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PRIESTLEY COLLEGE STUDENT HANDBOOK

Name        Tutor Group

Student identity (from your ID card)  

Personal Tutor’s e-mail      Office

Senior Tutor

Student log in details

Moodle - http://moo.priestley.ac.uk
Senior Tutor Office - P1.5
Senior Tutor Drop-in - Ground floor LRC
Assistant Principal Student Support Services - Mark Eccleston

Introduction and welcome from the Principal

Priestley College was established in 1979 to provide specialist post-16 education. 
The College was named after Joseph Priestley (1733-1804) who was associated 
with the Warrington Academy, one of the first advanced educational establishments 
in the country.

No matter what your course, having decided to continue your education, you will 
wish to achieve the objectives that you have set for yourself. Over the next year 
or so, you will find that you receive considerable individual attention, with your 
teachers and pastoral staff supporting you and closely monitoring your progress.

Priestley is a modern College where you will have the opportunity to make new 
friends, start new courses, try new activities and aim for the highest results.
I welcome you to Priestley College and hope that your time here will be both happy 
and successful.

Principal

http://moo.priestley.ac.uk
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As a student at the college you have responsibilities towards yourself and 
other members of the college community:

• To be committed to your courses, passionate and willing to learn
•  To attend all subject lessons, enrichment sessions and tutorials (including remote 

lessons)
• To be punctual to all timetabled sessions
•  To wear your college ID at all times when on campus and when on college trips 

(when appropriate)
• To come prepared to all your lessons with relevant equipment and materials
• To set sufficient time aside out of lessons to complete your college work
•  To inform the college of any unavoidable absence and to take responsibility for 

completing any missed work
• To work to the best of your ability and to submit work on time
•  The cause for concern procedure may be used to support individuals that do not 

meet college (attendance/punctuality/deadline) expectations
•  To stretch and challenge yourself both inside and outside of lessons and take 

advantage of all opportunities offered to you
•  To attend and prepare thoroughly for Parents’ Evenings and Review Meetings as 

requested
• To regularly use Portal to check your attendance, progress and targets
• To treat other members of the college community with respect
•  To respect and not to damage the college environment or the property of others
•  To respect the local community and college neighbours by treating their property 

and gardens with care
•  To make yourself aware of, and to abide by, the college’s equality and diversity 

policies and procedures
• To report any incident of bullying or harassment
•  To work and behave with due regard to your own and others’ welfare, and follow 

all health and safety procedures
• To follow the college calendar and to avoid holiday bookings in term-time
•  Not to eat or drink outside student social areas. Bottled water only is allowed in 

classes
• To restrict part time employment to no more than 10 hours per week
•  To make doctor/dentist appointments outside of timetabled sessions, wherever 

possible
•  To follow the green travel agenda wherever possible by using public transport, 

cycling or walking to college
•  To park carefully and considerately in designated student parking areas if you 

really must bring a car to college
• To always act as an ambassador for your college
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• To keep food and relaxation areas clean and tidy
•  To keep mobile phones switched off in classes, unless directed otherwise by your 

class tutor
• To remove and store away all earphones/audio equipment whilst in classes
•  Not to wear clothing items that have slogans or graphics which may be offensive 

to others
•  To report to the Inclusion Manager any changes in your health and well-being to 

ensure that we will be able to support you appropriately
•  To wear your college ID at all times when on campus and when on college trips 

(when appropriate)
•  Not to wear clothing items that have slogans or graphics which may be offensive 

to others
•  To report to the Inclusion Manager any changes in your health and well-being to 

ensure that we will be able to support you appropriately

College Charter - for students

As a student at Priestley College, you may expect:
•  To have teaching of high quality which is enjoyable and challenging and which enables 

you to improve and progress. This may take the form of remote or face-to-face delivery
•  To have appropriate work set and marked on a timely basis which gives you clear 

guidance on how to improve
•  Regular performance reviews where praise is given, and targets set, which allow 

you to improve and progress
• Opportunities to take part in enrichment activities
• Facilities and equipment of a high standard 
•  To experience an open and supportive culture where you can thrive and achieve and 

where you are assured that your welfare will be treated as a high priority
•  Additional learning and personal support when it is needed, provided that the college 

is made aware of your individual needs (and that funding is available)
•  The opportunity to have your opinions heard and responded to through elected 

Student and College Councils, opinion surveys and focus groups etc
•  To be dealt with fairly and respectfully regardless of your age, ethnicity, gender, 

sexuality and any disability or learning difficulty
• A safe environment in which to study
•  Impartial advice and guidance about applications for further education, training and 

employment following your time at college, and appropriate help with applications 
to higher education or employment
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British/Priestley Values

You will be able to get involved in many British Value related activities in tutorial 
and curriculum subjects that you may not realise relate to the four fundamental 
British Values that are set out in the prevent agenda by the government, which are 
as follows: 

•  Democracy - (class reps, student council, surveys, Principal Question Time, MP 
visits, voter registration days)

•  The rule of law - (discipline process, ID cards, IT user policy, behaviour  policies, 
Code of Conduct, Cause for Concern process)

•  Individual liberty - (Social media, anti-bullying workshops and activities, Armistice Day)
•  Mutual respect for and tolerance of those with different faiths and beliefs 

and for those without faith - (career and employment workshops, health and 
wellbeing, safeguarding, PREVENT, money management, student finance, equality 
and diversity committee, prayer room, cultural celebrations)

Equality and Diversity

Our key priorities are developed on an annual basis and are intended to comply 
with requirements relating to race, ethnicity, age, gender, gender reassignment, 
disability, sexual orientation, religion or belief. To this end we aim to:

•  Continue to develop a structured range of information gathering on equality and 
use the information gathered to tackle underperformance and underrepresentation 
by curriculum area and to take proactive action, linked into the self assessment 
process 

•  Continue to work to embed equality and diversity within all aspects of teaching 
and learning with differentiation being a key focus

•  Enhance links between study support, teaching staff and students to improve 
teaching and learning strategies. Embed the requirements of the new SEND 
arrangements for students with additional needs

•  Develop tutorial activities for students that prepare them for the world of work and 
the diverse environment

•  Continue to develop respect for all people from different minority groups amongst 
all parts of the college and wider community, fostering good relations

•  Extend the learner voice through a range of formal and informal means to enhance 
responses

•  Ensure equality and diversity and community cohesion is positively promoted 
throughout the college through publicity materials, curriculum area initiatives and 
the annual Diversity Competition

•  Continue to celebrate progress, endeavour and success through college wide 
activities
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•  Continue to work to develop the college premises to enable learners to access 
facilities and equipment

Our Single Equality Scheme Action Plan sets out the key priorities from 2020/2021 to 
ensure continuous development and improvement for staff, students and stakeholders 
of Priestley College.

Calendar for 16-19 full-time students
These are the inclusive teaching dates for full-time 16-19 students.

Your first days in college

When you first arrive in college it will probably seem much different to your previous 
school. The college is a very busy place, full of people from schools all over 
Warrington and Cheshire. At first you may feel overwhelmed by new courses, new 
places etc such as the Learning Resource Centre (LRC) and so on. You will soon 
realise that college is not that complicated and that there are many people who are 
keen to support you and provide you with help and guidance. Your senior tutors, 
personal/progress tutor and subject tutors are always willing to give you the help 
you need to succeed. There are a great many support systems in place to help 
you - just ask. Priestley has a very relaxed and informal atmosphere. Students find 
this a good environment in which to work. A relaxed environment does not mean a 
lack of care. We can have this sort of attitude because all our students are treated 
as young adults, and we expect adult behaviour from them. There are no bells in 
college to let you know when to go to class. You have chosen your timetable and 
make that choice again each day by coming into college to attend classes. Your 
decision to come to Priestley shows that you want to do something with your life 
and progress on. We, at Priestley, will work with you to help you to succeed.

Monday 7 / Tuesday 8 September
Monday 2 November
Monday 4 January
Monday 22 February
Monday 19 April
Monday 7 June

Friday 23 October
Friday 18 December
Friday 12 February
Friday 2 April
Friday 28 May
Friday 9 July

to
to
to
to
to
to
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Useful telephone numbers and contacts

A guide to studying

Your success at college depends on you and your williness to learn. You are the 
only person who can ensure that you work to the best of your ability and that you 
make the best use of your time. It is important, therefore, that you learn early on in 
your time at the college to organise the way you work and plan, and change where 
necessary your present methods of studying. This is particularly important for many 
of you who are studying for AS and BTEC programme qualifications. Following are 
some ideas of methods that have proved to work for other people. You will need 
to talk to your tutors to find the most effective methods for the particular courses 
that you are studying. The key is planning to take in important dates and events 
and to have a timetable of the way in which you use your non-taught time. Most 
important of all is that you stick to the plan enough to make it work, not rigidly, as 
there are always things which mean plans need to be altered, but so as to get done 
what does need to be done to get you through the course with the best grade you 
can achieve. When not in class you may use any of the facilities in the college: 
LRC, computer networks etc. You need to learn how to use this time and acquire 
the self-discipline needed to settle down to private study.

020 7593 2070
0808 801 0677
0808 801 0711
01925 241994
0800 665544
www.kooth.com
01925 232751
0808 8084000
0800 776600
0845 4647

111
101
01925 245444
08457 909090
01925 572444
01925 633492

Priestley College - 01925 633591
(if absent) - 01925 624450
e-mail: student.absence@priestley.ac.uk
Al-Anon (for friends and relatives of alcoholics)
Beat Eating Disorders - Over 18 years 
            - Youthline
Gay/Lesbian/Bisexual Support Group (GLYSS)
Health Information Service
Kooth (on-line counselling service)
MIND (information and help about mental illness)
National Debtline
National Drugs Helpline
NHS Direct (24-hour helpline staffed by 
triage nurses)
NHS
Non Emergency Police
Rape Crisis Centre
Samaritans
Papyrus
Young Carers

http://www.kooth.com
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Study hints

•  Don’t rely on your memory alone to remember what needs to be done. Make a 
note before you forget and keep all of this information in one place. 

•  Set priorities and deadlines for yourself and be realistic in estimating how much 
time it will take to complete each task.

•  Try to do one thing at a time and learn to stick to the job. There is nothing worse 
than being halfway through a number of different pieces of work and not being 
able to see how they are all going to get finished. Plan to get the job done.

•  Don’t postpone unpleasant tasks - set a timetable and stick to it. Give yourself a 
small reward when you have finished something.

•  Don’t let problems mount up. Seek help from your tutors and if you don’t understand 
something, say so. Your tutors are there to help you to learn.

•  Make a weekly timetable of your work. In your timetable give yourself at least 
one complete day off at the weekend. You should be studying for at least 15 
hours outside the classroom. With this in mind you should not accept part-time 
employment which will stop you doing this.

•  EXOP (Extended Opportunity): The LRC remains open until 6pm Monday to 
Thursday to allow students access to study, with support if required.

•  SORTED! – The Study Support Team are available to any student requiring help 
with work, study or general organisation at any time during the college day (until 
6pm Monday to Thursday).

•  Make sure that you use the non-taught time in college. Use the resources in the 
LRC. Make a realistic allocation for each area of your course. There will be a lot 
of reading for some courses and this needs to be planned for.

•  Use your time efficiently - don’t try to write a long assignment in bursts of 20 
minutes. Set aside a long period of time for it.

•  Always review your work after each day. This helps you to remember it. If there are 
things which are not clear make a note and ask your tutor about them in the next 
lesson. Don’t imagine it will come clear later. If it doesn’t, you may not understand 
the work which follows.

•  Please see the Exams section of our website for exam essentials and revision tips.

Attendance

Attendance at college is vital if you are to be successful on your programme. You 
are expected to attend all timetabled sessions (including remote lessons) which are 
part of your programme. Throughout the year the college gives rewards for excellent 
attendance. If you are unable to attend college, you must telephone us first, to tell 
us that you will be absent as early as possible i.e. 8.30am. Our telephone number 
is 01925 624450 or you can email - student.absence@priestley.ac.uk



9

Parents/carers will receive a text/email if you have an unauthorised absence. 
Unsatisfactory attendance may result in you having to pay entry fees for assessment 
and examinations. You should not take holidays during term time as they seriously 
affect your progress. If your attendance continued to be unsatisfactory, you would 
be placed on the Cause For Concern procedure.

Fees

Students aged 16-18 are granted full fee remission for all nationally accredited/
approved courses. For these students there will be no charges made for books and 
equipment in connection with these courses. Students are, however, expected to 
provide their own stationery, writing materials and USB memory sticks. Examination 
and assessment fees for these students will also be paid by the college, where a 
full course of tuition has been followed at the college, but the college reserves the 
right to recover these fees from students who do not complete courses, or who fail 
to have satisfactory attendance and so cannot be expected to complete courses. 
Students who retake examinations in order to improve their grade will be expected 
to pay the fee for the retake.

Bicycles

If you ride a bicycle to college you are advised to leave it in the secure bike shelters 
located at the side of the Lewis Carroll building. This is only accessible with your 
college ID. Even though it is in the lockable shelter, we advise that you still keep 
it securely locked to the rails. D locks are available to hire from our estates team 
(please ask at Student Services for more details).

Bursary funds policy

If you think you may be eligible for a bursary, please speak to your personal/
progress tutor in the first instance and then enquire at the Senior Tutors office 
(P1.5) for more details.

Care Plans/Health Plans/Awareness Plans

Students with a health issue should contact Tracie Ryan in the LRC study base room 
either at registration or during the academic year so that a care plan can be set up.
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Cars and motorcycles

Car parking space is very limited and, if you come into college by car, you are 
not guaranteed a space. The main student car parking area is the Crescent Car 
Park, and you must not park anywhere else. We encourage everyone to use public 
transport, wherever possible. There are excellent bus pass offers - please go to 
Student Services for full details. The speed limit of 5 mph, the no parking zones for 
students and the one-way system must be strictly observed. Failure to do so will 
mean that parking privileges will be suspended. Remember there is no guarantee 
of a car park space at college.

Cash office

This is located on the 1st floor in the Priestley Building above the Priestley Reception 
and it is where you pay for bus passes, trips and lockers etc if you are not using 
the online paying system.

Cashless catering and online payment

We operate a ‘cashless catering’ system. This means that, instead of the traditional 
paying of cash at a till in the college’s cafes, your ID card must be used to make 
the payment. Crediting your catering account can be done online or by cash at 
the machines within college. The online top up system can also be used to pay for 
other items throughout the year e.g. trips, bus passes, art kits etc.

Cause for concern

Priestley College has very few rules: those we do have are designed both for the 
general well-being of the college and to ensure all students develop good study 
habits. We expect all students to follow the college expectations of behaviour, 
attendance and commitment to study. Students will have the cause for concern 
procedures explained to them during the induction period.

Complaints

There may be occasions when you wish to make a complaint about some part of the 
college’s services. In the normal course of events, the complaint should be made 
to the person concerned directly, but if you feel it is too difficult to do that, you 
have a number of alternatives and it is up to you to choose the most appropriate 
means of making yourself heard:

•  the Student Council will voice any general complaints on your behalf and you are 
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guaranteed anonymity.
•  your personal/progress tutor will listen to, and act upon, any complaint you make. 

Your personal tutor will act on your behalf and will guarantee anonymity if you so 
wish - it should be noted that anonymity may, in some circumstances, make it 
impossible for the complaint to be dealt with adequately.

•  you may speak or write to any other member of staff of the college, including 
the Vice-Principal (Curriculum and Standards); it is not normally a good idea to 
complain directly to the Principal of the college, as the Principal will almost certainly 
be involved in any appeal against a decision, should any matters reach this stage.

•  you may ask another person, usually most appropriately your parent or carer, to 
complain on your behalf by contacting the college. Every member of staff is bound 
to treat any complaint you make seriously and to do what she or he can do to 
remedy the situation or refer you to someone better equipped to do so.

•  If students want to appeal any decision they should go through the students appeal 
procedure, which can be found in Student Services.

Contact details

It is important that you ensure that any changes to your contact details such as 
home address, mobile/home phone numbers and email address are promptly 
reported to Student Services.

Counsellor

The college has a counsellor who is in for part of the week. Appointments can be 
made via Student Services. 

Wellbeing Practitioner

The college also has a wellbeing practitioner who can advise you with any mental 
health or safeguarding concerns. For more information on wellbeing visit www.
priestley.ac.uk/wellbeing-and-support/

Crescent Cafe, Viola Beach Cafe and Mezzanine
 
The Crescent Cafe, Viola Beach Cafe and Mezzanine are the main student social 
areas of the college and hot and cold drinks, and confectionery are available from 
machines throughout the day. Hot and cold food is available in the Crescent Cafe 
from early morning to mid afternoon. Drinks and light refreshments, including hot 
snacks, are available in the Viola Beach Cafe. Food and drink should not be taken 
to any other area of the building.

http://www.priestley.ac.uk/wellbeing-and-support/
http://www.priestley.ac.uk/wellbeing-and-support/
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Drugs and alcohol

The use either of alcohol or drugs in college would result in disciplinary action. In 
the tutorial programme there is a Healthy Living module where issues related to the 
above are raised. The college also has a Drugs and Alcohol Policy.

Emergency evacuations and first aid

In the event of a fire or other emergency requiring the college to be evacuated, you will 
hear the alarm and should then leave the building by the nearest available exit. You 
should go to the appropriate assembly area, depending upon which building you are 
in at the time of the alarm. Crescent, Priestley, LRC and Lewis Carroll use Assembly 
Area 1 (grassed area beside the Priestley car park), and Arts Centre, Design Centre 
and Sports Centre use Assembly Area 2 (next to the Arts Centre). If an emergency 
evacuation occurs while you are taking an examination, you must go to Assembly 
Area 2 next to the Arts Centre. Personal Emergency Evacuation Plans can be done for 
anyone who has a disability - temporary or otherwise - which could result in problems
for you or for others in an emergency evacuation. If you feel you need a Personal 
Emergency Evacuation Plan please seek advice from either Teresa Cullen or Tracie 
Ryan. In the event of an accident which requires First Aid attention, you should seek 
help from the first available member of staff or report to the reception desk. Qualified 
First Aiders will attend to your needs.

Lockdown procedure

This is the procedure when we have received information that means there is a threat 
to students and staff in college. This is highly unlikely to happen. The college fire 
alarm will sound in short bursts rather than non-stop. If you hear this sound it means 
you should make your way to the nearest room with a member of staff in it. Staff 
will receive information from a central point. If you are already in a classroom it is 
essential you stay where you are and follow the instructions from the staff member. 
This alarm means the emergency services will have already been called and are on their 
way. Staff will keep you informed and we will follow the advice from the emergency 
services from this point.

Gambling

Gambling of any sort is prohibited on college premises.
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Health and safety - Sharps Important Information

The college is committed to ensure that everyone engaged on any college activity 
is safe and is aware of how to behave to maintain their own and others’ safety. The 
college’s health and safety policy is available to students through the virtual learning 
environment and further information is available at the following web site - www.
safelearner.info. The college has robust policies relating to both child protection 
and bullying and harassment. If you have any concerns in these areas they should 
be taken to your personal tutor in the first instance or to Mark Eccleston, Assistant 
Principal Student Support Services.

As part of our on-going efforts to ensure the health and well-being of all who work, 
study or visit the college: There has been an issue recently with the inappropriate 
disposal of health related sharps. Can we ensure that if you see or are aware of 
any items of this nature that have not been disposed of safely/correctly, you MUST 
report the location of the item/s immediately to the Estates Team either directly or 
through the college reception (Crescent or Priestley) Desk radio contact system. On 
no account must the item be collected or disposed of by anyone finding the item/s. 
Can all personal/progress tutors remind students in tutorials.

As part of our health and safety arrangements in college and our duty of care to all 
who visit, work or study at the college, we have a simple procedure in place for the 
disposal of any sharps, but particularly those used for medical/ health interventions:

•  If you are discarding used sharps at college, you must ensure this is done safely and 
appropriately, in a designated Sharps Bin - this is located in the Study Base in the 
Learning Resource Centre (LRC).

•  If you are unable to access the LRC sharp box and you are at college outside of 
normal working hours, you must ensure that used sharps are securely kept in a safe 
receptacle which is a closed unit for appropriate disposal at home.

•  You must never discard any sharps in waste bins, toilets or any area of college where 
others may inadvertently come into contact with them.

Higher education/careers advice

Students who want advice on career options can make an appointment with either Ian 
Edge or Charlie Dunbar. Interviews are available in college each day and appointments 
can be made in the Careers Hub (upstairs in the LRC). Students can also access them 
through their input to the tutorial programme throughout the year. All students will 
be given guidance on progression routes by their personal/progress tutor. Second 
year students will be given guidance for employment/apprenticeships if not going 
on to higher education. The college has well-stocked sections in the LRC containing 

http://www.safelearner.info
http://www.safelearner.info


14

information on issues relating to career and higher education choice, as well as wider 
issues such as personal finance, lifestyle and health. This information is supported 
by the Student Zone careers section on Moodle, which students can access at any 
time during term time.

Holidays during term time

Students should not take holidays during term time. If exceptional circumstances occur, 
you will need to have an interview with your senior tutor. Forms must be completed 
before your departure and these are available from the Senior Tutors office.

Student identification cards

All students will be given a student card with their photograph at registration. All 
students must wear their ID cards on a lanyard so the ID can be seen at all times. 
This is one of the measures we have to take to protect the college environment and 
yourselves from unwanted intruders. You will also use your ID card for entry to a 
number of doors including the Menin Avenue gate. You must have an ID card to 
sit any exams at college. If you misplace your ID card, you will need to purchase a 
replacement immediately at the cost of £5. Not having an ID card on campus is a 
breach of the college safeguarding policy and can result in disciplinary action.

Induction

The first few weeks of your time at college are a period of induction when you will 
learn what the college expects of you and what you can expect in return. By the end 
of the first half-term you should have a clear idea of how you will be assessed on 
your course and of the type and standard of work required. The purpose of induction 
is to ensure a successful outcome for each student by:

•  ensuring that the student’s choice of programme, level and options is an appropriate 
one.

•  integrating students quickly and effectively into the life and ethos of the college and 
of their programmes.

•  ensuring that students feel welcome and valued as a part of the college and their 
programme.

•  creating a positive relationship between the students and their personal tutor as a 
basis for the tutorial relationship.

• encouraging independent working in order to meet agreed goals.
• beginning to consider progression to the student’s next career phase.
•      familiarising students with the facilities and services available at college, ensuring 
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that students understand their rights and accept their responsibilities as learners in 
college.

Information technology

Students have access to the college academic network of computers. Computers in 
the Learning Resource Centre are available for use. Part of the induction process in 
tutorials will involve learning how to use the network. The network software includes 
word processing, graphics, databases and spreadsheets. Students who have problems 
with the network should ask for help from the help desk upstairs in the LRC. All 
students must read and accept the online Computer Usage Policy during induction, 
which sets out how we expect students to use our IT facilities. Abuse of these facilities 
may lead to disciplinary measures. All computers may be used to access the internet 
and Moodle. Moodle is also accessible through the internet.

Learning Resource Centre

The LRC is a vital resource for students. You are encouraged to use it for private study, 
research etc. Staff are available to help you with any problems you may have. Areas 
available in the LRC are: Study Base, Wellbeing area, Senior Tutor drop in room, silent 
study areas, study booths and the Careers Hub (1st floor).

Mobile phones, earphones/audio devices

Mobile phones should always be switched off in class unless permission is given 
to use the phone by the class room teacher. No photographs or videos should be 
taken during class unless you are given permission by a member of staff to use them. 
Mobile phones must not be taken into external examination rooms. Anyone found 
with a phone in an exam could be penalised in ALL examinations taken to date. The 
same rules apply with earphones and audio devices. These should not be worn/used 
in class without permission.

Moodle (virtual learning environment)

You are able to use the Virtual Learning Environment (Moodle) outside lessons (in 
college or at home or anywhere you have internet access) to support your learning 
in your subject lessons. You will have access to course support materials as well as 
being able to contact your tutor via e-mail, take online tests and assessments (in some 
cases with instant feedback) and take part in online discussions with other students.
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NUS/Totum membership

As a student of Priestley you may also join the National Union of Students. Membership 
entitles you to discounts in a number of shops, theatres, clubs etc. Totum cards 
can be obtained on-line as soon as you register at Priestley.

Pastoral Guidance

Your personal/progress tutor will act as your guide during your time at the college 
and you should always discuss any difficulties, either personal or study problems, 
with him or her. Assistant Principal, Mark Eccleston and senior tutors, Jenny George, 
Dan Martin, Chris Lee and Mark Edgington are available to help with problems if you 
do not want to discuss the matter with your personal/progress tutor. Performance 
monitoring/progression takes place in tutorials. You must attend these sessions 
like normal lessons.

Personal property

The college cannot accept responsibility for the loss or damage to any personal 
belongings which you choose to bring into college or on college trips and visits. This 
includes bicycles and vehicles, and can also include course-work (which should not 
be left in insecure places). It may be worth checking whether cover against loss/
damage can be provided by insurance cover which you/your family can take out.

Photocopying

Students can pay for photocopying in the LRC. Cost is 5p per copy. See the Help 
Desk in the LRC.

Plagiarism

Teaching staff will emphasise the importance of ensuring your work is your own. This 
is particularly important in coursework. Deliberate plagiarism is a disciplinary matter.

Reporting on progress

Periodically, your tutors will make a prediction about your likely final grade based 
on the work you have done so far. This, along with your attendance at classes, will 
be passed to your personal tutor and may be discussed with you. Information on 
your progress will be given for each course throughout the year, and there will be 
a chance for your parents/carer to come in to talk about your progress with your 



17

tutors/senior tutors. Priestley also has review days which allow you to discuss your 
overall progress with your tutors.

Safeguarding

We take your safety very seriously at college. Your tutor will go through a number 
of sessions on a variety of safeguarding issues e.g e-safety. If at any time you do 
not feel safe on campus or outside of college please inform your personal tutor as 
soon as possible. To help us ensure you are safe on campus, please wear your 
Student ID in a visible place at all times.

Security

There are security guards on site during the college day. They monitor all aspects of 
security, including appropriate use of the car park. They are present to ensure that 
the college is a safe environment for you to use. Please treat  these staff members 
with respect, as you would do your college tutor.

Smoking

Smoking and vaping is not permitted on college campus. 

Student and College Councils

The Student and College Councils are a way to get your views heard by the college 
managers. The College Council meets once each half-term with the Principal. Each 
tutor group elects two representatives to the Student Council which meets once 
each half-term with the Assistant Principal Student Support Services. The Officers 
of the College Council are elected from the student body. The President and Vice-
President of the College Council are nominated members of the Governing Body. If 
there is a matter you want to raise for discussion you should see your tutor group 
representatives.

Student Services

This is in the Priestley Reception. Here you can get help and advice on all aspects 
of college including timetables, and travel information etc. You can also get all sorts 
of advice on progression opportunities.
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Study Support Base

The Study Support base is located on the ground floor of the Learning Resource 
Centre. The aim is to provide advice and support when needed to help students to 
achieve success. Study support is flexible, is tailored to your needs and is aimed at 
supporting students at all levels. Support can range from structuring assignments to 
getting your ideas down on paper, or strategies to improve your spelling or help you 
to manage your deadlines or workload. Sessions can be weekly, a short course of 
sessions, a single session, or drop in when needed, according to which you would 
prefer. If you would like advice on how Study Support can help you, Tracie Ryan, 
Inclusion Manager, will be happy to discuss your needs with you. Please call in to 
the office in the LRC, or ask your personal tutor to refer you.

Transport

Students can get weekly or monthly Term Saver or Network Saver bus passes. 
Outside of the Warrington Borough area you can buy Halton Borough Transport 
passes. Both types of passes are available from the cash office.

UCAS

The Universities and Colleges Admissions Services can be accessed online at www.
ucas.com During the summer term of your first year of advanced level study, you 
will be given advice and guidance on how to complete your university application. 
During the autumn term of your second year you will submit your application to 
UCAS. You should plan your higher education path carefully and seek help from 
college staff.

Work experience

All Level 2 students will be exposed to work experience while they are on their course. 
For Level 3 students, work experience is compulsory. Other courses offer optional 
work experience which may be beneficial for your post Priestley aspirations. If you 
are following a vocational course, appropriate work experience may be organised 
by the course team leader and arrangements will be explained to you during your 
lessons. Please note: if you self secure any work experience, you need to inform 
Pam Gardner (at Student Services/Priestley Reception) so it can be recorded.
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