) Mary, Queen of Scots, London:
Weston Press.
c) For material taken from web pages, the reference must show the precise
web page, not the search engine used to locate it. This can be copied from
d) the address line, for example: http://www.bbc.co.uk/arts.
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e) For individual works found through the Internet, the reference should show
the details as in (b), above, plus the URL and the date assessed. For
example: Airey, C (2004). The State of Play Today (Online) 6th Edition.
Available: http:/classics.mit.edu/Plato/republic.html (20th September 2001)
Further guidance on referencing will be provided by your Programme Coordinator
or can be obtained from the online learning resources.

BTEC Assessment Procedure
Requirements for completing and submitting BTEC assignments and assessments
Preparing for your assessment – Getting it right the first time at the first submission.
Tutors will prepare you for assessment during your classes. They will
give you ongoing feedback in class to ensure that you have the knowledge, skills
and understanding to complete assessment. Once the assignment is given to you
the tutor is not allowed to give you specific feedback on how to complete it. It is,
therefore, very important that you attend all classes to ensure that you know what
it is you have to do to be successful. If you are completing the assessment in class
your tutor is not allowed to give you any indication as to what grade the work
might be awarded.
Submission of assessment requirements
You should aim to get your assignment right on the first submission. To do this you
must ensure that you follow the assessment requirements below. These rules are set
by BTEC and are used wherever in the country a student is taking a BTEC
qualification. The College and your tutors cannot change, alter or move away from
these rules. Failure to meet the rules can result in very serious consequences for
your future.
Assessment deadlines
Assignments must be handed-in at the date, time and method stated on the front
cover. It is very important that you meet hand-in dates. If you do not hand-in your
assignments on the deadline stated on the cover sheet the work may not be
accepted and you may lose the right for resubmissions. Your tutor is not allowed to
ask the Lead IV for deadline extensions except in extenuating circumstances.
Failure to meet assessment deadlines may affect your progress in the course and
even result in you having to leave the programme.
Remember aim to ‘Get it Right the First Time’ and always Submit your work on time!
You do not have an automatic right to a second submission.
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Submitting assignments and academic misconduct
Assignments must have the relevant front cover sheet (signed by the student as a
declaration of own work) and task sheet. Subject tutors will not accept an
assignment without them.
It is very important that your work is your own. Signing the front cover sheet confirms
that what you are handing in is your own work.
Assessments are checked for ‘copying’ and plagiarism. You may be asked to
submit assessments by Moodle or Turnitin. Both of these methods help to detect
academic misconduct through plagiarism. If there is evidence of academic
misconduct this will be dealt with as a serious breach by the College as explained
in section Plagiarism and Malpractice above.
The use of referencing and good notetaking will help to ensure that you do not
commit plagiarism. This will be covered in your tutorials and ask your tutor if you are
concerned about ensuring that you do not commit academic misconduct.
If you hand your work in on-time and have made every effort to meet the
assessment brief, then the work will be graded and returned to you with feedback
within three weeks.
Feedback
Your feedback and assessment will be recorded on a formal
assessment record. This is the only place where your
achievements and grades can be recorded. It will give you clear
and constructive feedback on the criteria achieved and justify
and explain why the assessor has made these assessment
decisions.
The feedback may include comments on areas including attendance,
timekeeping, attitude and conduct to help you understand how you are
progressing.
Always hand your work in on time at the date stated, make sure it is your own work
and sign the declaration to confirm this.
Resubmissions and Retakes
It is very important that you try to Get it Right the First Time at the first submission of
an assessment. There is an opportunity in some circumstances to resubmit or retake
of an assessment. This will depend on the programme that you are undertaking.
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BTEC Level 2 and 3 programmes process for resubmissions
•
•

•

•
•

•
•

You may have one opportunity to resubmit evidence for assessment to
achieve the criteria within an assignment.
Your tutor cannot give permission for you to resubmit. Any resubmission will
have to be agreed by the Lead Internal Verifier (Lead IV) of
the programme.
To be allowed to resubmit you will have to show the Lead Internal Verifier
that you have met the initial deadlines in the assignment, your tutor believes
that you will be able to provide improved evidence without further help
or guidance (this means that you need to have tried your best in the first
submission) and that the work originally submitted was your own and was
accompanied by the a signed and dated front cover sheet.
If you have met these requirements the tutor will ask the Lead IV on your
behalf if you are allowed to resubmit the assessment.
If the Lead IV agrees, the new date for submission will be recorded on the
assessment form. This new deadline will be within 15 working days from when
you received the results of the assessment.
Your tutor is not allowed to give you further help with the resubmission. It is
very important that you meet the new deadline.
If you meet this deadline the tutor will remark the work and update your
assessment record.

BTEC Level 2 and Level 3 programmes (2010, 2016 & 2017 suites) process for Retakes
To achieve your qualification, you must pass every assessment and every pass
criterion within those assessments. If you fail to meet the pass criterion on the
resubmission you might be allowed to retake those pass criteria in some
circumstances.
•
•
•
•

•

•

You will be given a new assessment which will only cover the pass criterion
which you missed. You are only allowed one attempt at the retake.
You are not allowed to achieve merit or distinction on the retake.
You are not allowed to retake merit or distinction criteria.
The Lead Internal Verifier (Lead IV) must agree to the retake. This will only
happen if you handed the original assessment in on time, your tutor judges
that you will be able to provide additional evidence without further
guidance and that the work originally submitted was your own and was
accompanied by the a signed and dated front cover sheet.
If you have met these requirements the tutor will ask the Lead IV on your
behalf if you are allowed to retake the assessment to achieve the missing
pass criteria.
If the Lead IV agrees, the new date for submission will be recorded on the
assessment form. This new deadline will be within 15 working days from when
you received the results of the assessment.
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•

Your tutor is not allowed to give you further help with the resubmission. It is
very important that you meet the new deadline. If you meet this deadline
the tutor will remark the work and update your assessment record.

Final Grades
To ensure fairness assignment grades are agreed across the College and with BTEC
through a verification process. This process occurs three times per year and grades
are final only following these events. This means that the grade first awarded may
be altered and you may have an assignment returned to you for additional work

Appeals
The College is committed to ensuring that you understand the outcomes of your
assessment. There may be occasions when you do not understand why you have
been awarded a particular outcome and you should follow the procedure below.
Learners wishing to appeal must do so within 5 working days of receiving the
disputed assessment decision and are advised to keep copies of all documents
relating to the appeal.
Stage 1 - Informal
In the first instance the learner should meet with their Assessor within 5 working days
of receiving the disputed assessment decision to discuss the issue and aim to
resolve area(s) of dispute relating to the assessment decision. The assessor is
required to complete the Learner Appeals Form (Stage 1) and forward a copy of
the appeal to the programme Lead IV/IQA.
Stage 2 – Review
If the issue cannot be resolved with the assessor, the learner should complete
Learner Appeals Form (Stage 2) and make an appointment within 5 working days,
from receiving the outcome of the Stage 1 – informal, with the Lead IV/ IQA to
discuss the areas of dispute. The learner should be informed of the outcome of the
Stage 2 appeal within 10 working days.
Stage 3
If the issue remains unresolved the learner should put their appeal in writing to the
DHOS/HOS using the Learner Appeals Form (Stage 3) within 5 working days from the
date of the Stage 2 Review meeting. The DHOS/HOS will convene and chair an
appeals panel which will meet the learner if Stage 1 and Stage 2 have been
followed and if the reasons given meet the grounds for an appeal as below:
•
•

The conduct of the assessment;
The adequacy of the range, nature and comprehensiveness of the
evidence when set against national standards, evidence requirements or
grading criteria; and
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•

Inconsistency of assessment against assessments for other modules/units
achieved.

The outcome of the appeal may be:
•
•

Confirmation of the original decision;
A judgement that the evidence presented is an adequate demonstration of
knowledge/competence and a recommendation that the assessment
decision be reconsidered.

The Appeals panel will be constituted by three members none of whom have been
involved in the original assessment. One panel member should have specialist
subject knowledge, one panel member from school management and one panel
member from the Quality, Excellence and Development Unit.
The learner can choose to bring support to the panel. This does not include legal
representation.
The learner should be informed by the DHOS/HOS of the outcome of the Stage 3
appeal within 10 working days.
The Head of QED will liaise with the relevant HOS/DHOS ensure that the outcome
of the appeal is implemented. This will include protecting the interests of other
students and the integrity of the qualification, when the outcome of the appeal
questions the validity of other results.
The Appeals panel reserves the right to restrict vexatious claims.
All records of appeals (Stage 1 to 3) should be retained for 18 months for inspection
by the awarding organisation.
The appeals procedure embodies the principles of natural justice, fairness, equity,
objectivity and equality of opportunity.
Stage 4 – Appeals to Awarding Organisation
Should the learner consider that the outcome from Stage 3 is unresolved they
should contact the EQA/SV/EV of the awarding organisation for the qualification.
The DHOS should provide the learner with contact details
for
the
awarding organisation EQA/SV/EV. The learner should be informed that an
awarding organisation will only consider an appeal after all college procedures
have been exhausted. You can also refer to the Public Sector Ombudsman. For
further information on this procedure and the areas covered please
see www.nipso.org.uk.
The DHOS will forward all documentation to the EQA/SV/EV of the
awarding organisation when the learner considers that a decision continues to
disadvantage them after the internal appeal stages have been completed.
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Stage 4 Outcome Form should be completed by the DHOS following EQA/EV/SV
decision.
All appeals forms are available at Appendix 2.

Progression
To progress to the next stage of the course (usually from Year 1 to Year 2) you must
normally pass all your course units at the lower level. Your Programme Coordinator
will advise you on progression procedures.
Withdrawal from the Course
If you wish to withdraw from your course you should arrange an appointment with
your Programme Coordinator to discuss your reasons. If, after this discussion, you still
wish to withdraw you should notify your Programme Coordinator in writing.
You can contact the Careers Advice officers to discuss options available to you.

Collection of Certificates
It is your responsibility to:
•

•
•

•

Contact the College if you have not received notification of your results
within 3 months of finishing your course. The College will investigate the
reasons for the delay.
Collect all certificates due to you within one year of finishing your course.
Certificates which have not been collected within 2 years will be destroyed.
It will be your responsibility to contact the awarding organisation directly to
claim the award.
Ensure all changes in contact details e.g. address/mobile number are
communicated to the College so we can send communications regarding
results and certificates.

49

SOUTH EASTERN REGIONAL COLLEGE

Safeguarding, Care & Welfare
Pastoral Care
Pastoral care is concerned with helping our students to develop personally and
socially by developing positive attitudes and behaviours while they learn at SERC.
Our high quality of teaching supported by healthy staff and student working
relationships provides a solid base for all our students to build their self-confidence
and to grow to fulfill their potential.
In the first instance staff will support students through a tutorial programme while
at the same time an ongoing programme of activities will continue at each
Campus with the aim of enhancing student wellbeing and resilience.
However, from time to time we all meet challenges within our lives and SERC has
arrangements in place to help ensure that our students can get the help that
they need when they need it as they face these challenges.
Any member of staff who is concerned about the wellbeing of any student will raise
their concern through the College’s cause for concern App. The Pastoral care team
will review the information provided and will lead an appropriate response.
SERC also works closely with South Eastern Health and Social Care Trust, Inspire
Students, Action Mental Health, Ascert and other in providing information and
care for our students.
Supporting Transgender Students
SERC seeks to provide a positive, safe and supportive learning environment for all
students including those who may be transsexual, transgender or undergoing
gender reassignment. However, for the College to be able to specifically support
students it is essential that the student does disclose their issues by talking to an
Adviser. All students are assured by the College that the Adviser will deal with any
issues raised with their consent and will maintain confidentiality as required and
agreed.
An Adviser can be contacted through SERC Extra, Learning Support or by email
adviser@serc.ac.uk Further details can be found in the Safeguarding, Care and
Welfare Standard Operating Procedure.
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Health, Welfare and Counselling
SERC has selected Inspire Students as an independent
source of support and Counselling for all Students/Trainees.
Inspire Students can be contacted for free, confidential and
immediate support by self-referral using 0800 389 5362. This
number is available 24 hours a day, 7 days a week and we
recommend all students to save it onto their mobile phone.
As a result of an initial call the trained staff at Inspire can assign a specific
counsellor to work with a student on an independent and confidential basis. At
the present time, due to the Covid-19 restrictions this counselling can take place
by phone, or using video call technology, and the College can set up a private
area for you to take such a call.
Counselling support for SERC students will be available every Monday, Tuesday,
Wednesday and Thursday.

SERC Health and the Youth Health Advice Clinics (YHAC)
During their time at the College many young people have many health-related
worries and concerns around for example, sexual health, unplanned pregnancy,
alcohol, drug use, smoking or emotional health concerns such as anxiety and
depression.
To help students to deal with these issues the Youth Health Advice Service has been
established in partnership with the South Eastern Health and Social Care Trust. All
students (and young people within the area) can talk to qualified Youth Health
Nurse from the South Eastern Trust who can advise and guide them appropriately.
Expert help and advice can be provided in relation to:

•
•
•

The use of alcohol and drugs;
Ongoing health worries or concerns;
Testing for sexually transmitted diseases [not involving any intimate
examination]:
Pregnancy testing;
The availability of Emergency Hormonal Contraception (EHC) (morning
after pill);
The provision of condoms;
Advice on contraception;
Support for those who want to stop smoking;

•

Signposting to appropriate organisations to help those with emotional issues.

•
•
•
•
•
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This service has traditionally been a drop-in service but it will operate on a remote
basis in 2020 / 21 because of the Covid-19 restrictions. To talk to the Youth Health
Nurse either email serchealth@setrust.hscni.net, ruth.ewing@setrust.hscni.net or
call 077 5331 0352. This can then be followed up by a video call and the College
will provide a private area for such a call.
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Where Do I Get Help?
Student Support
SERC is committed to ensuring that all students and trainees are protected from
harm and abuse while they attend / avail of the College services. To enable the
College to achieve this a range of support services are in place at each campus.
If at any time any student or trainee (whether in college or while attending a work
placement) they should immediately raise that issue with a member of staff. All such
issues will be dealt with using the College procedures, and if necessary the College
will work with appropriate external agencies (e.g. PSNI, Social Services etc).
Who’s Who on Campus
Questions concerning your work should be addressed to the relevant unit tutor on
your course. More general matters on course administration should be taken up
with your Programme Coordinator.
If you have personal difficulties during your course of study, you should normally ask
for an interview with your Programme Coordinator or your personal tutor. He/she
will provide counselling and advice and can call upon our specialist staff. If you
prefer, however, you may wish to approach the College Counselling Service
directly.
The main point of call is your Course tutor, but the Campus Manager is the first point
of contact for issues that concern the whole campus. They are part of a campus
team to support you during your studies and includes Careers and Pastoral Care,
Learning Resource Staff, Student Finance, Learning Support, Counsellors, SERC
Extra, Students’ Union, International Office and Estates.

The Campus Management Team details are as follows:

Bangor – Kieran McKenna

kmckenna@serc.ac.uk

Newtownards - Roger Duncan

rduncan@serc.ac.uk

Downpatrick - Paul Walsh

pwalsh@serc.ac.uk

Lisburn – Richard Armstrong

RArmstrong@serc.ac.uk
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Designated Safeguarding Officers
Lists of the College’s designated Safeguarding Officers are displayed throughout
the College buildings. These staff have been trained to deal with safeguarding
issues and can be approached by any student or trainee at any time.

Learning Support
The Learning Support Service aims to provide full and part-time students, who have
disabilities, learning difficulties or medical conditions, the opportunity to maximise
their potential and to successfully achieve.
The Learning Support Team, subject to the correct evidence being available can
arrange learning, technical and/or administrative support, including examination
arrangements if appropriate.
SERC is committed to ensuring that those with additional learning support needs will
be provided with suitable adjustments to facilitate their completion of
examinations. However, to implement such adjustments appropriate evidence
which meets the requirements of the awarding organisations must be provided.
Students or trainees requiring such arrangements are responsible for disclosing their
need and for providing the evidence of this to Learning Support staff as soon as
possible, ideally at the beginning of their course. Failure to provide the appropriate
evidence by any stipulated cut off point may result in the College not being able
to provide the appropriate adjustments.
Learning Support can be contacted by email, from your E-ILP, or in person at each
Campus.

The Learning Support (LS) team details are as follows:
Downpatrick
Paul Walsh
Head of Learning
Support

Ards/Bangor
Rachel Millar
Access & Support
Officer

028 4461 5815
ext 6207

pwalsh@serc.ac.uk

028 9127 6717

rmillar@serc.ac.uk
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Bangor
Jean Liddell
Access & Support
Officer

Lisburn
Gerard Madden
Access & Support
Officer

Lisburn
Alan Russell
Learning
Support
Officer
Downpatrick
Grace Curran
Access & Support
Officer

028 9127 6671

jliddell@serc.ac.uk

028 9262 6761

gmadden@serc.ac.uk

028 9267 7225
ext 1739

arussell@serc.ac.uk

028 4461 1506

gcurran@serc.ac.uk

Student Finance
The College Student Finance Team can advise you on the sources of financial
assistance available to assist students with the costs associated with studying.
Assistance is available towards the costs of travel, books, tuition fees,
living/maintenance costs and childcare.
Bangor/Ards
Megan
Cunningham
Student Finance
Advisor
Downpatrick
Jonathan Kidd
Student Finance
Advisor
Lisburn
Adriaan Hooisma
Student Finance
Advisor

028 9127 6699 studentfinance@serc.ac.uk

028 4461 1513 studentfinance@serc.ac.uk

028 9262 6788 studentfinance@serc.ac.uk
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You can contact the Student Finance team for advice and guidance by
telephone, email or by arranging an appointment:
If Student Finance Advisers need to work off site, they can be contacted using the
alternative telephone numbers below:

Call us:
Telephone 028 9127 6602 and press the # key
Lisburn Campus - Extension 8640
Bangor & Ards Campus - Extension 8641
Downpatrick Campus - Extension 8642

You should apply for financial assistance as early as possible in the Academic Year
to avoid getting into financial difficulties.
If you are experiencing difficulty with paying your fees or would like further
information on financial options available to you contact our Student Finance
Team by emailing: studentfinance@serc.ac.uk.

Sources of Finance you may be eligible to apply for include:

• Further Education Grant (full time)

Further Education Grant (part time)

• Education Maintenance Allowance (EMA)
•

Care to Learn

•

Hardship Fund

•

Travel Pass

• Free School Meals

Further information is available www.serc.ac.uk/fees-and-finance.
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Young Adult Carers
SERC recognize the additional burden young adult carers may need to cope with and
have introduced several measures to help. If you are aged 16-25 and care unpaid, for a
family member or friend with an illness, mental health condition or disability you are a
Young Adult Carer. You can make us aware when completing your online application
forms if you are a carer. We will then contact you confidentially and discuss how we
support you to successfully complete your course. Submission of assessment work, study
patterns, signposting to financial assistance and networking are just some of the ways in
which we can help you. If you require further information get in touch
youngadultcarers@serc.ac.uk.

SERC Careers
The Careers Service at SERC provides careers information, advice and guidance to
support current and prospective students, as well as the local community.

You can contact a member of careers staff as follows:
Bangor
Room A27b
Bangor

Shirley Moore
Senior Careers Officer
03456007555 Ext 2713
07790347492

smoore@serc.ac.uk

Louise Mulligan
Careers Officer

lmulligan@serc.ac.uk

Room A27b
03456007555 Ext 2779
07557259926
Bangor

Julie Wilson
Careers Officer

juliewilson@serc.ac.uk

Room A27b
03456007555 Ext 2779
07790341875
Downpatrick
Room B2-9 &
Careers Hub

Ruth Annett
Careers Officer
03456007555 Ext 6127
07790349241
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Newtownards

Carmel McManus
Careers Officer

cmcmanus@serc.ac.uk

Careers Hub
03456007555 Ext 3058
07583103394
Lisburn
Room 1B7
&
Downpatrick
Room B2-9 &
Careers Hub

Nora Sherry
Careers Officer

nsherry@serc.ac.uk

03456007555
Ext 1115(L) & 6127 (D)
07790343872

Students’ Union
As an enrolled student at the College, you are automatically a member of SERC
Students’ Union (SERCSU). SERCSU exists to promote the interests and the voice of
students, and acts as a channel of communication and means of engagement
between students and the College staff, management or governing body.
SERCSU aims to promote the general welfare and inclusivity of the diverse student
body through various campaigns, health and wellbeing partners, volunteering,
setting up clubs, societies and social events and champions the education and
personal development of its members. SERCSU endeavours to inspire a sense of
belonging and enrich your educational journey.
Getting involved with SERCSU offers a unique opportunity for students to influence
and make a difference to the student experience at SERC. You can do this by
becoming an elected member of the Student Leadership Team, becoming a Class
or Committee Representative, or by helping other students as a trained Student
Mentor. We believe these opportunities enable students to not only make a
positive contribution, build relationships and create a ripple effect, but to develop
personally and professionally and offer a way to gain an advantage in today’s
challenging job market and competitive entry to third level education. To find out
what volunteer roles are available within SERCSU, please get in touch with us.
You can expect events such as Freshers’ and Refreshers’ Fairs where you can pick
up freebies and talk to local organisations about their services and products,
fundraising, welfare information days, social events, competitions and much more.
As we are affiliated with NUS-USI (National Union of Students-Union of Students
Ireland), we offer a student discount card available from £14 where you will have
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access to over 200 discounts with well-known brands such as the Apple Store,
Missguided, ASOS, boohoo, Domino’s, Co-op Food, Superdrug, Endsleigh Travel
Insurance and that’s just a few. For full details on discounts and to purchase a
TOTUM Card {powered by NUS extra} visit: www.totum.com
If you’re interested in finding out more or would like to get involved in the Students’
Union you can contact us at studentsunion@serc.ac.uk, via Facebook at
www.facebook.com/SERCSU or on Twitter @SERCSU.

Learning Resources
Moodle
The College’s Virtual Learning Environment (VLE) is MOODLE and will be used for
course information, storage and organisation of learning and assessment materials,
and uploading of completed assessment. All FT and significant PT programmes will
have a presence on MOODLE.
College Internet and Intranet Sites
The College’s Internet site is www.serc.ac.uk. This contains up to date information
on the College and its courses. You can access the student intranet from the site,
under the ‘My SERC’ tab. Announcements to students will be posted on the Intranet
site. Students can access the intranet both in college and externally. You should
visit it regularly.
Learning Resource Centres
The College Learning Resource
Centres provide support for student
learning in Ards, Bangor, Downpatrick
and Lisburn. These Centres offer a
welcoming environment for both
individual private study and group
work and are designed to enhance
the student learning experience. LRC
staff will provide you with advice on
the most appropriate resources for your course and how to find them, how to
complete a bibliography, and how to reference your assignments. We can provide
you with one-to-one help and guidance in the LRCs (just call in and see us), or in a
group setting in your classroom (please ask your tutor to book a session with the LRC
staff).
•
•
•

Experienced and knowledgeable LRC staff to help you research your
assignments
30,000+ printed books
1100 + eBooks
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•
•
•
•

Specialist subject databases
Library inductions
E resource and e book demonstrations
Access to computer facilities with specialist course specific software

•
•
•

Designated silent study rooms
Individual study areas
Printing, scanning and photocopying facilities

Remember if you need help with academic skills including referencing and
bibliographies, the LRC staff are happy if you drop by for help and assistance.
The Online LRC
E-Resources and Online Access: Our
online resources include e-books, E
Resources and Research support,
which are available both on and off
campus.
If you need help using any of our online
resources, then please ask the LRC staff
for assistance.
Online Library Catalogue: You can
search the catalogue, renew and reserve books online using our On- line catalogue
App.
Inter-Campus Loans: You can request books to be transferred from one campus to
the other via our inter-library loan service. During term time books are normally
transferred within a couple of days. Please ask the LRC staff for details.
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Figure 7 SERC Library opening times and contact details

You can also email us at lrc@serc.ac.uk
Please note that all SERC Libraries and Resource Centres are closed during holiday
periods.

SERC Extra
SERC Extra is a student support service designed to assist you with any difficulties
you may have during your time with the College. We have Student Attendance
and Retention Officers (SARs) based in our four main Campuses in Bangor,
Downpatrick, Lisburn and Newtownards. The SERC Extra team can offer advice and
put you in direct contact with careers guidance, counselling, financial or learning
support.
If you are experiencing any difficulties during your time with SERC contact one of
the SERC Extra team and they will do their utmost to find a suitable solution. The
team is committed to helping you during your time with the College, making it as
enjoyable and beneficial as it can possibly be.
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The SERC Extra team details are as follows;

Figure 8 SERC Extra staff photographs and contact details
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IT Help
General Guidance
IT can be complex and confusing, so we do our best to try to simplify things for you.
We’ve created a special website to help you which can be accessed from the IT
Support Hub icon on the desktop of all college PCs, and also from this link:
http://www.serc.ac.uk/helpme.

Figure 9 SERC IT Support Hub Icon on Sharepoint

You will always find the most up to date information and help here. The site can be
used to report faults, get help and training, access remote apps that let you work
from home and access information about discounted and free software that you
get as a student.
If you’re really stuck, you can call 02891276767, leaving you name, student ID, a
return phone number and description of the problem your experiencing and we
will call you back between 09:00 and 17:00.
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Appendices
APPENDIX 1: STUDENT AGREEMENT SUMMARY
I understand that the points below detail the terms and conditions of my enrolment
at SERC and the minimum standards of performance and behaviour expected of
me. I will adhere to them during the course of my studies as well as when I am
engaged in college related activities at non-SERC establishments. Failure to meet
these expectations may result in the disciplinary processes being invoked.

PERSONAL INFORMATION
•
•
•
•

I agree that the information I have provided to the College on my online
application form is accurate and up to date;
I am not currently excluded from the College;
I will notify the College of any changes to my information or circumstances,
including criminal charges or convictions obtained during my time at SERC;
I understand the College will process my personal data within the limitations
of the Data Protection Act (2018) and will only share my data where
legislation permits/demands.

ENROLMENT AND FEES
•
•
•
•
•
•

I undertake to pay all relevant fees owed by me to the College in relation to
my programme e.g. tuition, examinations, materials, uniforms etc.
I understand that should I withdraw from my programme; I will remain liable
for full payment of all relevant course fees.
I understand my qualification/certificate will be withheld until all monies
have been fully paid;
I am aware that the College reserves the right to cancel/withdraw classes
where there are insufficient enrolment numbers to make the class viable;
In the event of classes being cancelled or postponed, the College may
notify me via text message and/or email;
Refunds will only be paid in line with the Fees Policy.

POLICIES AND PROCEDURES
•
•

I agree to abide by the relevant college policies and procedures.
I will not aid, procure or incite others to breach college policies and
procedures.
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MARKETING/SOCIAL MEDIA
•

•

I will not bring SERC, its staff or other students into disrepute by making
defamatory comments, participate in online arguments or posting
inappropriate comments/links on social media;
I will not use social media to express my views about courses, other students
or staff.

COMPLIANCE WITH ATTENDANCE, PERFORMANCE AND CLASSROOM BEHAVIOURAL
REQUIREMENTS OF THE PROGRAMME OF STUDY
•
•
•
•
•
•
•

I will attend class punctually, as timetabled;
I agree to submit coursework as directed by my tutor;
As a Trainee I agree to present my timesheet for signing by my Tutor,
Technical Support Officer or Employer after each session;
Coursework, essays and other work will be a true reflection of my own
research and studies;
I agree to behave during all classes in a manner that is conducive to both
my learning and that of others;
I agree to comply with the instructions and direction from my tutors;
I understand that registration and progression into the next year of my
programme is subject to satisfactory performance and attendance.

COMPLIANCE WITH AWARDING ORGANISATION AND EXAMINATION PROCESSES
•

I will comply with rules and requirements as established by the validating
body for my courses, SERC Curriculum Policy and Quality Assurance
Procedures.

HEALTH AND SAFETY
•

•
•
•

I will conform with all fire evacuation and other Health and Safety instructions
e.g. safe use of machinery and the wearing of Personal Protective
Equipment (PPE).
I will not behave in any manner likely to cause injury or a risk of injury to myself
or others, including appropriate driving and parking on campus grounds;
I will not consume, possess or distribute any controlled drug substance or
alcohol while engaged in SERC related activity;
I will not bring items to college which could harm others.
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COMPLIANCE WITH THE ACCEPTABLE USE POLICIES FOR THE IT SYSTEM
•

I will comply will all policies and rules regarding the safe and appropriate use
of college IT systems.

SERC RESPECT AGENDA
•

•

I agree to behave in a fashion which respects the rights of other students,
staff, college contractors and those living and working in the vicinity of the
College Campuses to be able to learn and work without distraction,
disruption or inconvenience from antisocial behaviour;
I will respect all college property and equipment and that which belongs to
others.

ANTI-BULLYING
•

I agree to comply with the SERC Anti-Bullying Policy (SOP No: 187-05 2015).

Link to : SERC Student Bullying and Harrassment SOP

66

SOUTH EASTERN REGIONAL COLLEGE

APPENDIX 2: LEARNER APPEALS FORMS
Learner Appeals Form (Stage 1)
The Assessor is required to complete this form when the learner is making a Stage
1 appeal.
Learner name
Date of assessment
Name of assessor (against whose
decision the appeal is being made)
Nature of the Appeal (describe the area of concern)

Details of Original Assessment Decision

Date of
meeting
Assessor Response

Assessor’s
signature
Learner’s
signature

Date
Date

Completed form should be retained in the Course file and a copy forwarded
to the programme Lead IV/IQA.
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Learner Appeals Form (Stage 2)
If the issue is unresolved after Stage 1, learners are required to complete Part A
and Part B of this form to make a Stage 2 appeal. This should be completed within
5 working days from the date of the Stage 1 meeting and forwarded
to the qualification Lead IV/IQA.
Part A:
Learner’s name
Qualification registration number
Email address
Contact number
Date of assessment
Date Stage 1 meeting
Name of assessor (against whose
decision the appeal is being made)
Date Stage 2 appeal submitted
Part B: Describe the reasons for your Stage 2 appeal as fully as possible
in the box below. Please include copies of any associated documents.
This should include learner evidence and record of feedback from the
assessor. Learners
should keep a copy of
this form.
Reasons for Stage 2 Appeal

Learner
Signature:
Date:
Please return this form to qualification Lead IV/IQA.
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Part C: To be completed by the Lead IV/IQA.
Outcome (Tick one only)
Uphold the original assessment decision
The evidence presented is an adequate demonstration of
knowledge/competence and a recommendation that the
assessment decision be reconsidered.
Lead IV/IQA
signature

Date

Learner signature acknowledging
outcome of Stage 2 Appeal

Date:

Completed form should be retained in the Course file.
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Learner Appeals Form (Stage 3)
Part A: To be completed by the learner. Describe the reasons for your
Stage 3 appeal as fully as possible in the box below. You must ensure that
the reasons meet the grounds for an appeal as detailed in the Appeals
policy. This should include learner evidence, records of feedback from the
assessor and the outcome of the Stage 2 appeal from the Lead IV/IQA.
Learners should keep a copy of this form.
Reasons for Stage 3 Appeal

Learner
Signature:
Part B: To be completed by the DHOS/HOS
Date of Stage 3 Appeal received
Stage 3 Panel members
Appeal Investigation details
(including assessment records
and learner evidence reviewed)

Outcome (Tick one only)
Uphold the original assessment decision
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The evidence presented is an adequate demonstration of
knowledge/competence and a recommendation that the
assessment decision be reconsidered.
DHOS/HOS
signature
Appeal panel
signature (s)

Date
Date

The learner should be informed of the outcome of the Stage 3 Appeal in
writing within 10 working days.
Learner signature acknowledging
outcome of Stage 3 Appeal

Date:

Completed form should be retained in the Course file.
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Outcome Form (Stage 4)
To be completed by the DHOS following EQA/EV/SV decision
EQA/EV/SV Decision (Tick one only)
Uphold the original assessment decision
Disagree with the original assessment decision and
recommend the following action:

DHOS signature

Date

Learner signature

Date

Completed form should be retained in the Course file.
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