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Criteria for Admission to
the HNC Programme

For Non-English speakers and/or students who have not carried
out their final two vears of schooling in English, English language
proficiency Level B2:

o |IELTS UKVI = 5.5 (with no less than 5.5 in each of the components)

o Cambridge FCE - 160/ Grade C

o Pearson Test of English General (PTE) - Level 3

o Pearson Test of English Academic (PTE) > 42

o Pearson Versant English Test 58-68

o Trinity College London Integrated Skills in English (ISE Il) = 39

and one of the following:

o a GCE Advanced Level profile that demonstrates strong performance
in a relevant subject or adequate performance in more than one GCE
subject. This profile is likely to be supported by GCSE grades at A*
to C (or equivalent) and/or 9 to 4 (or equivalent) in subjects such as
maths and English

o the equivalent in other qualifications such as the International
Baccalaureate / Foundation programme

o a relevant Level 3 qualification / an Access to Higher Education
Diploma from an approved further education institution / Recognised
Sixth Form or College or High School Diploma

o at least 2-year continuous relevant work experience

Criteria for Admission to
the HND Programme

English language proficiency Level B2:

o |IELTS UKVI = 5.5 (with no less than 5.5 in each of the components)
o Cambridge FCE - 160/ Grade C

o Pearson Test of English General (PTE) - Level 3

o Pearson Test of English Academic (PTE) - 42

o Pearson Versant English Test 58-68

o Trinity College London Integrated Skills in English (ISE I1) = 39

and Relevant HNC / Level 4 gqualification.

Minimum / Maximum | 5/ 100
Numbers
Course Fee £6150
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“Everyone can rise above their circumstances and achieve success if they
are dedicated to and passionate about what they do”
Nelson Mandela

Dear Students,

| am delighted to welcome all the new and returning students back to our Academy. You have shown
exceptional resilience throughout the pandemic, adapting to new ways of learning and continuing to
complete your courses to progress onto further study or employment. | would like to take this
opportunity to thank the Academy team for their continuous commitment and dedication in their
teaching and support functions to deliver high quality education despite many challenges caused by
the pandemic.

In a “new normal” life the pandemic conditions led us, we are gradually and safely increasing the
numbers of students on our campus over the next few months in line with government guidance at
all times. This will allow you to continue learning in a blended model, undertaking assessments and
practical learning on site, getting valuable face to face teaching in a social setting whilst also having
the flexibility of online learning which seems to be the future in education in a technology led learning.

Our upmost priority continues to be ensuring that all DAL Community is physically and mentally well
and safe. We assure you that we are constantly taking all the possible measures for you to have a
safe and rewarding learning experience. The summary / examples of these measures are:

s Implementing “Blended Learning” where Higher Education Classes will continue to run
blended learning for the time being. Your timetable will include some other online elements, and
this will be clearly identified. Your induction will introduce you to the way in which our online
lessons work. These will be a combination of live lectures and guided online work. In order to both
comply with the latest guidance and give you the best possible learning experience we have
changed some of the ways in which we deliver our courses. As such your timetable may be made
up of a number of different types of learning.

Your study programme contains tutorial sessions. This may include some online elements, work
for you to complete and some individual face to face sessions with your tutor, giving you the
opportunity to monitor your progress and discuss any issues. The Academic team will share the
full details with you in due course.

Your course is about more than your time at DAL and there continues to be an expectation that
you will undertake some self-study. This will include things like research, homework, and
assignment work. The more you put in, the more you will get out.

% On on-site days, we expect all DAL community to help us keep our building safe by taking
personal responsibility and following the rules. Please follow the social distancing guidance which
remains in place and respect others around you. Some of our facilities such as the Library, IT
labs, lavatories and the canteen will be operating but in compliance with social distancing rules.
We would need you to bear with us and understand the reasons for these limitations.

We are here to support you in any way we can. Our support staff are happy to help as always
about your course, learning resources and support.



< COVID-19 Guidance for Isolating and Testing

Please take a moment to watch the following informative video prepared for you:
https://www.youtube.com/watch?v=FIMO1xWwY4k

The link below is the latest guidance from the government, and this is updated regularly so we
urge you to visit this if you have a concern.

https://www.towerhamlets.gov.uk/Ignl/healthsocial care/health and medical advice/Coronaviru
s/Coronavirus.aspx

The information in this link is the most recent guidance from the Government regarding isolation,
testing and symptoms, and reducing the spread of infection. Whilst we encourage you to check
this site regularly, we will make sure we update you where changes are made.

As you go forward, it is crucial to retain all your learning from the past two years, your creativity,
your adaptability, digital knowledge and build on them for your continuous success. My team and
I will be here to support you to ensure you have the knowledge and skills needed to make your
career dreams come through. Wishing you a happy and successful academic year ahead.

Wishing you a happy and successful academic year. Stay safe.

Canan E. Celik

CEOQO / Principal
Docklands Academy London


https://www.youtube.com/watch?v=FJM01xWwY4k&ab_channel=DocklandsAcademyLondon
https://www.towerhamlets.gov.uk/lgnl/healthsocial_care/health_and_medical_advice/Coronavirus/Coronavirus.aspx
https://www.towerhamlets.gov.uk/lgnl/healthsocial_care/health_and_medical_advice/Coronavirus/Coronavirus.aspx

Address

Docklands Academy London
Click here to use google maps

11 Selsdon Way, London E14 9GL
info@docklandsacademy.co.uk / docklandsacademy.co.uk

Phone: +44 (0)207 515 9695
24 hour emergency numbers:
+44 (0) 7936848637
Police, Ambulance Service, Fire Brigade:
999, 911, 112

Opening Hours: 8:45 am -5 pm (Mon = Sun)

Closed on Bank Holidays

Christmas / Saturday 25 December 2021 | Good Friday 15 April 2022

Boxing Day / Sunday 26 December 2021 | Easter Monday 18 April 2022

Christmas (substitute) 27 December 2021 | Early May / Monday 02 May 2022

Boxing Day (substitute) 28 December 2021 | Spring Bank / Monday 02 June 2022

New Year’s Eve/Saturday | 1 January 2022 Queen’s Platinium Jubilee 03 June 2022

New Year’s Eve (subs.) 3 January 2022 Summer Bank / Monday 29 August 2022
. Mc;oss.ha-boue -

Selftra Calori e
Eiston Way —

]

Powerleague Docklands

The nearest stop is Crossharbour DLR Station.
Click here to use google maps

=
Wifi
Sign up to 02 Wi-Fi. The magic word in London is hotspot. This free O2 Wi-Fi internet service can
be found at several locations including McDonalds, Debenhams, Costa Coffee, House of Fraser,

and Café Rouge. You don't have to be an O2 customer, and there is no need for passwords.
Download the O2 WI-FI App, so you can find your nearest hotspot, even when you are offline.

You will have free access to Internet at the Academy.

Wi-Fi network : DALACADEMY
The password -docklandsaca*



https://www.google.co.uk/maps/place/11+Selsdon+Way,+Isle+of+Dogs,+London/@51.4939998,-0.0172359,17z/data=!4m5!3m4!1s0x487602bd87568e87:0x170e5309c97c8a4a!8m2!3d51.4939965!4d-0.0150472
mailto:info@docklandsacademy.co.uk
http://docklandsacademy.co.uk/
https://www.google.co.uk/maps/place/Crossharbour/@51.495794,-0.0166502,17z/data=!3m1!4b1!4m5!3m4!1s0x487602bd09c6ca6f:0xf29150f0136c3371!8m2!3d51.495794!4d-0.0144615
https://www.google.co.uk/maps/place/Crossharbour/@51.495794,-0.0166502,17z/data=!3m1!4b1!4m5!3m4!1s0x487602bd09c6ca6f:0xf29150f0136c3371!8m2!3d51.495794!4d-0.0144615
https://www.o2.co.uk/connectivity/free-wifi
https://www.google.co.uk/maps/place/Crossharbour/@51.495794,-0.0166502,17z/data=!3m1!4b1!4m5!3m4!1s0x487602bd09c6ca6f:0xf29150f0136c3371!8m2!3d51.495794!4d-0.0144615

Key Staff

Name Canan E. Celik

Role CEO/ Principal / Designated Safeguarding Officer /First Aider& Mental Health
First Aider

]%cintact Person strategic & operational oversight of DAL

Profile Canan has a background in Business Management and holds a Post Graduate

Diploma in Leadership and Development. Her attentive and thorough approach is
owed to over two decades of experience in Management; Leadership in Hospitality,
Healthcare and Education sectors. During her time in the Academy, she has actively
overseen the operational activities of each department in the development of short,
long-term objectives and the Strategic Plan. She is a member of the Board of
Governance and chairs the Quality Committee and Finance Committee of the
Academy. She leads on building trust relationships with national and international
partners and stakeholders. In line with the Academy’s mission statement, she will
continue to lead on maintaining and improving robust systems; processes that will
assure that the Academy is a centre of excellence primarily in Business, Hospitality;
English provisions, compliant by awarding organisations and enforces adherence to
current guidelines for Higher &amp; Further Education.

Tel / Email 020 7515 9695 — Extension (200) / canan.ejder@docklandsacademy.co.uk

Name Ercan Erkus

Role Academic Head / Designated Lead Safeguarding Officer & Prevent Lead

Contact Person | development of robust delivery & quality assurance of teaching and learning &

for supervising all the staff, student progress, and HE programmes, complaints &
appeals

Profile Ercan was an academician at Yildiz Technical University Istanbul for 23 years as a

lecturer, Test Office Coordinator and Head of Modern Languages Department. With a
master’s degree on Computer Assisted Language Learning, he worked with IBM as a
Distance Education Content Developer. He became an “Aviation English Language
Examiner, Rater and Rater Trainer” at Turkish Airlines Academy following trainings by
RMIT University/ Australia and Latitude Aviation English Services/ UK. He is also a
Teacher Trainer. Since joining the Academy, he has supported the development of
academic policies and procedures, and teaching development, overseen academic
committees, designed HE assignments and coordinated blended learning. His current
priority is to support DAL to become a prominent academy delivering HE courses.

Tel / Email 020 7515 9695 — Extension (212) / ercan.erkus@docklandsacademy.co.uk
Name Nicola Molony

Role Director of Studies (DoS) English Department / Lecturer

]%?ntact Person English department, related courses, assessment design, resource development

Profile

Nicola is DELTA qualified, with teaching experience in London, Latin America and
Singapore, where she was Academic Director of a well-established language school.
Since joining the Academy, as well as overseeing the management of the
department, she is responsible for course and assessment design, resource
development and delivering English and Higher Education classes, worked alongside
management writing Policies and Procedures, written bids and produced marketing
material. Communicative and meaningful learning are fundamental to Nicola’s
approach to teaching. Nicola encourages teachers to adopt learner centric classes,
where learners are encouraged to become self-aware and autonomous learners.

Tel / Email

020 7515 9695 — Extension (205) / nicola.m@docklandsacademy.co.uk

8



mailto:canan.ejder@docklandsacademy.co.uk
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Name Erhan Yurdakul

Role Head of Academic Administration / Lecturer

Contact Person | academic administration procedures, complaints & appeals, implementing, leading
for and overseeing academic administration process within the academic cycle
Profile Erhan’s background in teaching English at different levels and his industry experience

nniage=asy

in Hospitality and Travel and Tourism helps his successful approach and integration to
new fields. Prior to joining the Academy, he worked in the hospitality and travel and
tourism sectors in various positions. He also taught English for a number of years, then
worked and as a lawyer for a trade union. These previous experiences have
continuously developed his approaches to plan, deliver and oversee an efficient and
accurate academic administration process.

Tel / Email

020 7515 9695 — Extension (213) / erhan.y@docklandsacademy.co.uk
Name Selin Doyan
Role Academic Quality Coordinator / Designated Safeguarding & Prevent Officer
Contact Person | overseeing the academic quality assurance functions such as internal verification
for processes, records monitoring and review
Profile Selin’s background in teaching and her Postgraduate Certificate in Education, inform

her attentive and thorough approach. In addition to this, Selin has completed an Award
in ‘Assessing Vocationally Related Achievement’ and an Award in ‘The Internal Quality
Assurance of Assessment Processes and Practice’. Since joining the Academy, she
has worked in the Academic Department, continuously developing strategies to
maintain high quality assurance systems in line with various awarding body
regulations. She firmly believes that clear planning and procedures are fundamental to
support the team to maintain practises at the highest possible standards. Currently,
Selin is working on developing new programmes and courses to build a bridge between
KS4 and KS5 learning to progress into Higher Education, giving learners a clear path
for progression in vocational courses.

Tel / Email 020 7515 9695 — Extension (216) / selin@docklandsacademy.co.uk

Name Bernardo De Vire

Role Academic Consultant

Profile Experience of law, business, and teaching through a career as a Solicitor and Lecturer,
Assessor and Lead Internal Verifier for Pearson HNC/D units including Business since
2010.

Tel / Email 020 7515 9695 / bernardo.devire@docklandsacademy.co.uk

Name Birgul Rose Aslan

Role Head of Admissions & Safeguarding Officer

f((:)(?ntact Person Student Advice & Student Finance & Loan - any financial queries related to studies

Profile Rose primarily manages the admissions process and student finance applications, as

well as overseeing welfare issues, and any other administrative duties in relation to the
exams office. In particular, she oversees the recruitment, evaluation and admissions
process for current and prospective students. Her Undergraduate in Law and
experience as a practiced Paralegal signifies her cautious and vigilant approach.
Furthermore, she has diversified and completed a TQUK Award in Education and
Training, as well as a certificate in Assessing Vocational Achievement. Since joining
the Academy, she has taken part in all awarding body inspections and has successfully
led her department in this area. Through her duties as Head of Admissions, she has
gained over 800 successful applications (globally) for the English Language
department and has ensured all visa processes were robustly completed. Her main
objective is to ensure all administrative and admission duties are carried out in line with
various standards for awarding regulations.

Tel / Email

020 7515 9695 — Extension (202) / birgul.rose@docklandsacademy.co.uk
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Name Murat Ozbek

Role Finance Manager / HR & Estates

]%cintact Person Student Finance & Loan

Profile Murat’s whose duties are vital to the daily operation and management of the Academy.

His Bachelor’'s degree in Management Engineering and Master of Science degree in
Management Engineering inform his analytical and systematic approach. Murat
provides insight and implements financial control systems, and well as planning and
controlling the annual budget of the Academy. He has also been very successful in
maintaining knowledge of market changes to make the most informed decisions, as
well as proposing marketing strategies to optimise the targeting of possibly customers.
He is currently the member of our team working on DAL’s new database system.

Tel / Email 020 7515 9695 — Extension (207) / murat.ozbek@docklandsacademy.co.uk
Name Paul Vincent

Role Lecturer / English Teacher / Social Programme Coordinator

]%?ntact Person English Department & Social activities

Profile Paul plans and delivers online and face to face English language courses in both

General and Academic English. He is also responsible for the delivery of Higher
Education courses as well as assignment marking. In the role of social programme co-
ordinator, he is responsible for planning and co-ordinating excursions to cultural,
historical and educational establishments around London and beyond. He has 21
years’ experience of teaching both General and Academic English. TESOL qualified,
he also holds the Level 5 Certificate of Education with Level 4 ESOL subject
specialism. Since joining the Academy, he has delivered English language
programmes to a variety of clients. His most significant achievements include
designing and delivering bespoke language learning programmes to young
Panamanian students, satisfying a brief laid out by the Panamanian government. He
has also drawn positive feedback from students for his culturally enriching and
educational social programme. he has successfully set up and is currently running an
online General and Academic English provision in response to the needs of the
Coronavirus pandemic. He seeks to further establish and develop DAL’s online
provision as a key aspect of the future of language learning.

Tel / Email 020 7515 9695 — Extension (206) / paul.v@docklandsacademy.co.uk

Name Onur Cokuludag

Role Lecturer / Fire Marshal

Profile Onur provides high-quality academic teaching for BTEC HNC and HND programmes.

He has over 15 years of experience in the Food and Beverage industry with a
Bachelor’s degree in Advertising and a Master’s degree in Marketing. He is responsible
for planning and delivering lectures and assessment materials, updating and
maintaining the student record systems in terms of student’s results, and assisting with
the timetabling process. He is also highly invested in supporting and guiding students
through their academic journey by encouraging them to effectively work independently
as well as a team and hopes to shape each students’ academic journey in the best
possible way.

Tel / Email

020 7515 9695 — Extension (218) / onur.c@docklandsacademy.co.uk

Name

Mehmet Ozaksu
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Role

Lecturer

Profile

Mehmet provides high quality academic teaching and programme coordination for
students in accordance with unit specifications for BTEC HNC and HND programmes.
He is a Linguist, having over 30 years of experience in teaching (and running a school
of English in Turkey). Since joining the Academy, he has used a variety of teaching
methods to ensure that content and English language skills are adequately integrated
as required and that students acquire and consolidate knowledge, skills and
understanding appropriate to the module taught. He has kept up-to-date with current
educational thinking and practice, both by study and by attendance at courses,
workshops and meetings. He is currently liaising with other administrative staff,
academic colleagues assessing how well learning objectives and learning outcomes
have been achieved and using them to improve specific aspects of teaching.

Tel / Email 020 7515 9695 / m.ozaksu@docklandsacademy.co.uk

Name Ciineyt Ozarikan

Role Lecturer

Profile Cuneyt instructs HNC and HND students through both face to face and online learning.

In addition to this, Cuneyt effectively collaborates with academy staff to improve and
maintain the course delivery and content, as well as assisting in the grading of student
assignments. For over 20 years, he has been teaching, coaching, and consulting in
the education sector. Since joining the Academy, he has worked in harmony with the
academic staff, and has constantly found opportunities for improvement for both
himself and the Academy, which has always been met with positive feedback. He has
also built an excellent rapport with the students. Cuneyt has ability to work well with a
range of people within any organisation which has been demonstrated through his
written and verbal communication and through his exemplary digital teaching and
presentation skills.

Tel / Email 020 7515 9695 / c.ozarikan@docklandsacademy.co.uk
Name Eglina Bubliauskaite
Role Welfare Officer & Receptionist

Contact Person for

Student welfare services

Profile

Eglina acknowledges students and visitors when they arrive at the Academy and deals
with welfare issues. The duties include providing information to enquiries and
performing clerical tasks. Her background in philology and social sciences can be
adapted in many industries improving analytical and critical thinking skills and
understanding and appreciating cultural diversity. Since joining the Academy, she has
worked in the Administrative Department. Eglina believes that education has the
potential to bring extraordinary benefits to any society, contributing to tremendous
prosperity in the long run. She enjoys learning new languages and encourages
students to master English as learning a foreign language is of the utmost importance
and the reasons to study a foreign language are innumerable. Different languages
protect and nourish the growth of different cultures, where different pathways of human
knowledge can be discovered.

Tel / Email 020 7515 9695 — Extension (100) / eglina.b@docklandsacademy.co.uk

Name Trifa Hama Raza

Role Academic Administrator

Profile Trifa's previous accomplishments include; GNVQ in ICT, Pre-School Practice (Child

Care) and New CLAIT International Certificate for IT AECB. During her time at
Docklands Academy, Trifa's contributions in the Academic Department have ensured
that all filing and student documentation systems have been improved and maintained
at a high level, as well as supporting prompt updates and data recording as necessary.
She is resourceful, quick to learn and communicates excellently with all team
members. She is particularly interested in putting her full effort and knowledge into the
work with the Administration team.

Tel / Email 020 7515 9695 / trifa.h@docklandsacademy.co.uk
Name Hasan Basri Arpaci
Role IT / Marketing Officer
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Contact
for

Person

IT related matters

Profile

Hasan is the IT Officer who is responsible for the network, server, data base systems
and web page of the Academy. He is a Statistics graduate and has 12 years of work
experience in international companies as a Data Scientist/Data Analyst. Since joining
the Academy, Hasan has worked in the IT Department, continuously developing
strategies on the system and data security. He believes that data security is an
indispensable step forward for an organization. For this purpose, efforts are made to
ensure that UK data security procedures are implemented in the most appropriate way
within the institution.

Tel / Email 020 7515 9695 — Extension (201) / hasan.arpaci@docklandsacademy.co.uk
Name Biviya Strestha

Role Marketing Officer

Contact Person

for

Profile Biviya is in charge of the Academy's promotional activities, market trends, and ad

campaigns. She obtained a Bachelor's degree in Digital Arts and a Master's degree in
Digital Marketing. During her university years, she worked part-time as a sales
assistant, and following graduation, she worked in payroll administration. These
experiences assisted Biviya in developing knowledge and skills necessary for her
career, such as communication, time management, and relationship building. As a
Marketing Officer, she is currently working on creating content for the Academy's social
pages and website in order to establish a trustworthy reputation and credibility, as well
as researching market trends that will help the Academy rank well in organic search
results.

Tel / Email 020 7515 9695 / biviya.s@docklandsacademy.co.uk

Name Emre Gundogdu

Role Marketing Trainee / Fire Marshal / Canteen Officer

Contact Person

for Canteen management

Profile Emre has been part of the Docklands Academy team since 2015. Since his arrival to
the UK in 2014, Emre has worked as a Drama Teacher in various Turkish Schools on
weekends. He has also professionally performed in two theatre plays. He is a vibrant
personality, who aims to support each department where necessary, and has
particularly built a good rapport with students through his canteen duties. He has also
taken on new responsibilities as a Marketing Officer and is looking forward in
developing his sKills in the ever-changing digital world.

Tel / Email 020 7515 9695 — Extension (204) / emre@docklandsacademy.co.uk

12



mailto:hasan.arpaci@docklandsacademy.co.uk
mailto:biviya.s@docklandsacademy.co.uk
mailto:emre@docklandsacademy.co.uk

General information

This programme specification contains an overview of the HNC/D in International Travel and Tourism
Management and is designed to help you get ready for what we hope will be the experience of a
lifetime, and it has lots of useful and important information. Please read it carefully in conjunction with
the related Pearson Edexcel BTEC Higher Nation Specification guidance.

https://qualifications.pearson.com/en/qualifications/btec-higher-nationals/international-travel-tourism-
management-2018.html

The information is for students taking the RQF BTEC International Travel and Tourism Management
Programme at Docklands Academy London. It provides information on what to do, how to stay safe
and follow the rules at the Academy. It also provides information on studying in the UK as well as the
units you will study, your assessments and what you can expect from your course and experience at
the Academy.

If you are from another country, you can also find the information about how to travel around London
and tells you about all the free services you can use when you are here. There are also some details
on places you can visit while you are staying in London.

All the information provided here highlights only the vital topics about your both Learner and Student
Journey with us. For additional / detailed information on each topic, please visit our website
www.docklandsacademy.co.uk, where you can find our Policies and Procedures, Terms and
Conditions, Fees, How to Appy etc.

We hope you choose to study with us at Docklands Academy London and take advantage of the
opportunity to access Higher Education locally in Canary Warf London.

Useful information

Finding your way around London
You can always find your location in London using google maps.

Transport in London
Information on all forms of transport in London including cycle hire, routes, maps, how to plan your
journey, tickets sales; real time traffic and travel updates can be found on tfl.gov.uk

Paying for your travel

You may be able to pay for your travel with your contactless debit or credit card on the London
underground, buses, trams and some over-ground trains. Cards are accepted from many countries.
You may also buy an Oyster Card.

Where can you use an oyster card?
The London Underground

Any London bus

The railway network in Greater London
Docklands Light Railway (DLR)
Over-ground Railway

33% discount on scheduled river services

Where is the best place to buy an oyster card?

The easiest place to buy Oyster Cards is at Underground Station ticket offices. To buy an Oyster card
in a London Underground Station, you pay a £5 deposit which is refunded when you return the Oyster
card.
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Banking

You can only apply for a bank account if you are planning to stay in the UK for more than one year. To
open a bank account, you will need your passport and a school letter explaining that you are staying for
more than a year. To get the letter, please ask at reception for the Welfare Officer who will be able to
advise and direct you to the closest bank. Alternatively, you can open a current account with banking
services like Monese: https://monese.com or Monzo: https:/monzo.com

Pastoral Care / Welfare Services

The Academy takes its responsibility to student welfare very seriously. Our Procedure 5.2 on Pastoral
Care outlines the roles of welfare staff to ensure that every member of the Academy receives the
utmost support to achieve to the best of their potential.

Our Wellbeing Service is operating via digital platforms (Zoom / Skype) during distant learning. If you
would like to make an appointment for an initial consultation with one of our advisors, please send an
email to info@docklandsacademy.co.uk with your name, student ID and telephone number.

Our partner USP College’ website is https://www.uspcollege.ac.uk/life-at-
college/support/keeping-you-safe-and-well/

The Samaritans www.samaritans.orq offer a safe place for you to talk any time you like in your own
way — about whatever is getting to you. Their free phone number is 116 123.

Medical care
We strongly advise all students to take out medical and travel insurance cover before coming. Your
insurance policy should cover the following:

medical expenses

cancellation or curtailment

personal accident

baggage, clothing, and personal effects
loss of money

travel delay

UK students
Please ensure if you are new to the area, you register with a local doctor’s surgery as soon as possible
rather than wait until you become ill.

EEA and Swiss nationals

You should have applied for a European Health Insurance Card (EHIC) prior to arrival here in the
UK; this entitles you to full NHS treatment. For more information please contact Academic Services.
Please consider the implications of Brexit in the case that it comes into effect. You may wish to check
the webpage https://www.gov.uk/brexit and take advice.

International students

You will need to register with a doctor on your arrival in the UK. You will hear people referring to this
doctor as your GP (General Practitioner). Our Welfare Officer will help you to do this. Except in the
case of an emergency, you should always see your GP first for your medical issues. However, you will
need to pay for medical prescriptions, vaccinations, dental and optical treatment.

Once registered with a doctor, you can also call 111 for 24-hour professional medical advice. For
medical emergencies which need immediate treatment, you should visit the nearest hospital with an
Accident & Emergency (A&E) ward. If the condition is so severe that you cannot travel to the hospital
by yourself, then phone 999 to call an ambulance to assist you.
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The NHS is the UK National Health Service. If you need to see a doctor or dentist while in London,
speak to the Welfare Officer, who will help with your enquiry. We have a First Aid Box at the Academy.
You will need to pay to see a dentist or optician. If you have a serious medical problem or an emergency
that cannot wait until the next working day, you have the right to free emergency care and the nearest
Accident and Emergency medical services are:

Newham General Hospital The Barkantine Walk-In Centre
Glen Road Plaistow, London, E13 8SL 121 Westferry Road, Isle of Dogs
Tel: +44 020 7363 9200 London, E14 8JH

Tel: +44 020 7791 8080

Student Services

You will have full access to all Docklands Academy, London facilities and resources located in one
building. You will be able to join additional classes such as English and exam preparation courses and
employability workshops. Eligible students will also be able to apply for paid work in one of the partner
restaurants. All students may join the Academy'’s social programme that includes regular excursions
in and out of London.

Support for students with additional needs

Docklands Academy, London aims to ensure that individual needs are met before starting a course
and during the course of study. The Academy tries to offer a range of services including support with
physical disabilities, dyslexia support and support for mental wellbeing. The Academy has wheelchair
access on its basement and people with physical impairments can be accommodated there. Some of
the support services do attract a cost, however often these costs are covered through funding via the
Disability Support Grant.

Follow this link for more information:
https://www.gov.uk/disabled-students-allowances-dsas/overview

https://www.gov.uk/disabled-students-allowances-dsas/how-to-claim

Please contact the Welfare officer if you need any assistance with this process.

Student Representatives

Each course has a number of student representatives. Their role includes talking informally to other
students and providing regular feedback to the Course Leader. They are also members of the
Academic and Advisory Committee, which is concerned with the management and development of the
Course, and they have the opportunity to express the views of students at termly committee meetings
and participate in decision-making. The Student Committee and Academic and Advisory Committee
meet three times a year. The Academy provides support for those students wishing to take on
Committee responsibilities via Academic Administration.

Student feedback

Student feedback is an important part of the course’s quality control and enhancement. In addition to
the feedback provided by student representatives, students complete induction, end-of-term
questionnaires. Lecturers will also collect other forms of feedback throughout their units.
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Communications on the Course

VLE

The VLE is the Academy’s virtual learning environment and is a vital tool for your studies and for
managing your role as a student. Once you have registered as a student, your own portal within the
VLE can be accessed using your username and password. Course news, information and resources
will be posted on the site which you will be able to access from any internet-enabled computer. If you
have difficulties accessing the VLE, please refer to the Academic Department

Electronic mail

All staff and students at the Academy are required to use e-mail. Students should check and respond
promptly to e-mails concerning the Course. The e-mail addresses and contact numbers of staff
teaching on this Course are included in the student handbook.

Students who change their email address at any point in the Course should notify Admissions Team

and their lecturers immediately. Students who change their address at any point in the Course should
notify Admissions Team immediately.

1. RAISE THE NEAREST FIRE ALARM In case Of
it

2. DO NOT USE THE LIFT f'

3. LEAVE THE BUILDING BY THE NEAREST Ire
FIRE EXIT

4. YOUR ASSEMBLY POINT IS
TURNING AREA ADJACENT TO THE BUILDING

ASSEMBLY ':'..“;;’.".;l‘i“. ondion
pOINT —— O

5. DO NOT RE-ENTER THE BUILDING UNLESS THE FIRE MARSHAL OR
THE NOMINATED OFFICER ANNOUNCES
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Docklands Academy London Update on Coronavirus (COVID-19)

+»We would like to assure you that the health and wellbeing of our students, colleagues and visitors
is the top priority for DAL. Therefore, we are monitoring the situation closely and following guidance
provided by the following Authorities:
e World Health Organisation
e UK Government Guidance for Educational Settings
e Public Health England
[ ]

NHS guidance

«+ Key points on our plans and actions will be updated and communicated on our webpage, following
guidance from above authorities. More information about the Government’s overall action plan to
manage COVID-19 in the UK can be found here:
https://www.gov.uk/government/publications/coronavirus-action-plan/coronavirus-action-plan-a-
guide-to-what-you-can-expect-across-the-uk

«»Due to Covid-19 pandemic conditions, Docklands Academy will be implementing BLENDED
LEARNING programme during the Autumn Term, where 50% of the lessons will be covered as online.

+ Online Learning will be held via several platforms, such as Zoom, Google Meeting, Office 365 Team,
Skype at the normal lesson hours & days. Attendance will be kept thoroughly, and the same attendance
policy as highlighted in the section ATTENDANCE on page 35 will be applied, so please pay great
attention to be present on the aforementioned platforms on lesson days / hours.

+» Apart from Online Learning, you will have some additional Guided Learning Hours on the same dates
such as tutorial sessions and supervised assessment activities, where you will find opportunities to
interact with your lecturers to clarify any kind of questions you have in your minds. These sessions will
be held via the Internet on your usual lesson dates.

«*Finally, in order to meet your required learning hours, you must attend Virtual Seminars on Weeks
3,6 and_ 9 relatgd Wlt.h your studies to improve your academic and prqfessmnal skills. Attendanc'e for
the seminars will again be kept thoroughly, so please pay great attention to be present on the virtual
platform declared on the dates in the Academic Calendar.

«»Blended-learning programme is as follows:

Weekday Groups > Mondays (on-site) / Tuesdays (online)
Weekend Groups - Saturdays (on-site) / Sundays (online)

+»We would like to draw your attention to the following precautionary measures that must be followed by
all our students and staff for on-site days:

e The Lateral Flow Testing (LFT):

v All students and staff are strongly encouraged to do Lateral Flow Testing (LFT) which will help
all of us to protect each other. Although the government regulations have eased down the
restrictions, all of us must still be alert and extremely cautious not to contribute to the spread of
the Covid-19. The test takes only 5 minutes to do and will definitely protect especially our
vulnerable peers and colleagues against the virus.

v As it can be understood from the details given below, the tests are quite easy to obtain, apply
and get the results in just 30 mins.

All the staff > every 3-4 days
All of the students > Weekday Groups (every Sunday & Tuesday evenings)
Weekend Groups (every Friday & Sunday evenings)
How to obtain the Test:
Tests can be either (free of charge):
= ordered at https://www.gov.uk/order-coronavirus-rapid-lateral-flow-tests,
= ordered by phone - 119 (calls are free)
= collected from or got at a test site by using the link https://maps.test-and-trace.nhs.uk/

How to apply the Test:
17


https://www.who.int/health-topics/coronavirus
https://www.gov.uk/government/publications/guidance-to-educational-settings-about-covid-19/guidance-to-educational-settings-about-covid-19
https://www.gov.uk/guidance/wuhan-novel-coronavirus-information-for-the-public
https://www.nhs.uk/conditions/coronavirus-covid-19/
https://www.gov.uk/government/publications/coronavirus-action-plan/coronavirus-action-plan-a-guide-to-what-you-can-expect-across-the-uk
https://www.gov.uk/government/publications/coronavirus-action-plan/coronavirus-action-plan-a-guide-to-what-you-can-expect-across-the-uk
https://www.gov.uk/order-coronavirus-rapid-lateral-flow-tests
https://maps.test-and-trace.nhs.uk/

= Help and support is available (https://www.gov.uk/quidance/covid-19-self-test-help), including
instructions in different languages on how to test and report the results and a video showing
you how to take the test.

= Please watch the video instructions for easy application steps at
https://www.youtube.com/watch?v=S9XR8RZXKNo

How to Register the Test Result:
1. First, report the test result on the day you take the test at https://www.gov.uk/report-covid19-

result

2. Then, you will receive an NHS COVID-19 Notification result as a text message to your mobile
phone.

3. Finally, register your result to our Testing Result Log at

www.docklandsacademy.net/nhs testresultloq.

If you have travelled from abroad in the past 14 days, please ensure that you follow the step by
step guidelines here: https://www.gov.uk/quidance/travel-advice-novel-coronavirus.

If yvou are planning to travel abroad, please follow Foreign and Commonwealth Office (FCO)
guidance: https://www.gov.uk/foreign-travel-advice

If you need advice on how my visa or immigration status might be affected by these
issues,you may find it helpful to refer tothe immigration guidance on GOV.UK:
https://www.gov.uk/guidance/coronavirus-covid-19-advice-for-uk-visa-applicants-and-temporary-
uk-residents

If you are feeling unwell with flu like symptoms, contact 111 immediately.

In the Case of Carrying Symptoms or Positive Results:

v If you are feeling unwell and/or display any symptoms of Covid-19, please do not attend the
Academy and contact us at info@docklandsacademy.co.uk to report your absence.

v" You must stay at home to self-isolate and book a PCR test (you can do this online or by calling
119) and follow national guidelines.

v Please stay at home until you get your PCR test result — if it is taken within 2 days of your Lateral
Flow Testing (LFT) and comes back negative, you can return to the Academy and both you and
your contacts can stop self-isolating.

If you have been given guidance to self-isolate:

v you should not travel in the public or come to the Academy. Please follow the advice for home
isolation from the government: https://www.gov.uk/government/publications/wuhan-novel-
coronavirus-self-isolation-for-patients-undergoing-testing/advice-sheet-home-isolation

v’ please inform us immediately on info@docklandsacademy.co.uk and provide as much detalil
as possible so that we can monitor your condition and provide academic support and advice.

v" You should also contact your lecturer/s to discuss the impact of any absence as a result of
COVID-19 on your studies. We will put arrangements in place to continue your studies remotely
during the period you are required to self-isolate or stay at home to care for others.

For those who cannot attend the classes physically due to medical reasons (carrying

symptoms, positive test result etc.):

v online lessons will be provided. So, those students should access all lessons online throughout
this period as long as they are well enough to do so. Your lecturers will provide you with the
details on how to access them whilst you are self-isolating as appropriate.

v' Those students will be regarded as Authorised Absent during the self-isolation period.

Students are required to attend or submit for assessment in the usual way, unless they are unwell
or isolating on medical advice — in which case, mitigating circumstances policy would apply. You
will not be penalised for non-attendance.

Welfare and wellbeing:

v" You are welcome to reach us at info@docklandsacademy.co.uk if you would like to access our
welfare services or a mental health first aider for advice and guidance.

v Additionally, the following links may provide you tips, advice and guidance to support your mental
health and wellbeing during the COVID-19 pandemic:

* Young Minds =  Anna Freud
18


https://www.gov.uk/guidance/covid-19-self-test-help
https://www.youtube.com/watch?v=S9XR8RZxKNo
https://www.gov.uk/report-covid19-result
https://www.gov.uk/report-covid19-result
https://www.gov.uk/report-covid19-result
https://www.gov.uk/guidance/travel-advice-novel-coronavirus
https://www.gov.uk/foreign-travel-advice
https://www.gov.uk/foreign-travel-advice
https://www.gov.uk/foreign-travel-advice
https://www.gov.uk/guidance/coronavirus-immigration-guidance-if-youre-unable-to-return-to-china-from-the-uk
https://www.gov.uk/guidance/coronavirus-covid-19-advice-for-uk-visa-applicants-and-temporary-uk-residents
https://www.gov.uk/guidance/coronavirus-covid-19-advice-for-uk-visa-applicants-and-temporary-uk-residents
mailto:info@docklandsacademy.co.uk
https://www.gov.uk/government/publications/wuhan-novel-coronavirus-self-isolation-for-patients-undergoing-testing/advice-sheet-home-isolation
https://www.gov.uk/government/publications/wuhan-novel-coronavirus-self-isolation-for-patients-undergoing-testing/advice-sheet-home-isolation
mailto:info@docklandsacademy.co.uk
mailto:info@docklandsacademy.co.uk
https://youngminds.org.uk/find-help/looking-after-yourself/coronavirus-and-mental-health/
https://www.annafreud.org/selfcare/

= Mind =  World Health Organisation

Other control measures:

v' Face Coverings

= Unless medically exempt, it is mandatory to wear masks everywhere in the Academy
premises including the classrooms and communal areas.

= However, only the students and staff medically exempt from wearing a face mask, will be
allowed to wear a face visor as an alternative. Otherwise, face visors or shields alone are
not allowed as they are not effective in reducing aerosol transmission without an additional
face covering.

= Please report to the reception if you need a face covering and we will provide you with one
on your arrival.

v/ Hand sanitisers are available throughout the Academy. Please use the hand sanitiser stations
and wash your hands regularly with soap and warm water, particularly on arrival to the building,
and when moving from one space to another.

v Catch it, bin it, Kill it: Always carry tissues and use them to catch your cough and sneeze.

\

The classrooms and communal areas will be well ventilated throughout the day.

v' Enhanced cleaning will be maintained in particular on frequently touched surfaces throughout
the building.

v COVID-19 Risk Assessment: Please follow the guidance to mitigate risks of COVID-19
displayed across the building and take time to read our current COVID-19 Risk
Assessment https://docklandsacademy.co.uk/covid-19.

You can reduce the risk of passing and receiving infections by practising good personal
hygiene to protect against infection:

v Wash your hands regularly. The NHS advice remains for everyone to wash their hands
thoroughly and often, to always carry tissues and to discard these immediately after use. Please
wash your hands as soon as you enter the Academy building.

v' Washing hands with soap and water for at least 20 seconds is the most effective means of
keeping hands clean. As long as hands are washed correctly, then either paper towels or hand
driers can be used to dry hands. Avoid touching your face.

v Cover your mouth and nose when coughing or sneezing, and dispose of any used tissues in the
bin and wash your hands afterwards.

v Try to avoid close contact with people who are unwell.

v All students, colleagues and visitors are advised to follow : official guidance from Public Health
England;_https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public

If a member of Docklands Academy London community tests positive for COVID-19

v Public Health England (PHE) will contact DAL if a student or colleague has a confirmed diagnosis
of Coronavirus. In conjunction with DAL, PHE would identify people who have been in contact
with the person and advise on any actions or precautions that should be taken.

v Arisk assessment of each setting will be undertaken in conjunction with PHE, who would lead
on any advice to be provided to DAL community and public.

v" PHE would also be in contact with the person directly to advise on isolation and identifying other
contacts and will be in touch with any contacts of the person to provide them with appropriate
advice.

v We will issue a statement on our webpage to colleagues, students and other members of DAL
community. The identity of the person affected will not be released.

If you have a question about actions required for specific situations, please direct these as
follows:

Student Related Issues : info@docklandsacademy.co.uk
All other issues : canan.ejder@docklandsacademy.co.uk
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Student Code of Conduct (Our Values and Rules)

The Academy expects that all students will engage with this Code of Conduct. Copies of the code are
displayed around the Academy building and published on its website www.docklandsacademy.co.uk .
Also, the content of the conduct is presented in the Learning Agreement and Student Handbooks. The
Academy has drawn up the Code of Conduct with reference to:

e UK Quality Code 2018 Advice & Guidance at https://www.gaa.ac.uk//en/quality-code/advice-

and-guidance

Office for Students (OfS) requirements and guidance

OIA The Good Practice Framework, Disciplinary procedures

The Equality Act 2010

Competition and Markets Authority Guidance for HE providers

o CMA Regulations (Consumer Protection from Unfair Trading Regulations 2008 (CPRs)

/ Consumer Contracts (Information, Cancellation and Additional Charges) Regulations
2013 (CCRs) / The Provision of Services Regulations 2009 (PSRs))

e UKCISA Code of Ethics

Good Conduct means realizing that you are a member of the Academy community and will behave
accordingly. This applies anywhere and at any time but is particularly important in the local community
around the Academy, whilst on fieldwork, whilst on other study away from the Academy and whilst
engaged in any other Academy-related activity.

We want you (our students) to enjoy and benefit the most of their time during your learning journey at
the Academy; to be safe, respected by others and to feel valued. Whatever you are doing on or off-site
and wherever you are (even while commuting or at online education), you are a Docklands Academy
London student, thus we expect you to behave accordingly in a respectful manner to others and the
Academy. We are committed to creating a safe, supportive, inclusive and friendly environment in which
everyone can participate freely.

We respect individuals regardless of their age, ethnic origin, race, nationality, membership of a national
minority, culture, language, religious faith or affiliation or lack thereof, political affiliation or opinions or
lack thereof, gender, gender identity, sexuality, sexual orientation, marital status, caring or parental
responsibilities, illness, ability or disability, mental health status, medical condition, physical
appearance, genetic features, parentage, descent, full or part-time student status, socio-economic
background, employment status, trade union affiliation, spent or irrelevant criminal convictions or any
other irrelevant distinction.

Following UK Laws

e ltisillegal to carry any sort of weapon, including a self-defence spray.

e Theftis taking something that you know does not belong to you. Don’t do it!

¢ Never buy things that you think might be stolen. It is illegal to buy stolen things and the police
can take things from you.

e You must have a valid (correct) ticket to travel if you use public transport. If you cannot show
one on request, you may be liable to pay a Penalty Fare and you risk being prosecuted.

e You must not carry or use any illegal drugs, including cannabis, ecstasy, LSD or amphetamines

e ltisillegal to have sex with someone under the age of 16.

e You do not need to carry any identity documents with you when you are in public, but it is a good
idea.

Following British Values
You must follow four key values when you are in the UK:

¢ Democracy
o Everyone’s opinion is important and counts.
o Respect the right of freedom of speech, provided it is within the law.

e Individual Liberty
o Freedom to be what you want if it is legal.
o Recognise the diversity of the Academy community
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Respect and Tolerance
o Do not show any abusive behaviour, bullying, harassment, violence, discrimination, insult

and aggression against either staff or students on the basis of their: age, ethnic origin, race,
nationality, membership of a national minority, culture, language, religious faith or affiliation
or lack thereof, political affiliation or opinions or lack thereof, gender, gender identity,
sexuality, sexual orientation, marital status, caring or parental responsibilities, iliness, ability
or disability, mental health status, medical condition, physical appearance, genetic features,
parentage, descent, full or part-time student status, socio-economic background,
employment status, trade union affiliation, spent or irrelevant criminal convictions or any

other irrelevant distinction.
o Be considerate, respectful, and courteous towards others.
o Consider what others may feel about what you say or do.

Rule of Law

o The law is supreme, and nobody is above the law.
o Act responsibly and be honest.

o Abide by the law.

Following Academy rules

Facilities

Respect and care for the environment of the Academy property, spaces, and premises.

Recycle and dispose litter responsibly.

Act upon the Academy's advice for saving energy.

Maintain security and always wear your identity card within the Academy.

Smoke or vape only in the designated areas.

Do not:

o use fire doors except in an emergency.

o leave any rubbish behind you. Tidy the room before you leave.

o fight, bully, harass, threaten, offend or intimidate others. This includes any activity you
engage in using the internet, virtual learning environments, social networking sites, blogs
or other web resources, emails, texts or phone calls.

o bring:
= food and hot drinks in class.
= alcohol or illegal substances into the Academy or be under the influence of these while

onsite or taking part in external activities.
= knives (unless required as part of essential equipment for your course) or anything that
could be used as an offensive weapon into the Academy.

Learning

Inform the Academy of any special learning or assessment needs.

Speak English at all times during the lessons.

Bring all the equipment and kit needed for learning.

Switch off or mute mobile phones and other electronic devices (unless otherwise instructed)
and place them out of sight during lectures.

Hand in coursework in time to the right standard and follow the strict rules on plagiarism.
Take all the exams at the stated tie and complete assignments by the deadline.

Act in a professional manner and avoid disrupting others in class.

Actively participate the lectures.

Commit time to additional study.

Have a motivated and positive attitude and serious commitment to your studies.

Never settle for “good enough”.

Attendance

Attend all lectures and arrive before the lecture starting time.

Be punctual for all classes and other appointments.

Record your attendance when you enter and leave.

Do not enter the class until the next lesson if you are more than 15 minutes late.

Inform the relevant person in an appropriate manner in the case of being late or absent for an
activity where you are expected to attend.
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Assistance

e Immediately inform:

¢ the Academy if your circumstances change.

e your teacher or Student Welfare Officer if you experience problems with your studies or
personal welfare that could harm your progress.

e Register with a General Practitioner (GP) for any medical help.

e Seek help when you need it.

e Be aware of:
o and act upon the advice and assistance available on academic and other matters.
o the key person(s] in relation to Welfare, Safeguarding and overall student services and to

know who to report to in any case of an incident or concern.

o Academy Health and Safety procedures and follow them.

Zero Tolerance to Unreasonable Behaviour

We have zero tolerance to any kind of abusive behaviour, bullying, harassment, violence,
discrimination, and aggression towards either staff or students and take immediate action against any
unreasonable behaviour. Abuse can be:

e Verbal : calling someone names, saying bad things or using bad language
e Physical : pushing, hitting, kicking people or damaging property
e Emotional : making someone feel disliked, ridiculing or teasing

Our zero-tolerance approach supports anyone who has experienced or withessed harassment,
discrimination, or violence. We promise to raise awareness of these issues and to respond
appropriately to all reports.

If you think you have seen, heard about, experienced or concerned about any kind of related behaviour
of a member of Academy staff, or of a student, please speak to the Safeguarding Officer, a manager
or use our Complaints Logbhook / Comments & Complaints feedback box located at reception or
follow the “report a problem” link at our website (Report a Problem - Docklands Academy London)
or follow our standard Procedure 2.5 Complaints.

If the incident you wish to report did not take place on Academy premises, it would not be something
which we would be able to investigate in detail under our zero-tolerance reporting procedure. However,
we would still be very happy to offer you confidential advice about how best to obtain help and to take
the matter forward. In extreme cases, the police may be called.

Registering with the Police

Your entry clearance, or the stamp that the immigration officer gives you when you arrive in the UK,
will say if you have to register with the police. If you do, you must register within seven days of your
arrival in the UK; and each time you change your address and whenever you extend your permission
to be in the UK, you must renew your police registration.

Student Protection Plan

DAL has a Student Protection Plan in place which sets out the measures that the Academy has in
place to protect the continuation and quality of study for all our HE students if risk to continuation occur.
The plan can be found through a Ilink in the online Terms and Conditions
(https://docklandsacademy.co.uk/terms-conditions). The plan is supported by the following procedural
documents:

e Business Continuity Plan e HE Transfers, Suspensions, Terminations,
e HE Admissions Policy and procedures Withdrawals, Closure and Change of HE
e HE Learning Agreement Provision Policy

e Fees Policy (Refunds and Compensation)

The Academy is fully compliant with CMA Guidance (https://www.gov.uk/government/publications/higher-
education-quide-to-consumer-rights-for-students) and dedicated to ensuring treatment of our students is
fair and lawful. Matters related to consumer law include course approvals, admissions (Policy 4),
complaints (Procedure 2.5), Refund of Tuition Fees and Compensation (4.10), self-assessment
documentation and marketing material. Information about the procedures to ensure access to
education for all can be found in Procedure 5.3 Equality, Diversity and Special Needs, as well as in
2.13 Access and Participation Statement. Our procedure 4.14 Fees, Charges and Financial Support
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contains the additional information needed to help students make informed decisions, including
additional course costs, examination fees and financial support, are also clearly set out. All Academy
policies and procedures can be found at: https://docklandsacademy.co.uk/policies-and-procedures.

Higher Education Programmes

Admissions

Higher Education courses are provided in 3 terms (Autumn-Spring-Summer). Thus, prospective
students can apply in the most appropriate time for themselves. The duration of the admissions and
enrolment process changes according to the completion of the required documents by the applicants,
but generally takes 2 weeks.

Applications can be made in several ways:
e Direct Applications
o Applicant walk-ins (You may visit our Academy any time from Mon — Fri 9 am — 5 pm.)
o E-mail/postal or Telephone Enquiries (You can complete an enquiry form on our website
http://docklandsacademy.co.uk or enquire by telephone: 020 75159695.)

o Applications via Overseas Recruitment Partners (Currently not applicable as DAL does not
hold Tier 4 status) All overseas students (within the UK or overseas) who are not UK passport
holders can make contact either via recruitment partners or directly to the Academy for the
purpose of admissions.

Admissions Team instantly contacts the candidates to notify them of the entry requirements for their
chosen programme of study and guide as appropriate.

Entry requirements

Higher Education courses are provided in 3 terms (Autumn-Spring-Summer). Thus, prospective
students can apply in the most appropriate time for themselves.

Minimum (benchmark) Requirements

You will be assessed before being placed in a class at the appropriate level. Please see individual
course details and the Academy’s minimum (benchmark) entry requirements on DAL Procedure 4.1
Enrolment and Selection on our website.

For Non-English speakers and/or students who have not carried out their
final two vears of schooling in English, English language proficiency Level B2:
o IELTS UKVI - 5.5 (with no less than 5.5 in each of the components)

o Cambridge FCE - 160/ Grade C

o Pearson Test of English General (PTE) - Level 3

o Pearson Test of English Academic (PTE) > 42

o Pearson Versant English Test 58-68

o Trinity College London Integrated Skills in English (ISE II) = 39

and one of the following:

o a GCE Advanced Level profile that demonstrates strong performance in a
relevant subject or adequate performance in more than one GCE subject. This
profile is likely to be supported by GCSE grades at A*to C (or equivalent) and/or
9 to 4 (or equivalent) in subjects such as maths and English

o the equivalent in other qualifications such as the International Baccalaureate /
Foundation programme

o a relevant Level 3 qualification / an Access to Higher Education Diploma from
an approved further education institution / Recognised Sixth Form or College or
High School Diploma

o at least 2-year continuous relevant work experience

HE / Level 4
18+
BTEC
lyear
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English language proficiency Level B2:

o |ELTS UKVI - 5.5 (with no less than 5.5 in each of the components)
o Cambridge FCE - 160/ Grade C

o Pearson Test of English General (PTE) - Level 3

o Pearson Test of English Academic (PTE) - 42

o Pearson Versant English Test 58-68

o Trinity College London Integrated Skills in English (ISE 1l) = 39

and Relevant HNC / Level 4 qualification.

HE / Level 5
18+
BTEC
lyear

The Academy’s Internal Evaluation (HE / BTEC Programmes)

Apart from the benchmark entry requirements, to build a picture of the applicants’ academic ability and
potential, applicants who are eligible for application then:
e are invited to complete a written Entry Test depending upon their current qualifications, which
consists of two sections: English Proficiency Test and Diagnostic Mathematics Test.

¢ (Following the written Entry Test) are invited for an interview which serves as both a need analysis
guestionnaire designed to identify their employment goals, academic and development needs, and
an English Speaking and Listening skill test to ascertain their English Language level along with
the written test.

Admissions via alternative criteria (BTEC Programmes)

The term ‘alternative assessment’ is applied to applicants seeking admission who hold qualifications
which do not satisfy benchmark entry requirements or programme-specific entry requirements. All
students offering non-standard qualifications are expected to demonstrate the same level of academic
potential as those offering standard qualifications. For Higher Education Courses, the minimum age is
18.

Conditional Offers may be granted on the basis that a student has shown adequate academic
application but needs some assistance with their English prior to commencement of study. In this
instance, English language support will be offered to the applicant (with an additional fee) until they
reach to the entry requirement level for the course.

Post Admissions Procedures

You - as the successful applicant -:
e are despatched a Letter of Acceptance (conditional) ) confirming:
= that the Academy is willing to offer a place for your chosen programme of study, subject to
the receipt of full course fees.
= your details along with the pre-enrolment information (Conditional / Unconditional)
= what your fee status will be.

e must be UK resident or EU citizen to apply for a student loan to cover the fees. You should at
least provide Customer Reference Number for SLC to be enrolled to a course at the Academy's
discretion on a Pending Fees Status. It is your responsibility to ensure your student loan
application is successful and completed. If you can’t, you are withdrawn from your study.
Please look at DAL Procedure 4.13 Transfers Suspensions Withdrawals Closure and Change
of HE Provision for further details.

o whose fee is to be met by a third party (such as your employer or sponsor) must supply, at the
time of enrolment, a letter from the company or organisation confirming that fees will be met in
part or full. In the absence of such confirmation, you remain liable for the full cost of the course.
For further details about fees and SLC, please refer to the DAL Procedure 4.14 Fees Charges
and Financial Support.

e are asked to
= gsatisfy any conditions attached to the Letter of Acceptance.
= fill in and/or sign the necessary sections on the documents attached to the Letter of

Acceptance and send them back to the Admissions Team.
= sign a Learning Agreement on the Induction Day, which also includes your signed
confirmation you will comply with the Academy’s requirements for attendance.
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complete an Admissions Feedback Form.

fill in a Student Letter & Certificate Request Form if you need to prove your enrolment for
bank account application, council tax discount etc.

keep your contact details and any change in your circumstance up to date by filling a Change
of Circumstance / Contact Details Form.

read our standard terms and conditions. (see our website link:
https://docklandsacademy.co.uk/terms-conditions)
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ADMISSIONS & ENROLMENT

FILL IN THE
APPLICATION FORM

+

Provide the initial required documents

s for all courses

o ID/ Passport/ BRP

o Proof of Address

o Police Registration Certificate (if applicable)
s additionally for Higher Education courses

o Previous academic qualifications

o Professional certificates

o Evidence of prior employment

o Employer reference letter (if applicable)

o CV

The review of document authenticity &
the eligibility of the applicant

ELIGIBLE INELIGIBLE
APPLICANTS APPLICANTS

Written Entry Test ~ Rejected

Oral Entry Test/
Interview

l

Final review by the Admissions Team & Academic
Department for approval

SUCCESFUL REJECTED
APPLICANTS APPLICANTS

s dispatched a letter of acceptance
o an unconditional/ conditional offer
o an alternative course offer
» must fill in and/or sign the documents & send them
back to the Admissions Team
s Criminal Conviction Declaration
o Video/ Photograph Consent Form
o Parent Consent Form (Students aged under 18)
o DAL Online Safety Student Acceptable Use Agreement
(Student aged under 18)
s must confirm or decline the offer within 2 weeks after
the date of Letter of Acceptance issued.

= provided a letter [outlining]
on the reasons for their
failure.

* assisted to improve their
qualifications to succeed in
future applications




BTEC Higher Nationals in International Travel and Tourism Management
(ITTM)

Programme Design

The HNC/HND courses are HE courses. HE means that it is a Higher Education programme equivalent
to levels 4 and above. This means that a high standard of academic work is required to complete the
course. These qualifications have been accredited to the Regulated Qualifications Framework (RQF).

The Regulated Qualifications Framework (RQF) Code is known as a Qualification Number (QN). Each
unit within a qualification will also have a unit code. The qualification and unit codes will appear on
learners’ final certification documentation.

The QNs for the qualifications in this publication are:
e Pearson BTEC Level 4 HNC Certificate in International Travel and Tourism Management (RQF) 603/2280/9
e Pearson BTEC Level 5 HND Diploma in International Travel and Tourism Management (RQF) 603/2281/0

Rationale

Pearson BTEC Higher Nationals are designed to provide a specialist vocational programme, linked to
professional body requirements and National Occupational Standards where appropriate. They offer
a strong, sector-related emphasis on practical skills development alongside the development of
requisite knowledge and understanding. The qualifications provide a thorough grounding in the key
concepts and practical skills required in International Travel and Tourism Management, and their
national recognition by employers allows direct progression to employment.

Pearson BTEC Level 4 HNC (Higher National Certificate) and Level 5 HND (Higher National Diploma)
in International Travel and Tourism Management have been developed to provide:

e abroad introduction to business studies linked to professional body requirements and occupational
sectors,

e a qualification, which is recognised internationally by employers and education providers,

e athorough grounding (education and training) in the key concepts and practical skills required for a
range of careers, or to advance a career, in International Travel and Tourism businesses as a
manager,

e opportunities for learners to develop a range of techniques, attributes, knowledge, and expertise
which enhance personal and professional development, fulfilment, and employability essential for
successful performance in working life within the International Travel and Tourism industry.

e opportunities for managers to follow specialized areas of study directly relevant to individual
vocations and professions within the International Travel and Tourism industry, including study
within the licensed trade, leisure and/or tourism sectors, or specialist culinary arts, leading to a
nationally recognized Level 5 vocationally specific qualification,

e opportunities for full-time learners to progress on to a full-time degree in International Travel and
Tourism Management or related areas such as business management or hospitality management,

e opportunities for learners to focus on the development of higher-level skills in an International Travel
and Tourism Management context, including investigatory and research skills focusing on
management issues within the context of International Travel, Hospitality/leisure or Tourism.

The Pearson BTEC HNC and HND in International Travel and Tourism Management, offers a
progression path to:

e the second or third year of a degree or honours degree programme in various ITTM-related
university courses, depending on the match of the Pearson BTEC Higher National units to the
degree programme in question.

e vocational courses with professional qualifications offered by various professional bodies in the
business sector.

e arange of management positions in business in general with potential starting salary of £30,000 or
more.

e self-employment and new business enterprises.

The course is the ideal place to begin higher level studies in International Travel and Tourism
Management and is for students who wish to have a qualification in International Travel and Tourism
Management and a passion for playing a management and leadership role.

Validating Body
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Pearson BTEC is the awarding body which is responsible for ensuring that qualifications are awarded
on completion of an approved programme of study, and that standards and quality of the course are
maintained. Pearson has a great deal of experience of managing awards in business at a range of
levels from level 1 through to level 5 and management level 5 to level 7.

Pearson BTEC Level 4 HNC in International Travel and Tourism Management

Pearson BTEC Level 4 HNCs provide a nationally recognised qualification offering career progression
and professional development for those already in employment and opportunities to progress into
higher education. The qualifications are mode free, but they are primarily undertaken by part-time
learners studying over two years. In some sectors there are opportunities for those wishing to complete
an intensive programme of study in a shorter period of time. This specification gives centres a
framework to develop engaging programmes for higher education learners who are clear about the
area of employment that they wish to enter.

The Pearson BTEC Level 4 HNC in International Travel and Tourism Management offers a progression
route for learners who are employed in the International Travel and Tourism sector. Learners studying
the Pearson BTEC Level 4 HNC will be able to progress onto the Level 5 HND in International Travel
and Tourism Management then allows progression to degrees in International Travel and Tourism
Management subjects.

Pearson BTEC Level 5 HND in International Travel and Tourism Management

The Pearson BTEC Level 5 HND provides greater breadth and specialisation than the Pearson BTEC
Level 4 HNC. Pearson BTEC HNDs are mode free but are followed predominately by full-time learners.
They allow progression into or within employment in the International Travel and Tourism sector, either
directly on achievement of the award or following further study to degree level.

The Pearson BTEC Level 5 HND in International Travel and Tourism Management provides
opportunities for learners to apply their knowledge and practical skills in the workplace. Full-time
learners have the opportunity to do this through formal work placements or part-time employment
experience.

The qualification prepares learners for employment in the International Travel and Tourism sector and
will be suitable for learners who have already decided that they wish to enter this area of work. Some
adult learners may wish to make the commitment required by this qualification in order to enter a
specialist area of employment in business or progress into higher education. Other learners may want
to extend the specialism that they followed on the Pearson BTEC Level 4 HNC programme.

Progression from this qualification may well be into or within employment in the International Travel
and Tourism sector where learners may work towards membership of a professional body. The
Pearson BTEC Level 5 HND in International Travel and Tourism Management offers a progression
route for learners who are studying on a Pearson BTEC Level 4 HNC in (ITTM).

Learners studying the Pearson BTEC Level 5 HND will be able to progress to a degree in (ITTM) or
one of its specialist areas. The qualification also prepares learners for employment in the business
sector. Some learners may wish to use this qualification in order to enter a specialist area of
employment in the sector, where learners may work towards professional membership or study for
professional body examinations.

Course Structure

Teaching & Learning

“Teaching” is taken to apply to all the ways in which the Academy delivers curriculum to its learners
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and may include a range of both face-to-face and online methods of delivery. “Learning” is taken to
refer both to student learning and also to learning on the part of teaching specialists.

The Academy takes all appropriate measures to ensure that effective and student-centred teaching is
delivered, teaching delivery methods are varied and designed to encourage student engagement and
content is related to real world examples. In addition, varied learning opportunities, which foster and
encourage independent learning, are provided. In the event of Covid-19 lockdown, the Academy takes
all appropriate measures to ensure that delivery continues online where possible.

Teaching methods include lectures with readings, exercises and homework with use of slides, websites
and videos. Sessions are highly interactive with communicative group tasks and work-based activities.
Student performance is given ongoing formative assessment with feedback. Students are required to
do additional reading.

Each of the HNC and HND programmes separately:
e requires 480 Guided learning hours (in-class / face-to-face sessions, seminars, tutorials and
work-based practical experience) and extra 720 Independent Study hours,
e s delivered in three terms (Autumn, Spring, Summer), each of which is 11 weeks.

Learners:
e study two days a week (Mondays and Tuesdays as Weekday Classes or Saturday and Sundays
as Weekend Classes) and 6 hours a day.
e cover 120 or 180 Guided learning hours and extra 180 or 270 Independent Study hours
depending on the number of units they take at each of the three terms.

Unit format (Title, RQF Level, Credit Value)

The units in Pearson BTEC Higher National qualifications all have a standard format which is designed
to provide guidance on the requirements of the qualification for learners, assessors and those
responsible for monitoring national standards.

The unit title is accredited on the RQF and this form of words will appear on the learner’s Notification
of Performance. All units and qualifications within the RQF will have a level assigned to them indicating
the relative intellectual demand, complexity and depth of study, and learner autonomy, thus represents
the level of achievement. There are nine levels of achievement, from Entry level-to-level 8. The level
of unit has been informed by the RQF level descriptors and, where appropriate, the National
Occupational Standards (NOS) and/or other sector/professional benchmarks.

Each unitin Pearson BTEC Higher National qualifications has a credit value which specifies the number
of credits that will be awarded to a learner who has achieved all the learning outcomes of the unit.
Learners will be awarded credits for the successful completion of whole units.

Aim

The aim provides a clear summary of the purpose of the unit and is a succinct statement that
summarises the learning outcomes of the unit.

Unit abstract

The unit abstract gives the reader an appreciation of the unit in the vocational setting of the
qualification, as well as highlighting the focus of the unit. It gives the reader a snapshot of the unit and
the key knowledge, skills and understanding gained while studying the unit. The unit abstract also
highlights any links to the appropriate vocational sector by describing how the unit relates to that sector.

Unit content

The unit content identifies the breadth of knowledge, skills and understanding needed to design and
deliver a programme of learning to achieve each of the learning outcomes. This is informed by the
underpinning knowledge and understanding requirements of relevant National Occupational Standards
(NOS) where appropriate.

Each learning outcome is stated in full and then the key phrases or concepts related to that learning
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outcome are listed in italics followed by the subsequent range of related topics.

International Travel and Tourism Management RQF Level 4 HNC/D
Course Outline Curriculum

The following is an outline of the Pearson BTEC Level 4 Higher National Certificate and level 5 Higher
National Diploma in ITTM (RQF) programme. It starts with the dates for each term in the first year and
is followed by all modules to be taught over the next two academic years. After this there is some
information on teaching and assessment methods to be employed.

e Term 1: 27 September 2021 — 12 Dec 2021 (11 WKks)
e Term 2: 10 January 2022 — 27 March 2022 (11 WKks)
e Term 3: 18 April 2022 — 03 July 2022 (11 Wks)

Year 1 HNC Level 4 International Travel and Tourism Management (General Pathway)
Code: 603/2280/9 Pearson BTEC Level 4 HNC in International Travel and Tourism Management (RQF)
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Y1 Autumn Term / 27 September 2021 — 12 Dec 2021

1 The _Contemporary International travel and 60 80 90 70 |Mandatory | 15 | 4

Tourism Industry
> | Managing the Customer Experience 60 80 90 70 |Mandatory | 15 | 4

Y1 Spring Term /10 January 2022 — 27 March 2022 (11 WKs)

3 Professional Identity and Practice 60 42 90 108 |Mandatory | 15 | 4
4 mg”l(ri\tternatlonal travel and Tourism Business 60 76 90 74 |Mandatory | 15 | 4
5 Leader_shlp and Management for Service 60 42 90 108 |Mandatory | 15 | 4

Industries (Pearson-set)

Y1 Summer Term / 18 April 2022 — 03 July 2022 (11 WKs)

7 Managing Conference and Events 60 42 ) 108 | Group A | 15 | 4
8 Visitor Attraction Management 60 76 ) 74 | GroupA | 15 | 4
16 Marketlng Essentials for International travel 60 42 90 108 | GroupB | 15 | 4

and Tourism

Total Hours Year 1 HNC 480 720 1200

Year 2 HND Level 5 International Travel and Tourism Management (General Pathway)

Code: 603/2281/0 Pearson BTEC Level 5 HND in International Travel and Tourism Management (RQF)

(All level 4 units above are core units for level 5)
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Y2 Autumn Term / 27 September 2021 — 12 Dec 2021
19 (I:?(;ausreszrch Project (Pearson-set) — half the 60 80 90 70 |Mandatory | 15 | 5
20 Tourism Consumer Behaviour and Insight 60 380 90 70 |Mandatory | 15 | 5
Y2 Spring Term / 10 January 2022 — 27 March 2022 (11 WKks)
19 Egjrierh Project (Pearson-set) — half the 60 42 90 108 |Mandatory | 15 | 5
32 Sustainable and Responsible Tourism 60 42 90 108 | Specialist | 15 | 5
Management
33 Global Sustainable Tourism Development 60 76 90 74 | specialist | 15 | 5
Y2 Summer Term / 18 April 2022 — 03 July 2022 (11 WKSs)
34 Marketing for Ethical Tourism 60 42 90 108 |specialist | 15 | 5
a1 Tourist Resort Management 60 42 90 108 Optional 15 | 5
49 Managing and Running a Small Business 60 76 90 74 Optional | 15 | 5
Total Hours Year 2 HND 960 1440 2400

Learning outcomes

Each unit contains learning outcomes which identify what each learner must do in order to pass the
unit. Learning outcomes state exactly what a learner should ‘know, understand or be able to do’ as a
result of completing the unit.

In most units there are four Learning Outcomes, but there may be three or five. Typically, each
Learning Outcome asks you to understand a key aspect of the module. For each Learning Outcome
there is also Assessment Criteria. These indicate what evidence you need to provide in order to
demonstrate that you have been able to achieve the Learning Outcomes. They always begin with an
operative or command verb such as assess, evaluate, describe or analyse, which tell you exactly what
you need to do to pass. So, please be sure you have understood what you are asked to do for each
criteria.

Assessment Strategy

“Assessment”is taken to apply to all the ways in which the Academy appraises a student’s knowledge,
understanding, abilities or skills and also provides supportive feedback to improve student
performance.

Formative assessment

Formative assessment involves both the tutor and the student and takes place prior to the summative
assessment. It does not have a grade awarded to it but focuses on helping the student to reflect on
their learning and improve their performance. The main function of formative assessment is to provide
feedback that is constructive and provides clear guidance and actions for improvement. Students
submit the formative assessment through Turnitin, where possible.

Summative assessment
The purpose of assessment is to ensure that effective learning of the content in each unit of the HNC/D
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programme has taken place. Evidence of learning and the ability to apply it to work-based contexts
are required for each unit. Learners produce evidence in response to a written assignment brief, which
provides a work-based scenario with instructions on the tasks that need to be completed. Learners
may be given the opportunity to receive feedback on their performance in formative tasks as well as
receiving assignment briefs, which are usually handed out in the second week of each term.

The assessment of Pearson BTEC Higher National qualifications is criterion-referenced, so Docklands
Academy London assesses learners’ evidence against published learning outcomes and pass criteria.
All units are individually graded as ‘pass’, ‘merit’ or ‘distinction’. To achieve a pass grade for the unit,
learners must meet the assessment criteria set out in the specifications. This gives transparency to the
assessment process and provides for the establishment of national standards for each qualification.

The units in BTEC higher national qualifications all have a standard format, which is designed to
provide guidance on the requirements of the qualification for learner’s assessors and those responsible
for monitoring the national standards.

Assessment instruments

Assessment instruments are designed by Docklands Academy London, and these should collectively
ensure coverage of all assessment criteria within each unit and should provide opportunities for the
evidencing of all the grade descriptors.

Our assessors are encouraged to place emphasis on practical application of the assessment criteria,
providing a realistic scenario for learners to adopt, making maximum use of work-related practical
experience and reflecting typical practice in the sector concerned. Our assessors are also trained to
clearly indicate assessment criteria and contextualized grade descriptors on each assessment
instrument to provide a focus for learners (for transparency and to ensure that feedback is specific to
the criteria) and to assist with internal standardization processes. Tasks/activities are designed to
enable learners to produce evidence that relates directly to the assessment criteria and grade
descriptors.

Each assessment instrument is moderated by Docklands Academy London via internal verification
process to ensure that the instruments are valid, reliable and fit for purpose, building on the application
of the assessment criteria. The creation of assessment instruments that are fit for purpose is vital to
achievement and their importance cannot be over-emphasized.

The evidence which learners are required to provide for their assignments can take different forms
depending upon the instructions they are given in the assignment briefs. The assignments can involve
a variety of tasks including:

written reports,

oral presentations,

recorded professional discussions,

observations of learners carrying out practical tasks such as running an actual project or an
event,

work-based projects and/or observations,

creation of financial documents,

academic posters.

For some units involving accounting written examinations may be required.

The Academy aims to include as much evidence as possible in a variety of forms including a good
selection of creative and practical tasks. In particular, the Academy creates assignments for
assessment purposes which require learners to carry out real life tasks which are relevant to their
interests and learning outcomes. Assessment includes hands-on activities in collaboration with others
as well as independent tasks. This strategy is intended to ensure that learners are fully engaged in
original, rewarding and interactive tasks, whilst also developing hard and soft transferable skills that
are directly applicable to a realistic business context.

Submission of assessed work

All students should electronically submit all work for assessment before or by the deadline on the
Academy’s the Virtual Learning Environment (VLE) stipulated unless a request for deferred
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assessment or serious adverse circumstances has been requested and agreed. The VLE will not allow
you submit the assignment past the deadline. You should speak with your tutor if you are having
problems attending or submitting an assignment as the Academy has a policy for extenuating
circumstances. The Head of Academic Administration will support you in making an application to make
a late submission or defer assessment if your personal circumstances allow it.

Failure to submit an assignment on the hand-in date, without an agreed extension, will result in referral
to the Academic Head and may incur one of the penalties 1-5 listed in the Academy’s Academic
misconduct procedure 2.1.

Students who are unable to pass in their first submission are given an opportunity to resubmit after
receiving feedback. Resubmissions may only be awarded a pass and are not eligible for merit or
distinction.

All students are entitled to one re-submission opportunity if the work they initially submit is judged to
have failed. However, if the initial work is not covered by extenuating circumstances, and you submit
work for the module for a second attempt (called a referral) the maximum mark that can be awarded
for re-submission is the threshold pass mark; i.e. 40% grade point 4 for levels 4 and 5. If the re-
submitted failed work or non-submission is covered by successful extenuating circumstances, claim
then the re-submitted work is considered ‘as if for the first time’ and can receive its full awarded mark.

Your completed assignment must be submitted through Turnitin, which is an internet-based system
which allows you to see the degree to which you are appropriately acknowledging your sources of
ideas. Turnitin checks for potential unoriginal content by comparing submitted assignments to
databases.

Assignments must be accompanied by an Assignment Front Sheet which you have signed and dated.
Front sheets are available for each Unit on the Virtual Learning Environment (VLE). It is essential that
students keep an electronic copy of all assignments handed in for marking. Written summative
assessments must be submitted through Turnitin.

All students must obey the assignment submission and resubmission deadlines. Should an item
of assessed work not be submitted or be submitted late without valid mitigating circumstances, a
mark/grade of zero will be recorded for that item.

Presentation

Students are expected to present work in a readable format, usually word-processed. Guidance on
how the text should be formatted and presented is given in the assessment brief. You must word
process any final written assignment, using size 12 font and submit it in word format. Assignments
should be proofread prior to submission and spelling, grammar and punctuation checked. Work with
consistently poor spelling, grammar or punctuation will not be accepted for marking but returned to the
student for these errors to be corrected.

Referencing

Referencing guidelines (Harvard) must be followed when assignments are written.

o the list of references at the end of an assignment should only include items that have been
directly referred to in the text;

o the source should be attributed in a reference when another person’s work has been
paraphrased or used in a direct quotation. Accidental plagiarism can happen when notes are
taken and used from a book or article without clearly heading those notes with the title and
author.

Cheating, Plagiarism and Collusion

Plagiarism is the explicit or passive copying from another's work. Itis a serious offence and may lead
to an irretrievable failure of the assessment. It can be avoided by ensuring that sections of another's
work that are paraphrased or quoted are properly understood and referenced. Plagiarism does not
solely involve copying word for word; it can also be copying and changing a word or two here and there
or re-ordering the source material and omitting or adding sections. Collusion involves students using
each other’s work when they should be working independently. Suspected plagiarism will be followed
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up by the college intervention policy.

Ethics guidelines

Students should be familiar with the ethical issues surrounding primary research before they plan a
research-based or case study assignment, especially if it involves gathering data from their workplace
or interviewing colleagues, students, etc. Primary research should not be undertaken with children
under the age of 18 years or vulnerable adults. All ethical protocols must be adhered to when carrying
out primary research.

Marking

Students’ work will be marked in accordance with current HNC/HND marking guidelines. A sample of
assignments will be checked by a second marker (Internal Verifier), and this may lead to changes to
grades awarded. The grades awarded by the Academy are also checked through the external
standards verification process implemented by the awarding body.

The general criteria for the assessment of work will be used throughout, and the most up to date version
can be found on the Course site on the VLE. Assignment-specific criteria will be set where necessary.
Details of both of these will be included in individual unit booklets.

Grading Higher National units

The assessment of BTEC Higher National qualifications will be at unit level and there will be no overall
grade for either the Certificate or the Diploma. This means that learners are able to access the
qualification through a unitised approach.

Each unit is assessed internally by an Academy assessor according to three levels of achievement:

a “PASS” indicates that the work produced | In order to achieve a pass in a unit, all learning
is an adequate demonstration that effective | outcomes against the specified (associated)
learning has taken place. assessment criteria must be met

In order to achieve a merit in a unit, pass
a “MERIT” indicates that the work is more | requirements must be met and also
than adequate. all merit grade descriptors must be achieved.

In order to achieve a distinction in a unit, pass and
a “DISTINCTION” indicates that the work is | merit requirements must be met and also
of a very high standard. all distinction grade descriptors must be achieved.

Assessment Result Delivery

e All the assignments are marked within 15 (working) days of the hand-in date.
o Before they are announced to learners, to ensure that the standards of assessment are fair and
consistent:
o first samples of assessed work for each unit are checked by an internal verifier.
o then all summative assessment grades go through Assessment Committee.
e All grades should be considered provisional until agreed by the Assessment Committee.
e Assessment decisions are provided to each learner verbally and/or in written feedback, indicating
how the learner has, or has not met the criteria of a pass, merit or distinction.

Students are given the opportunity to appeal against the assessment decisions through the Academy,
Office for Independent Adjudicator (OIA) or the Pearson appeals procedures.

Level (Qualification) Achievement Credit Value

Learners must achieve a minimum of 120 credits (of which of which 60 are mandatory core and at least
65 must be at level 4) on their programme of learning to be awarded a Pearson BTEC Level 4 HNC
and a minimum of 240 credits (of which at least 125 must be at level 5) to be awarded a Pearson BTEC
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Level 5 HND.

Learners must complete eight units at Level 4 and achieve a pass in a minimum of 105 credits (7 units)
to be awarded a BTEC Level 4 HNC and another eight units at Level 5 and achieve a pass in a minimum
of 105 credits (7 units) to be awarded a BTEC Level 5 HND.

e To achieve a PASS grade, 4 times 15 credits (60 points) are awarded, therefore, a student
requires 420 — 599 points (minimum 7 passes).

e To achieve a MERIT grade, 6 times 15 credits (90 points) are awarded, therefore a student
requires 600-839 points (minimum 4 merits and four passes)

e To achieve a DISTICTION grade, 8 times 15 credits (120 points) are awarded, therefore a
student requires 840 + (minimum 4 distinctions and 4 merits).

To ensure that the standards of all the assessments, thus related programme achievement (HNC or
HND) are fair and consistent:
o first samples of assessed work for each unit are checked by an internal verifier.
o then all summative assessment grades go through Assessment Committee
o then Assessment Board which is held at regular intervals throughout the year at the
Academy performs final checks,
o another group of samples of the work are checked again by a Pearson External Examiner
for final verification,
o All certificate/diploma decisions are considered provisional until approved by the External
Examiner.

Attendance

Students should expect to devote at least 30 hours per week to their studies eg.150 hours for a 15-
credit unit and 200 hours for a 20-credit unit. This time will include attending timetabled sessions,
private study, background reading, completing assignments; time spent discussing issues with other
students and using online materials such as eBooks and journals.

The Academy requires students to attend all classes punctually according to their signed Learning
Agreement and course timetable. Students should not knowingly miss a class for anything other than
illness or exceptional circumstances. It is not advisable to take holiday in term time. If students need
to miss a class, they, or someone acting on their behalf should:
¢ inform their administration/compliance department immediately and/or also the member of staff
who takes the class, where possible in advance, of any planned absence (eg. for a doctor’s or
dentist’'s appointment) and obtain prior permission which is authenticated with an Absence
Authorization Notification Note or Self-Certification communication (by means of a telephone
call, email and etc.) where medical note is not available from a hospital.
e telephone the Academy reception desk before 9.15 am on the first day of an unplanned
absence to provide an explanation. Students will be asked for personal details and for how long
they expect to be absent and in the case of international students will be informed of the need
to obtain medical evidence in the form of a GP note or hospital letter
e obtain a letter from their parent (or guardian if they are under 18) for any illness lasting more
than one week
e on return to the Academy following an absence lasting
o less than one week, UK and EU students will need to complete a Self-Certification
communication

o more than one week, they need to provide a doctor’s note.

o any period of absence, attend a “return to Academy interview” with Head of Academic
Administration.

e make arrangements to catch up with any course work missed during absence with relevant
lecturer.

Actions Against Poor Attendance
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Students may be denied access to classes if they are more than 15 minutes late, unless there are good
reasons. The same rule applies for online sessions at distance learning. Students may be required to
wait until the class lecturer signals the student may enter the room (or online session on the platform
used) at a point which does not disrupt learning for other students.

Thereafter for any unauthorised attendance from the start of term the following procedures will be
followed for each term: (Each Session is 3 hrs)

Warning 1  : after 10% unauthorised absence = 5 sessions or 2.5 days from the start of term
Warning 2  : after 25% unauthorised absence = 11 sessions or 5.5 days from the start of term

Final Warning: after 35% unauthorised absence = 16 sessions or 8 days from the start of term

If, after four weeks of study or more, a student’s attendance is less than 90% without good reason, the
Academy may give the student the first formal warning in writing. If the student’s attendance falls below
75% on the second time without good reason, the student may receive a second warning letter. If the
student’s attendance falls below 65% for a third time without good reason, the student will receive a
final written warning. The Academy will only issue two warning letters and one final warning letter in
any one academic term. If a student’s attendance remains inadequate, the Academy may take the
decision to withdraw the student from the programme.

Students must have a minimum in-class attendance rate of 90% in order to meet the requirements of
their courses. Failure to adhere to the attendance requirements:
e will lead to failure in the course
e may resultin:
o exclusion from the programme or being withdrawn following formal interview at
the discretion of the Academy.

o expulsion for international students where they will be reported to UKVI. We are
required to inform the UKVI if you are frequently absent and do not provide a
doctor’s certificate or other acceptable reason. This may affect your visa status.

We can only authorise absence from classes with a signed English medical note or valid dated letters
and/or appointment details.

Students should attend classes. Missing your class means wasting your money and missing a great
learning opportunity. If you fail to attend to a sufficient level, you will receive warning letters and if you
continue missing classes, you may be withdrawn from the programme. Student loans for Higher
Education students may be affected if your attendance is too low. If you are absent due to illness more
than seven days, you should provide a doctor’s note.

Please try to arrive on time for your lesson. You will not be able to enter the classroom more than 15
minutes late and accepted as absent. If you have any questions or are unhappy about anything, please
tell your teacher or you can speak to any other member of staff you like, and they will do their best to
help you. You may also wuse our online feedback form if you prefer:
https://docklandsacademy.net/forms/

How to Appeal

Introduction to appeals

If you feel that an assessment decision is unfair or inaccurate, you have the right to appeal. In order
to appeal you need to follow the procedures below.

The procedure applies to decisions on assessments made by the Academic and Advisory Committee.

A candidate may not lodge an appeal on the grounds of dissatisfaction with the design, curriculum or
delivery (teaching, departmental support, etc.) of a course. The Academy’s Complaints procedure (2.5)
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exists in part to deal with such issues. However, the investigation of a complaint from a student may
reveal issues that would have formed grounds for an appeal under the Appeals procedure. When this
is the case, a student must not be prevented from exercising the right to appeal subsequent to the
findings of the complaints investigation on the grounds of its being ‘out of time’. In such instances, the
deadlines set out in this procedure must be calculated from the date at which the complainant received
the information as an outcome of the complaints investigation that might form the basis of her/his
appeal.

The Principal is empowered to refer the matter as an appeal to whichever is the appropriate forum for
its consideration. Equally, if a student submits as a complaint, which is wholly or partly an appeal on
one of the four grounds, it is an obligation of the Academy to ensure that the issue is considered under
the Appeals procedure.

Grounds for appeal

A request for a review of an assessment decision may be made on one or more of the following
grounds:

o that a candidate had submitted evidence of mitigating circumstances as specified in Academy
documents, but these were not considered by the assessor or the Academic and Advisory
Committee.

e that the assessor or the Academic and Advisory Committee was not aware of mitigating
circumstances affecting the candidate’s performance because the candidate had been unable,
or for valid reasons, unwilling, to divulge them before the decision was reached.

¢ that the assessment procedures were not followed in accordance with the regulations resulting
in an error in the candidate’s assessment.

e that some other material irregularity had led to a breach of the procedures or regulations
resulting in a decision detrimental to the student.

These are the only grounds for appeal. Thereis no right of appeal against assessment decisions
which are matters of academic judgment.

The procedure for appeal

Students may wish to take advice as to whether to appeal or not. A senior Lecturer, the Head of
Academic Administration, Student Welfare Officer and Academic Head are all suitable members of
staff from whom to obtain advice about how to use the Appeals procedure.

Whatever source of information the student chooses, it is their responsibility to choose whether to
appeal, the grounds upon which they do so and the evidence they decide to present.

For assessments dealt with by Academic and Advisory Committee, a student who wishes to appeal
against a decision of the Assessment Committee must write to the Head of Academic Administration
to invoke the Academic Appeals Procedure within 2 weeks of the date of the letter from the Chair of
the Academic and Advisory Committee that provides the student’s result.

A request for a review must state the decision concerned, the grounds and be accompanied by
documents that are evidence for the case on these grounds.

The Chief Executive Officer shall make an assessment of the validity of the case and decide whether
or not it should be put before an Assessment Appeals Panel. The decision to proceed with such a
request will only be taken if it has been established that the case is based, prima facie, on additional
information about a candidate’s personal circumstances or on evidence of procedural irregularity and
is not one which challenges the academic judgment of the Assessment Committee or the Academic
and Advisory Committee.

This decision should normally be made within 10 working days of receipt from the student and be
advised to them in writing.

The function of the Assessment Appeals Panel
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The Assessment Appeals Panel will consider appeals against assessment decisions of assessors.
The Assessment Appeal Panel reports to the Academic and Advisory Committee.

It will establish whether there is, prima facie, a justified case of appeal and if so to consider whether:
¢ to uphold the decision of the Academic and Advisory Committee,
e to overturn the decision of the Academic and Advisory Committee,
¢ to require the Academic and Advisory Committee whose decision has been challenged, to
reconsider that decision.

The constitution of the Assessment Appeals Panel

The membership of the Assessment Appeals Panel shall be:
e asenior manager or her/his nominee who has not previously been involved in the assessment
decision and is a member of the senior management team,
e any Head of Department who has not previously been involved in the assessment decision,
e a member of teaching staff, not directly concerned with the course/ programme, in which the
course and the appellant are based,
¢ the secretary to the Panel.

Any potential member who has been involved in teaching, assessing, counselling or advising an
appellant will be ineligible to serve on the committee hearing the case of that appellant. A quorum of
the Assessment Appeals Panel is all three members, plus the Secretary.

Convening of Assessment Appeals Panel

The Secretary shall convene a meeting of the Academic Appeals Panel on the first convenient date,
which shall not normally be more than twenty working days after the request has been lodged. Ten
working days’ notice of any meeting of the Academic Appeals Panel shall be given to the members,
the appellant and any other persons being required to attend.

The appellant must be present and may be accompanied by one person of his/her choosing. If the
appellant does not appear and the Panel is satisfied that notice of the appeal hearing was duly sent to
him/her, the appeal lapses. The Assessment Appeals Panel and/or the appellant may summon to
appear any other person(s) whom they may reasonably consider to be material witnesses.

Conduct of Assessment Appeals Panel hearings

Prior to the hearing, all parties to the appeal will have been circulated with written statements setting
out the appellant's grounds for appeal and any written statements of those responsible for the
assessment decision which is being appealed against.

The Panel will start by hearing an opening statement from the appellant, or the appellant’s
representative, on the grounds for the appeal. The Chair of the Panel must ensure that witnesses are
only questioned about matters germane to the case of the appellant on the grounds permitted by the
Procedure. After all witnesses have been heard, the appellant or her/ his representative may make a
concluding statement, summarising what has been presented to the Panel.

The Assessment Appeals Panel is not empowered to consider any appeal on grounds other than those
lodged by the appellant at time of giving notice of the appeal. The Panel will then deliberate in private
and announce its decision publicly to the appellant and the appellant’s representative.

The Panel’s decision will also be communicated in writing to:

the appellant

the appellant’s representative (if there is one)

the Chief Executive Officer

the Head of Academic Administration

the Chair of the Academic and Advisory Committee which made or recorded the decision
against which the appeal has been made

Decisions of the Assessment Appeals Panel

The Assessment Appeals Panel shall consider the appeal and if it finds that the appellant has
established a case, will either overturn the decision of the Academic and Advisory Committee or require
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the Academic and Advisory Committee whose decision has been challenged, to reconsider that
decision.

Where the Assessment Appeals Panel finds that the appellant has not established a case for a review
of the decision, it will uphold the Academic and Advisory Committee’s decision. There is no further right
of appeal within the Academy.

When a decision has been referred back to the Academic and Advisory Committee, it shall reconsider,
within three calendar months, the appellant’s case, giving due consideration to the comments and
recommendations of the Assessment Appeals Panel. The Committee will either confirm their decisions
or make such adjustments as in the circumstances they deem just. The Chair of the Academic and
Advisory Committee will inform the appellant and take any further necessary action.

In cases of procedural or other irregularity the Appeals Panel has the power to annul a decision of an
Academic and Advisory Committee. If an error or irregularity is found to have affected more than one
candidate, the Appeals Panel may annul the whole assessment or any part of it. The decision of the
Appeals Panel shall be final.

Intermission of Studies / Deferral and Exceptional / Mitigating Circumstances

The Academy recognises that a student in good academic standing may need to take a break from
their studies for non-academic reasons. The Academy may permit a student to intermit/defer. However,
there is a presumption that students must try to complete their programmes of study by the original
end date.

Deferred Assessment (course-unit) Request Procedure

e It is the student’s responsibility to demonstrate that there are sufficient grounds to grant
permission to intermit/ defer. However, permission will not be granted on more than two
occasions, one of which may not immediately succeed another. The duration of a period of
intermission/ deferral shall not exceed one academic year at a time within a single period of
registration, with no less than one semester and no more than two semesters requested.

e Requests for intermission/ deferral must be made in writing to the Head of Administration. The
request must include a reason for the intermission/ deferral and the intended date of return to
the programme of study, together with any relevant supporting documentation.

e |t should be submitted for consideration no less than six weeks before the effective date and
be presented to the next Academic and Advisory Committee.

e Deferred Assessment will not be allowed in any circumstances where prior planning could have
made it unnecessary

o Deferred Assessment shall normally be in the same format as the missed examination (ie. if
the examination was by unseen written paper, the deferred assessment should also be by
unseen written paper). Where this is not possible, an explanatory statement should be
submitted with the application form

e Deferred Assessment on non-medical grounds is only permissible on the following grounds:
(a) Bereavement of a close relative (during or immediately preceding the relevant examination)
e.g. parent, partner, sibling, or grandparent; (b) lllness of dependents (nature of dependency
and medical certification must be provided)

e Straightforward deferred assessment applications can be approved at Faculty level. A log of
cases should be kept for quality assurance purposes.

e Applications for the following type of complex deferred assessment cases will be sent to the
Academic Head for approval:

o All non-medical cases

o “Weak” medical certificates

o Medical cases with no certification, self-certification, retrospective certification and
certification from any non- recognised practitioner

o Cases that could have been foreseen by the student and therefore planned for in
advance

o All cases where the proposed method of assessment differs from the original
assessment that was missed

o Any other case on which the Faculty Tutors would like to seek further advice
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Mitigating Circumstances Claim Procedure

Further, the Academy recognises and accepts that in rare instances, student performance will be
affected by circumstances beyond their control. This may, for example, include a sudden or long-term
illness that has prevented or impeded the assessment of student work through absence, the non-
submission of work or poor performance.

The purpose of mitigating circumstances is to offer eligible students the opportunity to be assessed or
reassessed on equal terms with other students. Students who believe that their assessed performance
was affected by such circumstances should apply for mitigating circumstances using the procedures
set out below. Claims for mitigation in respect of poor performance shall not be valid.

It is clearly not possible to list all possible mitigating circumstances due to their individual nature.
However, serious medical problems, the death of a close family member, serious ill health or injury to
a partner or child will fall into this category. These examples are not intended to be exhaustive. Pre-
existing, long-term medical conditions should be made known to the Head of Academic Administration
at the earliest opportunity, and medical certification should be provided to cover the coursework
deadline.

Serious Adverse Circumstances will not be granted for minor iliness (such as colds, sore throat etc.
and the student should not approach his/her doctor for certification), everyday stress and strain (such
as building work in the home), financial pressures, work pressures, emotional pressure caused by
study, matters of personal preference that clash with the Academy timetable, last minute computer
failure and other similar circumstances. |

Decisions on short-term (up to five working days) mitigating circumstances will be taken by the
Academic Head. Requests for longer than five working days will be considered by the Principal. The
Principal will act in accordance with the Academy regulations when making judgements on students
who have claimed serious mitigating circumstances for any part of the unit due to illness or other
causes.

If you submit your assignment, you declare that you are it to sit’. This means that you cannot, at a
later date, claim that your performance was seriously affected by adverse circumstances.

A student may submit a claim seeking mitigation for a particular item of assessed work on two
occasions only. A mark/ grade of zero will then be awarded for that item of assessed work, if it is not
attempted at the next opportunity there will be no further opportunity for reassessment.

Students who wish to claim mitigation must submit an Exceptional/ Mitigating Circumstances form to
the Administration Department. It is the student’s responsibility to complete and submit the form. In
exceptional circumstances, the student may nominate another person to submit the form on her/ his
behalf. Members of the Academy’s staff may not initiate mitigation claims.

Relevant supporting evidence must be attached to the form. This evidence must be appropriate and
independent. Any medical certification must be dated and cover the relevant dates. All supporting
evidence must be written in English.

Academic and Advisory Committee action

Having received a claim for mitigating circumstances, the Academic and Advisory Committee may (1)
deny the claim and allow the current mark(s) to stand; or (2) support the claim and recommend one of
the following actions:

If it supports the claim, then it will make one of the following recommendations:

e to award a mark/grade on the basis of works (complete or partially completed) prepared in
fulfilment of module requirements. Credit awarded in this way will be recorded as a Mitigated
Pass (MP) on the grade sheet.

o to seek to assess and mark/grade the student’s learning through whatever means they believe
is appropriate. This may include additional assessment tasks or the review of previous work.

e to allow an examination to be taken or coursework to be resubmitted to a new timetable. The
marks/grades gained from this will be recorded as if taken for the first time. Where the
assessment was itself a second attempt, the process of retrieval will also be allowed to be
retaken without further penalty. Where this is the outcome, the Academic and Advisory
Committee grade sheet will be marked as Deferred (D).
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¢ torecommend that credit is awarded but no mark/grade is entered. In this case, the aggregated
end-of-level mark/grade will be based on a corresponding number of fewer modules. A
maximum total of 30 credits in any single level of a programme, may be awarded in this way.

The Academic and Advisory Committee retains the right to exercise discretion in determining the
validity of any claim and any actions or compensation that may be offered as a result of the claim.
Where there is enough evidence of the student’s achievement (or it is subsequently obtained), the
Academic and Advisory Committee may recommend that the student is offered an appropriate award.

Right of appeal to an awarding organisation

If an appeal is rejected, the appellant is informed at the time s/he is given the decision that s/he has
the right to request the awarding organisation or Office of the Independent Adjudicator (OlA) to review
the Academy’s implementation of its assessment appeals process. In such circumstances, the
appellant is provided with the address and contact name to which to send her/his request.

Awarding bodies will normally only consider appeals when they are satisfied that an institution's
internal appeal processes have been exhausted: this places the onus upon all those involved with the
Academy Appeals procedure to ensure that everything is formally recorded in a systematic and
comprehensive manner.

How to complain

We welcome your comments and suggestions about the Academy's policies or services, either
academic or non-academic (only in areas that are fully within the control of the Academy). You can do
so informally by:

e at the point where the service is provided,

e by contacting the person in charge of the relevant area (your Lecturer, the Academic Head or
Chief Executive etc.)

e raising the matter with your Student Representative

o telling any other member of staff such as the Welfare Officer

No student will be disadvantaged due to having raised a complaint, but the Academy also expects that
students will not make frivolous, vexatious, or malicious complaints.

Where the issues raised affect a number of students, those students can submit a complaint or
academic appeal as a ‘group complaint’ or a ‘group appeal’. In such circumstances, the Academy can
ask the group to nominate one student to act as group representative.

What is a complaint?

For the purpose of this framework, a student complaint is defined as “An expression of dissatisfaction
by one or more students about a provider’s action or lack of action, or about the standard of service
provided by or on behalf of the Academy.”

The Complaints Policy should not be used:

e to request a review of an academic progress decision, such as an assessment mark, a degree
classification, fitness to practice, research methodology or course content/outcomes, a
progression decision such as failing a module or the year, or the calculation of your degree.
These matters should be raised through the DAL Procedure 2.4 Appeals.

e for complaints of staff misconduct (which will be considered under the Policy for investigating
student complaints of Procedure 2.1 Academy Staff Misconduct).

o for matters relating to Student Loan Company.

The Complaints Policy can be used for:
o the quality and standards of a service provided by the Academy, including learning and

teaching provision, advice, resources and facilities,
o the admissions process or its outcomes,
o failure to apply an administrative or academic process,
e concerns about the impact of an Academy policy, even if it has been correctly applied,
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o failure by the Academy to meet obligations including those outlined in student handbooks,

e misleading or incorrect information in prospectuses or promotional material and other
information provided by the Academy,

e poor quality of facilities,

A decision about assessment, will normally involve academic judgment. However, the following areas
do not involve academic judgment and also can be considered under Complaints procedure:
e decisions about the fairness of related assessment procedures, whether they have been
correctly interpreted,
e how the Academy has communicated with the student,
e whether an opinion has been expressed outside the area of an academic's competence,
o the way the evidence has been considered whether there is evidence of bias or
maladministration.

For academic matters, responsibility for dealing with complaints about academic matters lies with the
Academic Head. If students have any comments or complaints relating to supervision, these should be
addressed either to the lecturer concerned or Head of Academic Administration or to the Academic
Head. If they wish to make comments about lectures, seminars, etc, organized by curriculum teams,
they should raise the issue with the Academic Head.

Time Scales

An initial response to any complaint can be expected within two (2) weeks of its receipt, and a full and
considered response to a complaint should be completed within a further two (2) weeks at most, with
any subsequent remedy implemented with minimum delay in line with OIA and UK Quality Code
Guidelines. If complainants are not consent with the outcome, they can proceed to the next stage by
submitting for a further complaint within two (2) weeks after they receive the Outcome Form.

Former students who have left the Academy also have the right to complain although they may only
be able to raise issues of complaint or academic appeal within an explicitly defined period of 12 months
after the end of their studies.

Confidentiality

Every attempt related to Complaints Procedure will be made to maintain the confidentiality of a
complainant. However, where a complaint is of a personal nature against an individual, it is likely that
the complainant's identity would have to be revealed at some stage in all, but the most exceptional
cases in order to allow a fair investigation. For example, where a complaint is made against an
individual, that person has the right to know who is complaining against them and what the nature of
the complaint is. The Academy will endeavour to inform of a complainant of the extent to which their
identity is likely to be revealed at each stage of the procedure.

Throughout the formal complaints procedure, a written record of the complaint will be taken and made
available on request to anyone involved in the matter (subject to the protocols on confidentiality noted
above). At Stage 1, the written record will be maintained by the Head of Academic Administration; at
Stage 2 it will be the responsibility of the Academic Head to keep a written record and to send a copy
to the CEO / Principal. Please refer to the DAL Procedure 1.7 Data Protection.

The Complaints Procedure Stages

Below is provided a summary of the complaints procedure. For further details, please refer to DAL
Procedure 2.5 Complaints.

Informal Complaint Procedure (Early Resolution)

The Academy expects complaints to be dealt with informally in the first instance (ideally within 2 weeks)
quickly and effectively in order to address concerns immediately and locally before they escalate to
formal complaints by providing, where appropriate, information of what will be done to prevent a similar
situation happening again, (alternative) solution(s) or an apology.
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Formal Complaints Procedure

Stage One (Initial Submission)

If the matter cannot be resolved satisfactorily via Informal Complaint Stage, the complaint should be
made in writing to the Head of Academic Administration by completing Formal Complaint Submission
Form - Stage 1 within two weeks after the student receives the Informal Complaint OQutcome Form, in
which full details of the complaint and any relevant documentation should be provided.

The Head of Academic Administration will acknowledge receipt, but before the Formal Complaint
Process is initiated, s/he might reject the complaint, might lead the student to another procedure
depending on the criteria and conditions or otherwise, starts the process as soon as possible. In
addition, complaints requiring immediate action as listed below are dealt with swiftly.

¢ involving a threat of serious harm,

¢ which has detrimental consequences for the student’'s mental health or where the student
displays significant distress,

e relating to disability support issues of serious and repeated service failure and/or significant
delay,

¢ of a highly sensitive nature.

In the case of a racist, discriminative, abusive or extremist behaviour, a different procedure is followed.
For further details about handling such a very sensitive issue, please refer to DAL Procedure 6.16
Prevent Duty (Racist, Discriminatory, Abusive and Extremist Behaviour).

Based on their investigation, the Head of Academic Administration or a member of academic staff / the
investigator will produce a report by completing a Formal Complaint Outcome Form - Stage 1 which
along with other details outlines:

the actions taken,

the outcome / decision, and the reasons for the decision taken,

how and when it will implement any remedy,

the student’s rights to take the complaint to Stage 2 (Internal Review)

where and how to access support.

Stage Two (Internal Review)

It is hoped that very few complaints would remain unresolved after Stage 1. However, the student can
request a review, if
e the complaint remains unresolved,
e the student is dissatisfied with the outcome,
¢ new material evidence which the student was unable, for valid reasons, to provide earlier in the
process is now available,

The request for review should be made in writing to the Academic Head within 2 weeks by completing
Formal Complaint Internal Review Request Form - Stage 2, in which full background details of the
complaint until then and any relevant documentation should be provided.

The Academic Head will allocate the request for review to a designated member of staff or (where
appropriate) a panel of investigators not involved at any previous stage to undertake an independent
assessment of the case and come to a conclusion on the matter.

If the student is required to attend in person as part of the investigation into a complaint, they are
entitled to be accompanied at any stage by a member of the Academy: this could be a lecturer or other
senior member, or a student including a class representative or Academy Student Representative.

Based on their investigation, the Academic Head and the investigator(s) will produce a report by
completing Formal Complaint Internal Review Outcome Form - Stage 2. The student(s) is also informed
that if they are not satisfied with the result and want to appeal to the relevant body, they can ask for a
Completion of Procedures Letter (COP) within 2 weeks following the issue date of the form, and the
letter must be delivered to the student within 28 days.

Stage 3 (External Review)
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The Academy rules provide for an independent review of appeals and complaints through the
independent ombudsman service OIA or other routes, such as BC, BAC and Pearson since the
Academy is also a member of these awarding bodies. If the complainant remains dissatisfied, having
followed all the appropriate appeal or complaints procedures, it may be open to them ultimately to refer
the matter to the related awarding body and/or OIA. The complaint should be submitted to the OIA
within 12 months of the date of the Completion of Procedures Letter.

The students are fully informed during their induction process that they are able to raise complaints
through Office for the Independent Adjudicator (OlA), Pearson, British Accreditation Council (BAC) and
British Council (BC).

OIA - https://www.oiahe.org.uk/students/how-to-complain-to-us/

BAC - https://www.the-bac.org/bac-complaints-procedure/

Pearson ->https://qualifications.pearson.com/en/contact-us/feedback-and-complaints.html
British Council 2 https://www.britishcouncil.org/contact/complaints
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COMPLAINTS PROCESS
FLOWCHART

Informal Complaint Procedure

(Early Resolutlon? COMPLAINT End of
Outcome to the complainant RESOLVED Procedure

e by the investigator/mediator
e in 2 weeks

Formal complaint Stage 1 (Initial Review)
Submission by the complainant
e in 2 weeks following the issue date of
End of COMPLAINT the Informal Complaint Outcome Form
Procedure RESOLVED « by filling in Formal Complaint
Submission Form
Outcome to the complainant
* by the Head of Academic Administration
* in 4 weeks

Formal complaint Stage 2 (Internal
Review)

Submission by the complainant COMPLAINT End of
¢ in 2 weeks following the issue date of RESOLVED Procedure
the Formal Complaint Outcome Form

e by filling in Formal Complaint Internal
Review Request Form
Outcome to the complainant
¢ by the Academic Head or a nominee
¢ in 4 weeks

Formal Complaint Stage 3 (External Review)
Submission by the complainant
to the external relevant body (e.g., OIA)
in 12 months following the issue date of
Formal
Complaint Internal Review Request
Outcome Form
with a Completion of Procedures Letter
obtained from the Academy
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Things to do in London

Write to the Academy Social Programme Coordinator for trips:
Paul Vincent / paul.v@docklandsacademy.co.uk

Museums and galleries

British Museum. FREE entry.

Address: 44 Great Russell St, London WC1B
3DG. Tube: Tottenham Court Rd.

Opening hours: daily 10am-5.30pm

V&A Museum. FREE entry
Address: Cromwell Rd, London SW7 2RL. Tube: South

Kensington. Opening hours Mon-Thu, Sat, Sun 10am-5.30pm,
Fri 10am-10pm.

Natural History Museum. FREE entry
Address: Cromwell Rd, London, SW7 5
Tube: South Kensington.

Opening hours: Mon-Sun 10am-5.50pm

Science Museum FREE entry

Address: Exhibition Rd, London, SW7 2DD.
Tube: South Kensington.

Opening hours: Mon-Sun 10am-6pm

National Gallery FREE entry

Address: Trafalgar Square, London, WC2N 5DN.

Tube: Charing Cross.

Opening hours: Mon-Thu, Sat, Sun 10am-6pm, Fri 10am-9pm

Royal Museums Greenwich. FREE entry
Address: Romney Rd, London, SE10 9NF
Transport: Cutty Sark DLR.

Opening hours: Daily 10am-5pm

Tate Modern. FREE entry
Address: Bankside, London, SE1 9TG; Tube: Southwark/Blackfriars.
Opening hours: Mon-Thu, Sat, Sun 10am-6pm, Fri 20am10pm

Museum of London. FREE entry
Address: 150 London Wall, London EC2Y 5H Tube: St Paul’s.
Opening hours: Mon-Sun 10am-6pm

Madame Tussauds Museum

Address: Marylebone Rd, London, NW1 5LR;
Opening hours: check the website Link Markets
and bazaars

Covent Garden

Address: The Piazza, London, WC2
Tube: Covent Garden.

Opening hours: daily 9am-5pm

Greenwich Market

Address: College Approach, London SE10
9HZ Transport: Greenwich Railway station.
Opening hours: Tue-Sun 10am-5.30pm

Borough Market/ London South Bank
Address: Borough High Street, London SE1

Tube: London Bridge
Opening hours: Frinoon-4.30pm, Sat 9am-4pm
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Sightseeing tours

London City cruises/ Sightseeing tour on the Thames (check the website Link
Hop-on Hop-off London tours (check the website Link)

Parks and gardens

St James’s Park

Green Park
Hyde Park

Kew Gardens

The Regent’s Park
Greenwich Park
Kensington Gardens

Squares and plazas

Trafalgar Square
Piccadilly Circus

Covent Garden Piazza
Leicester Square

(Address: London, SW1A 2BJ; Tube: St James’s park)
(Address: London, SW1A 2BJ; Tube: Green park)
(Address: London, W2 2UH; Tube: Hyde park corner/ Marble Arch)

(Address: Kew, Richmond, TW9 3AB; Tube: Kew Gardens)
(Address: Chester Rd, London NW1 4NR; Tube: Regent’s park)
(Address: London SE10 8QY; DLR: Greenwich)

(Address: London, W2 2UH; Tube: Queensway/ Lancaster Gate)

(Tube: Charing Cross)
(Tube: Piccadilly Circus)

(Tube: Covent Garden)
(Tube: Leicester Square)

Castles, palaces and places of interest

Big Ben
Buckingham Palace
Hampton Court
House of Parliament
Kensington Palace
London Eye

London Zoo

Royal Albert Hall

(Tube: Westminster)

(Tube: Green Park)
(How to get there: Link)

(Tube: Westminster)

(Tube: High Street Kensington)

(Tube: Waterloo/ Embankment/ Westminster)
(How to get there: Link)

(How to get there: Link)

Shakespeare’s Globe Theatre (Tube: St. Paul’s)

St. James’s Palace
St. Paul’s Cathedral
The Emirates Air Line

The O2 Arena
The Shard

Tower Bridge
Tower of London
Wembley Stadium
Westminster Abbey

(Tube: Green park)
(Tube: St. Paul’s)
(Tube: North Greenwich)

(Tube: North Greenwich)
(Tube: London Bridge)

(Tube: Tower Hill)
(Tube: Tower Hill)
(Tube: Wembley)
(Tube: Westminster)

You can access our policies and procedures on the desktops of all computersin the library
on the top floor, on our website www.docklandsacademy.co.uk and by emailing us at
info@docklandsacademy.co.uk during remote learning.
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