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CARING FOR CHIL DREN





Student Support
Child Protection
The designated senior member of staff with lead responsibility for child protection issues is the Head of Early Years Education, Mrs Susan Horsley. In this role Mrs Horsley has a key duty to take lead responsibility for raising awareness within the staff of issues relating to the welfare of young people (under 18) and the promotion of a safe environment for young people learning within the college.
Dyslexia and Learning Support
One-to-one support, especially for those students with a specific learning difficulty, is available from Mrs Anne Clarke the college’s dedicated student support lecturer.
Student Counsellor
An independent and confidential counselling service is available for students to discuss any issues and concerns they have either about college or in their personal life. 
Tutors
Students are allocated a personal tutor and individual tutorials are held in each college week. The tutor is there to offer advice for any study-related, practical or personal problem that may arise. Tutors may also advise students to avail themselves of the support of the counsellor where appropriate.
Chaplin
Revd Antony Claridge is the college Chaplin. He leads special events at college such as Christmas and Easter celebrations and quite often drops in to visit us. He is always happy to offer pastoral support. 
Emergency Phone
The college operates a 24-hour emergency contact service which is for students under the age of 18. This should only be used in times of real emergency when the college is closed. The number is displayed on the notice board in the student common room and, if you are under 18, you should make a note of this. 
Learning Resource Centre (LRC) & IT
You have a user name and password so that you can log-on to any computer in the LRC. This user name is unique and gives you access to:
The Norland network - On the desktop there is a shortcut to ‘STUDENTS on Norlandsvr’. This gives you access to lots of templates. You can complete some of the forms on the computer and then print them out, or, depending upon the nature of the form, submit it via email.
Home drive - You will also have access to an H-drive. This is your own personal area of the network. It is recommended that you save your work onto your H-drive while you are working, and then back-up your work onto a CD/memory stick. You will find that you will be able to work much faster using this drive than if you work straight off a CD/memory stick. Please do not save onto the ‘C drive’ or in ‘My Documents’ because this slows the computer down and this area is neither secure nor backed-up.
Printer - You will be given a card which will allow you access to printers and photocopiers. Please print in black and white while you are drafting your work and only in colour once you have finished.
Email - Staff and students are provided with an email address and these are all listed in the address book in Outlook. Norland staff will occasionally email you requesting information and so it is important that you check your emails regularly. You may also find it useful to contact members of staff via email. If you need help with emailing or using the address list please ask.
Internet - The internet is there to help you with your research, please do not abuse this resource by either monopolising the computer while checking your emails or by visiting sites which are inappropriate. Use of the Internet will be monitored with spot checks.
NB. NO FOOD, DRINK OR MOBILE PHONES ARE ALLOWED IN THE I.T. AREA
Please be considerate and responsible while working in the LRC:
• Do not disturb others who may be working around you 
• Only print out what you need
• Don’t forget to take your CD/memory stick out
• Log-off when you have finished
• Leave the desk clear and tidy for the next user
• If you are likely to be the last person to use a computer, please shut it down 
• When working in the LRC your bag(s) should be stored in the designated bag store 

• No eating or drinking in the LRC

• Four books allowed on loan at one time using the electronic self issue process

• Re-shelf any books used in the correct Dewey sequence when you have finished using them

• If in doubt, ASK.
LRC opening hours: 

Monday 

8.30am – 6.30pm 
Tuesday 
8.45am – 4.45pm 

Wednesday 
8.45am – 5.45pm 
Thursday 
8.45am – 4.45pm 
Friday
 
8.45am – 4.30pm 
Student Support Centre Opening hours

Monday 


4.30pm – 7pm

Wednesday 

1.15pm – 5.45pm

