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Kendal College: Our Mission

Creating bright futures through high
aspirations for all.

To ensure you meet your highest Enterprise

aspirations we put excellence, - An understanding of the
employability and enterprise skills needed to be

at the heart of the student self-employed or develop a
experience through developing a business idea

culture of:

High levels of community
Excellence involvement

Exciting student experience - Harness your
entrepreneurial, creative and

Staff and students who have e sl

high expectations
Identifying and developing

A really personal experience opportunities

that meets individual needs

Clean, safe industry standard
learning enviranments

Employability
- Taught by industry
specialists

Exemplary industry links
with high quality learner
wark experience

Courses designed and
delivered to meet employer
needs

Qualifications and skills that
enhance your earning and
employment potential










signs around the outside of the
building and ensure that you only
leave cigarette ends and other
rubbish in the bins supplied. We
also ask that you do not smoke
at the external entrances to the
College

Students may not use illegal
drugs or 'legal highs" or misuse
legal drugs and substances during
any College directed activity. This
also includes any time spent at
College, on visits out of College,
performances or events. Firm
action will be taken if any student
is found to be taking drugs or
selling drugs to other students. In
order to safeguard our students
we will from time to time have

3 trained police dog and police
team in the building who can
detect where drugs are being,

or have been, used or are being
carried by students.

Students under the age of 18 are
not allowed to consume alcohol
on College premises or during a
College directed activity including
visits, performances or events.

If you are worried about any
aspect of drug or alcohol misuse
talk to your tutor or Student
Services.

Complaints & Compliments

When things are not gaing well
or when you feel something is
especially good, then we want
hear from you. Our complaints
policy has been drawn up to
ensure that anyone who is not
satisfied with the quality of
Kendal College will have their
complaint dealt with speedily
and effectively. All complaints are
investigated and monitored by
College Management. We also

find out what our students think
of us from student questionnaires
and surveys, all of which lead to
impraovements in the quality of
the service we offer.

In the first instance, you should
repart your complaint to your
tutor, class rep, or contact
Student Services

College Governance

The College’s Board of Governors
has responsibility for the future
direction of the College. It has

a responsibility for the College
finances, safeguarding its

assets and the efficient use

of its resources. A Governing
Body is required to ensure that
the College meets obligations
that are part of its agreements
with its funding bodies. The
Governing Body is made up of
members from the local business
community including educational
representatives, as well as staff
and student representatives. You
can become a Student Governor
and support the governing body.

Day to day running of the College
is managed by the Principal and
Management Team. There is also
3 Student Council that meets
throughout the year to enable
student representatives from each
full time course to contribute and
inform decision making about
how the college is run. Your tutor
will explain how you can become
involved in College decision

making through becoming a
Student Representative.

More details can be found on the
Student Voice page of the college
website www.kendal.ac.uk

Health & Safety Statement

The College’s statement is
displayed in the reception areas
at both campuses.

The Callege is committed

to providing a safe learning
environment for all its students.
If you spot anything within the
College that you believe could
cause harm or injury to you or
someone else please report this
immediately to your course tutor
or Student Services.

Kendal College, in accardance with
the Health and Safety at Work
Act 1974 Section 2 (3), recognises
and accepts its responsibilities

to provide a safe and healthy
warking environment for all its
employees and students and to
ensure that their activities do not
adversely affect the Health and
Safety of other peaple including
contractars and visitors to the
College’s premises.

The College will take all steps, so
far as is reasonably practicable,
to meet this responsibility
paying particular attention to the
management and provision of:




1 Detailed risk assessments in
accordance with all relevant
statute law and College Policy.

2 Relevant information, training,
instruction and supervision.

3 Record and investigate all
incidents in compliance with
the Reporting of Injuries,
Disease, and Dangerous
Occurrences Regulations
(RIDDOR) and College policies
and procedures.

4 Work in partnership with
contractors to ensure safe
waorking practices are adhered
to.

It is the responsibility of all
emplayees, students, contractors
and visitors to act in an
appropriate manner in preventing
injury to themselves and others.

The College will encourage full
consultation with employees
and students on Environmental,
Health and Safety matters and
in manitoring and reviewing the
effective implementation of its
Environmental Health and Safety
Policy.

The Health & Safety Committee
will meet once per term to jointly
consult on all relevant issues.

Fire Procedures

Should you become aware of

fire, sound the alarm at the
nearest fire alarm point located
around College and, if safe, advise
Student Services of the location
of the fire. Please make yourself
aware of the position of these fire
alarm points. Close all windows
and doors, turn off all equipment
and follow the evacuation
procedure.

Evacuation of the Building
On hearing the fire bell:

- Leave the building AT ONCE
and go to the appropriate
Assembly Paint.

- Do not stop to collect personal
belongings.

- Do not use the lift.

- BE QUIET, BE QUICK, BE
ORDERLY.

- Do not re-enter the building
until told officially it is safe to
do so.

Detailed instructions are displayed
in all rooms at the College. Please
make yourself familiar with them.

Evacuation or Lockdown
for a Serious Incident

Where the College advises that
evacuation from the building is
necessary, you must take advice
from a member of staff as to
which is the safest exit. Lockdown
procedures may also be used
where your safety is compromised
by evacuation.

Important natices will be posted
on College screens advising what
you shauld do.

First Aid

If you or another student need
first aid you should alert a
member of staff or contact
Reception who will arrange for
assistance from a qualified first-
aider.

Accident Reporting

If you have an accident ar spot
3 potential hazard at College,
please report to a member of
staff. Accident report forms are
available from Student Services
and all accidents are monitored.

Security

The College will make every

effort to safeguard the personal
effects of its users. However, it
cannot accept liability for personal
belongings. You are advised not to
bring valuable items into College.
Keep personal belongings with
you and be vigilant at all times.

The Callege has CCTV security
installed.




Visitars to the College are required
to sign in at Reception (at either
campus) and will be issued with a
visitor's badge.

Parking

There is limited parking at both
College sites for students, staff
and visitors. Spaces where you
can park are clearly marked and
areas where you cannot park

are identified by yellow lines or
hatching, to allow emergency
vehicles to access the site. You
may be liable to a fine if you
park in non-designated places.
Alternative parking can be found
on the streets around College but
you are asked to park sensibly
and to respect the needs of local
residents and access. There is no
designated student parking at the
Arts and Media Campus.

The College operates a pay and
display parking system. However,
parking is free for students who
display a valid permit.Please

see the Learning Centre staff
(Milnthorpe Road campus) or
Reception (Arts & Media campus)
for a permit.

Parking for cars, motorcycles or
bicycles is provided at the owner’s
risk. The speed limit on the
College’s main site is 10 mph and
students are expected to drive
sensibly. If you do not do this, you
may loose your parking permit.

Assessing, reporting
and recording

Exam entry arrangements

For full time students, entry for
examinations is arranged by your
tutor at the time of enrolment.

In some cases, resit fees may be
payable.

Exam notice board

Details of dates, times and venues
for all exams are displayed on the
exams notice board at Main Site
and also at the Arts and Media
Campus. It is very important that
you check both with your tutor
and the notice board once you
know you have been entered for
3an exam.

Exam support

If you need assistance in taking
exams, it is very important that
you discuss your needs with your
tutor at the time of entry so that
special arrangements can be
made for you.

Certificates

Certificates will be posted to you
once they have been received
into College. Please note there
can often be a delay of several
manths before certificates arrive.

You will need to advise the College

of any change of address.

Non Completion

Students who do not complete
assessment within the terms of
their Learner Agreement may be
required to pay any additional
assessment fees.

No show at exams

If you do not turn up for an exam
you may be charged the exam fee
for the exam you missed and/or
any subsequent resits.

Student Ambassadors

The College recruits Student
Ambassadors to support the
promoation of the College through
open evenings, guidance days,
taster days and other school
liaison events. Full training and
support is provided and it's a

great way for students to meet
others and enhance your CV. The
role is a casual position and paid
at the minimum wage. Speak

to Student Services for more
information.

Kendal College Hoodies

Following a request via Student
Council, Students can purchase
Kendal College hoodies.and are
available to order from Student
Services.

Hoodies £25
Jackets £30



The hoadies are respansibly
sourced and Fairtrade certified. Al
profits goes back to our Student
Council to spend on student
initiatives.

Student Discounts
Totum Discount Card

The college is affiliated to

the NUS (National Union of
Students) giving you a voice on
student issues such as student
money and access to education.
The NUS also runs a student
discount card, giving you access
to some great discounts online
and on the high street. The card
can be purchased online at

www.totum.com

For more information on the
Totum Card please ask Student
Services.

Student Facilties

The Retreat

The Retreat Hairdressing Salon

is open to the public Monday

to Friday. Appointments are not
always necessary and a complete
range of hairdressing services are
available.

The Retreat Beauty and Therapy

salons offer a range of treatments
including sports and rehabilitation
massage, holistic, complementary
therapies and beauty treatments.

To pick up a price list or make an
appointments, please call in at
the Hair and Beauty Reception
at Main Site or telephone 01539
814619.
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The College Restaurant

The College has a high quality
restaurant, open to the public
during term time far lunch and
dinner and offering a range of
different special menus far you
to sample and enjoy. Telephone
01539 814700 to make 3
reservation.

The Castle Dairy
Restaurant

The Castle Dairy Restaurant

is a fine-dining restaurant,
located on the Arts and Media
Campus. It is staffed by Kendal
College apprentices under the
watchful eye of Head Chef Chris
0'Callaghan To make a reservation
call 01539 733946.

Student Dining Areas

The Student Café at Milnthorpe
Road is open Monday to
Wednesday from 8am to 7:30pm,
Thursday from 8am to 3pm and
Fridays 8am to 2:30pm, providing
breakfast, lunch and early evening
dinner as well as a well-stocked
vending service. Menus include a
variety of dishes to suit all needs
including vegetarian options and
there are special menus devised
throughout the year ta celebrate
the foads from around the world.
Students are asked to clear away
their own plates etc and to use

the recycling bins.

The Arts and Media Campus
and Allen Building cafe is open

Maonday to Friday, providing
breakfast, lunch and snack service
throughout the day.

Support for Students

What is support for students?

Support far students covers
everything the College does to
support you and your learning -
the information, advice, guidance
and support that you need to
achieve your learning goals.

This includes

- Tutorial

- Learning Support

- Higher Education progression

- Work placements

- Financial Support including
transport

- Careers Education and
Guidance

- Learning Centres

- Enrichment

- Welfare support including
health advice and housing

For most of what you need, go

to Student Services. The Student
Advisers work as a team and have
specialist knowledge to provide
you with information on a range
of support processes including
referral to other organisations.

If Student Services cannot help
directly, they will explain where
you need to go and who you need
to see.

Your Study Programme

If you are a full-time student




under 19 at the beginning of

your course then you will be
taking a Study Programme. Your
Programme will include your
vacational course and/or A levels,
work placement or preperation for
University or employment, English
and Maths and other elements
such as e-learning. Your study
programme is explained on your
ProMonitor records and during
induction and you are required to
take part in all elements in order
to successfully complete your
programme.

English & Maths

If you do not hald a GCSE Maths
and English at grade 4 or above
you will continue to study the
subjects as part of your learning
programme.

This is an important part of
your programme and you are
expected to attend all the
sessions and the examinations.
Having the right English and
Maths qualifications will help
you in your future career.

Tutorial System

Personal tutors are at the heart of
our support for students at Kendal
College. Every student is allocated
to a tutor group with a personal
tutor, who will be one of the mast
important people in your life at
college.

Your personal tutor will:

- Encourage you to succeed

- Support yau to ensure that you
meet or exceed your learning
goals by setting challenging
targets

- Agree your personal needs,
and help you to plan and set
targets reflecting these in your
personalised learning plan

- Monitor your attendance,
punctuality and achievement

You will have a group tutorial
session of 1 hour each week.
These sessians are compulsory.
Your weekly tutorial will also
cover topics designed to help you
keep yourself health and safe as
well as plan for your next step.

In addition, you will also have
one-to-one sessions throughout
the year to help you achieve and
imprave. You will get more out of
these sessions if you prepare for
them; thinking about your own
progress and attendance and
targets you would like to set.

Attendance

Regular attendance is an
important work skill and to
gain the most from your time
at College you must attend all
sessions punctually.

If you know you are gaing to
be absent from College for an
appointment e.g. dental/dactors

students should notify your
course tutor or Student Services.

For any unforeseen absences such
as illness, you should telephone
the College on 01539 814700
(preferably before 0900) who will
inform your tutor.

If you are absent and have not
notified the College then you may
be contacted. If your attendance
falls under the Colleges minimum
requirement of 90%, your course
tutor will discuss this with you
and your could be subject to the
College’s disciplinary policy.

If you are aged under 19 then we
may contact your parent, carer of
employer to discuss your absence.

Learning Centres and The
Hub

We have two learning centres at
Milnthorpe Road and one at the
Allen Building. The Learning
Centre at Milnthorpe Road on
the middle floor is your one-stop
shop to access all the support

and assistance you may require "



with yaur studies. The Learning
Facilitators who work here can
support you with assignments,
grammar and punctuation,
research, IT skills, applying for jobs
and other courses. Check out the
workshops on offer which include:
Maths, English, CV writing, UCAS
statements, applying for jobs efc.

Learning Centre Services
Times

Milnthorpe Road Site:

Monday & Tuesday
08.30 to 20.00

Wednesday 08.30 to 18.00
Thursday 08.30 to 1700

Friday 0830 to 16.00

Daytime opening during maost
holiday periods.

The Hub

A silent study area with

access to higher level

recourses for independant work.

Computers

You are entitled to make full

use of our computer network

for research, preparation

of assignments and
communications. The Learning
Centres are equipped with up-
to-date hardware and software
accessed via individual user
accounts and passwords. You are
required to adhere to the code of
conduct in using the equipment
and Internet facilities.

You may also bring your own
device to use in college.

Additional Learning Needs

If you have an additional learning
need you will be able to access
additional support from our
experienced team. This may
include:

In-class support when
required.

Help with writing, spelling
and reading at all levels.

The use of enabling
technologies, such as
software to scan and read
back text on a computer.

Advice on planning and
structuring essays and
assignments and managing
your time.

Help with common maths
difficulties.

Wider study skills and
revision.

Developing confidence to
study at a higher level.

Adaptation of learning
materials.

We may also be able to offer you:

Help with access
arrangements for exams

Diagnosis of additional
needs such as dyslexia

One-to-one or small group
support

Student Services

Opening Times
Term time

Manday to Wednesday
08.30 —21.00
(term time)

Thursday 08.30-17.00
Friday 0830 -16.30

Outside term time

Monday to Thursday
08.30 - 1700
Friday ~ 08.30-16.30

At the main entrance to the
Milnthorpe Road site, Reception
is where all visitors are welcomed.
This is the place to make general
enquiries, locate lost items or to
find out where to go.

Staff will be only too happy to
help you. At the Allen, on the Arts
& Media Campus, Reception is
located at the top of the stairs.
All'visitors are required to sign in
on arrival.

Student Services at Kendal College
aims to provide an accessible and
wide ranging service to meet the
individual needs of our students.
An advice and guidance service is



provided throughout the day. Staff
can travel to outreach centres as
required. The Student Services
Team is based at Main Site
Reception

Careers Guidance

The College has been awarded
national accreditation through
Matrix for information, advice and
guidance services. College staff
work closely with careers advisers
from Inspira (the National Careers
Service).

- The student advisers and
guidance tutors provide
impartial information, advice
and guidance through
individual interviews, group
sessions and a range of
activities within the tutorial
programme.

- The College attends annual
careers conventions and higher
education days offering advice
to prospective students.

- A careers education package
is also led by personal tutors
within the tutorial programme.

- We adapt our programmes to
meet the demands of different
groups of students and cover
a range of issues including
higher/further education,
employment and training.

- Careers information in the
Learning Centre, includes
university prospectuses and
employment information.

- The aims and objectives of this
service are in line with national
quality standards.

- A jobs notice board can be
found at both sites, which is
regularly updated.

All the above services can be

accessed by calling into Student
Services and talking to one of our

Student Advisers.
Appointments for guidance can
be made on request.

Work Placements

The College is committed to
providing students with workplace
experience. 35 hour work
placements form part of most
courses for 16-18 year olds. Your
tutor will organise this with you.
This is a really valuable part of
your programme.

We have a very limited number of
extended placements available,
which will really enhance your CV
and improve your employment
opportunities. Please ask your
tutor or Student Services for
information.

The College offers opportunities
for students to experience the
world of work through visits and
talks. Talk to you tutor for more
information.

Progression to Higher
Education Guidance and
Applications

If you want to get higher
qualifications we will support

you to find the right course and
complete your UCAS application.
Students are given an averview of
Higher Education, student finance
and the application process.

Kendal College is a partner college
of the University of Cumbria and
University of Central Lancashire.
We aim to ensure our learners
have the apportunity to study
university courses within their
local community and as such will
be pleased to advise you of the
most suitable programmes on
offer. We have an extensive list
of courses offered by the College.
including Foundation Degrees,

HNC's, HNO's, BA(Hons) Degrees,
and Higher Apprenticeships.

Higher Education Students should
contact the Student Services Team
Leader for further advice

on 01539 814748

or karen.shaw(@kendal.ac.uk

Financial Support

The following government funds
are available:

Bursary Fund
(For 16-18 year olds)

Learner Support Fund
(For 19+ students on Level 1
+ 2 courses)

19+ Bursary Fund
(For 19+ students who are
receiving a 19+ Loan)

Guaranteed Bursary

You may qualify for a guaranteed
£1,200 Bursary if you are under
19, and are in one of the following
groups:

Receive Universal Credit

Income Support in your own
name

Looked after (in care)
A care leaver

Disabled young persan in
receipt of both Employment
Support Allowance and
Disability Living Allowance
(or Personal Independence
Payments)

Criteria

Total household income must be
less than £30,000. You must be
in financial hardship and submit
evidence such as wage slips,
benefit awards, bank statements
etc.
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To be eligible for funding you
need to satisfy the residency
criteria and study on a publicly
funded course. This support is
unfortunately nat available to
HE students or those on waged
apprenticeships. However, other
support may be available.

Apply for Financial Support

Where can | get an application
form from?

You can either download one
from:

www.kendal.ac.uk/studentmoney

Or call us on 01539 814700 and
we can either post or email you a
copy. When you have completed
the form, send it back to us at:

Student Services,
Kendal College,
Milnthorpe Road,
Kendal,

LA9 5AY

OR

Bring it into Student Services,
we are open Mandays to Fridays,
8.30am-5pm (430pm Fridays.
The turn-around time to process
applications is about 2 weeks,

so the sooner you submit your
application the better!

Transport

For detailed transport provision
in your area, bus routes and costs
visit:

www.kendal ac.uk/transport or
speak to Student Services.

Financial support may be
available to support you with the
costs of travelling to College.

Car Sharing

Are you 18 or over? Have you
considered car sharing?

There are a number of websites
that help you to link with others
travelling in the same direction! It
can save you money, and it's good
for the enviranment too. You may
have a car and would benefit from
reducing your petrol costs, or you
may not have a car and would
benefit from a lift. There are
usually no implications on motor
insurance (as long as you don't
make a profit) but read the FAQ
sections on the websites below.
Most provide a template letter to
send to insurance companies to
double check.

1

www.liftshare.com
www.gocarshare.com
www.nationalcarshare.co.uk

If you drive to college (depending
on your financial circumstances)
you may be eligible to apply to
our Bursary and Learner Support
Fund for a contribution towards
petrol casts.

Cycling

Live locally? Have you considered
cycling? You can save money, time
and tick the exercise box —all in
one go!

Depending on your financial
circumstances you may be
eligible to apply to our Bursary
and Learner Support Fund for
a contribution towards cycling
costs. For more information an
cycling see:

www.kdcs.org.uk

(Kendal specific)

Www.sustrans.org.uk
(national with a section on
Cumbria)

See Kendal's Go Easy website
for great information on




getting around Kendal and the
surrounding area:

WWW.goeasy.org.uk
Childcare

If you need childcare or assistance
with the cost of childcare for
children up to the age of 15,
funding support payment to
nurseries, childminders or even

an after-schoal club or babysitter.
Please contact Student Services
for advice and an application
form.

Residential Support
Programme

The Further Education Residential
Support Programme is there to
help you access education that is
not available within reasonable
daily travelling distance of your
home. Please ask Student Services
for more information.




Useful Contacts

At the College we are not just concerned about your progress on your
course but also abaut your general wellbeing. Your course tutor will be able  §
to provide advice on many subjects but there are other people you can also
contact for information and advice.

Community

Assistive Technology Service 01539 742635
CADAS: advice and support on drug-related issues 01539 742615
Commission for Racial Equality & Human Rights 0845 6046610

Equality and Human Rights Commission 0808 800 0082
Inspira

A one-stap shop for advice 01539 730045
Citizens Advice Bureau 01539 738772
Cruse Bereavement Care 0844 4779400
Council - South Lakeland District Council 01539 733333
Cumbria Adult Sacial Care & Children’s Services 01539 713378
Job Centre Plus 0845 6043719
Kendal Leisure Centre 01539 729777
Lancashire Childrens Services 03001236720
Kendal Palice 0845 3300247
Lesbian and Gay Foundation 0845 330 3030
National Drugs Helpline; FRANK 0800 77 66 00
NSPCC Child Protection Helpline 0808 800 5000
NHS Direct: a 24 hour confidential helpline m

Samaritans: a 24 hour confidential service 0845790 90 90
Saneline; help regarding mental health issues 0845 7678000
Sexwise: confidential help for under 18s 0800 28 29 30
South Cumbria Rape and Abuse Services 01229 820828
Train Times (National) 0871 2441545
National Rail Enguiries 0845 748 4950
Travel line — Bus and Rail Information 08712002233
University of Central Lancashire 01772 201201
University of Cumbria 01228 616234
Westmorland General Hospital 01539 732288
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Useful Websites

thepiggybank.org.uk (student money, housing, careers)
moneyadviceservice.org.uk (national website)
citizensadvice.org.uk (maney, rights, benefits)
kooth.com (online support for young people)
xenzone.com/qwell (online support for adults)
startprofile.com (careers)
nationalcareersservices.direct.gov.uk (careers)
thesite.org (general)

do-it.org (volunteering)

cadas.co.uk (drugs & alcohol)

talktofrank.com (drugs & alcohol)

lgbt foundation (lesbian, gay, bisexual, trans)
rucomingout.com (lesbian, gay, bisexual, trans)

mind.org.uk (mental health)

If you have any questions or would like some additional information,
not included in this guide, please contact our Student Services team, at
reception.

@) ) € ekendalcollege




Kendal College
Campus
Milnthorpe Road
Kendal

Cumbria

LA9 SAY

Arts & Media Campus
Beezon Road

Kendal

Cumbria

LA9 6EL

Contact us

Main Site: 01539 814700
Arts & Media Campus: 01539 814634
Student Services: 015394 814700

Email: enquiries(@kendal.ac.uk
Website : www.kendal.ac.uk



