
 

  

  

  

LLoonnddoonn  EEsssseexx  CCoolllleeggee  

 

SSTTUUDDEENNTT  IINNDDUUCCTTIIOONN  

NNOOTTEESS    

“Bridging the gap between theory and practice” 

Charter House, 450 High Road, Ilford, Essex, IG1 1UF 
Tel: +44 (0) 2085143171, Fax: +44 (0) 2085142430 

Email: info@lec.ac, Web: www.lec.ac 
 

mailto:info@lec.ac
http://www.lec.ac/


 

 

Contents 

 

Guidance Notes 

I. Student LEC ID Cards  

II. Attendance Policy 

A. Students’ entitlements 

B. Student’s responsibilities 

a. Absence due to illness 

b. Absence due to maternity 

c. Absence due to appointment 

d. Absence due to illness while in college 

e. Absenteeism with permission 

f. Absence due to an accident while in college 

g. Absence during the college day 

III. Assignment and External Examination Policy 

A. Student’s Responsibilities 

B. Assignment Procedure 

C. External Examination Policy 

D. Students Responsibility 

E. Teaching Staff Responsibility 

F. College Duties 

 

IV. Complaints Procedure 

 

V. Health and Safety 

A. Fire 

B. General Safety Notes 

C. Accidents Involving Injury 

 

VI. Student Support and Guidance   

A. Guidance and Support 

B. Equal Opportunities 

  

   

 



I. Student ID card 

 

London Essex College will provide all students with LEC ID Card, this must be carried at all times 

whilst you are on the College premises. 

Students are provided with Identification Cards (ID) which shows; identification photo, College 

unique registration number, course/programme enrolled and the course duration. The cards will be 

issue initially with a payment charge of £10 (you can pay by cash or card, please note that this 

payment is not refundable), student ID will be free of charge in the event of renewal provided that you 

bring your old Student ID card with you. 

In such cases that ID Card is lost, there will be a charge of £50 for its replacement. If your ID card has 

been stolen, you must provide a Crime Reference Number, which can be obtain from any Police 

Station upon reporting the incident, there is no charge for the replacement. If your card is damaged or 

broken there is no charge for replacement provided that you bring the damaged card with you. 

London Essex College ID Cards are issued to specific person, they are not transferable. You can apply 

for your ID card upon arrival in the UK. 

You are expected to return your College ID Cards once your relationship with the college has ended. 

Your ID Cards is not recognised for identity purposes outside London Essex College not unless 

requested by UKBA or any respective authority confirming your identification as a student. 

ID Cards remain the property of London Essex College. 

Any attempt to alter the use of Student ID Card is a disciplinary offence. 

 

 

 

 

 

 

 

 

LEC Student ID Card (FRONT) 

LEC Student ID Card (BACK) 



  

II.      Attendance Policy 

This policy aims to support all students to take responsibility for their full attendance, which is a vital 

ingredient to enhance their learning experience and to further develop their personal skills. In 

addition, this will also aid in promoting retention, achievement and academic progression.  

Principles on which LEC Attendance Policy is based 

There are four main principles that the college emphasises to the studentôs attendance. 

Á Student attendance should be managed across the College on all of its programmes.  

Á Targets for student attendance rates (85%) will be monitored across all College provision; the 

college however encouraged all students to meet 100% attendance to enhance academic 

performance and progression. 

Á Punctuality and full attendance should be and will be the College benchmark by which the 

value of provision is judge; 

Á Every effort should be and will be made by all College Staff members to maximise 

punctuality and attendance of all its students. 

 

A. Students’ Entitlements 

All students are entitled to the best opportunities possible to be successful in their studies. If in such 

cases that the studentôs attendance and punctuality created a concern for the College and there is a 

worry in the studentôs academic progression and on the completion of his/her studies, the student will 

be contacted by the Student Welfare Officer to talk about how the course is going on. This contact 

aims to identify any problems or difficulties the student is facing and may arrangements may be made 

if necessary such as special tutorials and support. In such cases the Student Welfare Officer will listen 

to any problems raised and will try to give support and guidance needed to help in the success of 

every learner. 

B. Students Responsibilities 

London Essex College requires all of its students be punctual and to attend all classes and meet 100% 

attendance if possible according to the learning agreement and scheduled/timetabled days of the 

course. Students should not knowingly miss a class for any other reason other than illness or 

exceptional circumstances. In addition, LEC does not encourage students to take holiday in term-time. 

If a student needs to miss a class, he/she needs to consider the following circumstances: 

 

a. ABSENCE DUE TO ILLNESS 

If YOU need to stay at home because of illness, YOU should notify the College. YOU may contact 

Mr Ashfaq Ahmad, on the first day of your absence before 17:30. Until YOU have informed the 

College of the reason of your absence your attendance will be marked ñABSENTò as it is 

unauthorised absence. 

  



 

b. ABSENCE DUE TO MATERNITY 

If YOU are pregnant and require some time off from your studies, the college will only grant only 

maximum 4 months authorised holiday. This is pre and post pregnant period and YOU have to plan 

the leave based on your pregnancy leave. The College will also require evidence of pregnancy from 

hospital along with your letter confirming the intended period of leave. We encourage however LEC 

students to minimize this leave in order to avoid disruption to studies. 

Furthermore, if YOU have complications during or after your pregnancy this will be reviewed and 

will be considered on compassionate ground by the College on the Doctors/Midwifes advise. In such 

cases, LEC strongly recommends seeking advise from a solicitor or lawyer and inform the UKBA of 

your circumstances and obtain permission or advise from the UKBA for leave more than 4 months. 

c. ABSENCE DUE TO APPOINTMENT 

If YOU need to leave the College during scheduled/timetabled classes because YOU have an 

unavoidable appointment, YOU must inform the college Student Welfare Officer at the time of 

leaving. As far and as much as possible, appointments should be made outside college hours to avoid 

disruption of your programme of study. 

d. ABSENCE DUE TO ILLNESS WHILE IN COLLEGE 

If YOU should fall ill during your scheduled/timetabled class, YOU should report to Student Welfare 

Officer/Health and Safety Officer, who will decide whether YOU should go home, and will contact 

parent/carer if appropriate or will call ambulance if needed, in such cases Student Welfare Office/ 

Health and Safety Officer will inform your lecturer of your absence. YOU should not go home during 

your scheduled/timetabled class without informing your Student Welfare Officer/Health and Safety 

Officer. 

e. ABSENTEEISM WITH PERMISSION 

The College will only deal on compassionate grounds to any request for absence from YOU or your 

lecturer on studentôs behalf only to extraordinary circumstances. In the event of sickness the YOU are 

expected to inform the college by EMAIL or PHONE and stating your reasons for absenteeism. In 

such cases, YOU must produce an authorised medical evidence/certificate for any absence over one 

week.  

f. ABSENCE DUE TO AN ACCIDENT WHILE IN COLLEGE 

In such cases that YOU cannot attend your classes following an accident which needs medical 

intervention, then YOU should inform you tutor and should also be reported to the Student Welfare 

Officer. 

g. ABSENCE DURING THE COLLEGE DAY 

If YOU are present at the start of the morning session, and then you left the College during the day 

without permission, The College Officer will follow up your absence and if found that your reason is 

unjustified, then YOU will be marked ñABSENTò as it is unauthorised absence. 

If your reason is for being absent during the day is valid and the College decided that it is justified, 

then YOU will be marked as LEAVE as your absence is authorised. 

Should the level of your absence exceeded 15% at any time, the College Officer will follow up your 

absences and will arrange for an interview and will agree necessary action if needed. 



 

III. Assignment and External Examination Policy 

 

A. STUDENT’S Responsibilities 

 

Á Students are responsible for submitting requests for submission extensions before the original 

assignment submission deadline. 

Á Teachers are responsible for enforcing this procedure. 

Á Heads of school are responsible for approving all requests for longer extensions, extenuating 

circumstances. 

Á Students are responsible for keeping a copy of any assignments submitted. 

 

Monitoring process 

The Examination Board is responsible for monitoring the application of these procedures 

 

College Contact for Assignment Matters 

 

MR ASHFAQ AHMAD 

Email: ashfaq@lec.ac 

Contact No: +44 (0) 2085143171 

 

College Contact for EXAMINATION Matters 

 

MR JAVED IQBAL 

Email: javed.avan@lec.ac 

Contact No: +44 (0) 2085143171 

 

B. ASSIGNMENT PROCEDURE 

 

Á All student assignments must be submitted by the deadline specified on the assessment 

schedule.  Any assignments submitted after the deadline without having an a approval of the 

programme leader allowing late submissions will not be marked and the student will be 

deemed to have failed the assignment.  It will be the course teamôs decision as to whether the 

student will be given a different assignment to complete at a later date to enable all of the 

outcomes to be covered. 

Á All student assignments must be submitted to the place or person designated by the 

programme leader/ head.  Students who submit assignments in person will be given a dated 

receipt as proof of submission.   

Á If a student fails to meet the submission deadline, they must submit to academic department 

assignment extension form available at the reception by the deadline date and time.  This will 

MR JAVED IQBAL 

Email: javed.avan@lec.ac 

Contact No: +44 (0) 2085143171 

mailto:ashfaq@lec.ac
mailto:javed.avan@lec.ac
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automatically give the student an extension of up to 3 working days.  If a student fails to 

submit even after the extension date given then their assignment will not be marked and they 

will be deemed to have failed the assignment 

Á For students with dyslexia: It is always recommended and advised to give consideration to 

request for extensions for the submissions of their coursework. 

o The length of the extension will be upon discretion of the course leader/course 

director, the standard length of extension may vary from 7-14 days, however, these 

may vary from individual circumstances. The length of extension may only be 

confirmed after completing the Assignment Extension Request form. In submitting 

the form, students may wish to explain on the space provided explaining the reason of 

the request. 

o When a student with dyslexia requests an extension on a submission deadline, it is 

recommended that lecturers consider granting the extension where the student has 

made reasonable efforts to meet the deadline and where there appears a genuine 

reason for non-submission. The general difficulties with time management and study 

skills that are characteristic of dyslexia may be considered a sufficient reason to grant 

an extension, if the student has demonstrated that he or she has made reasonable 

efforts towards completing the coursework. Any supporting evidence from other 

individuals is essential. However, a teacher can refuse to grant an extension if there 

does not appear to be a reasonable reason for missing the deadline 

Á If a student requires a longer extension due to serious extenuating circumstances, then they 

must submit a Claim for Extenuating Circumstances CEC form to the course or programme 

director at least 2 days before the assignment deadline.  The CEC form will require detailed 

information and evidence supporting the request e.g. medical note, letter from a third party 

etc.  The programme or course director will decide on the length of the extension to be 

granted.  No CEC extension will be given because of corrupt discs or lost work. 

Á Where a student is unable to submit an Assignment Extension Request  or Claim for 

Extenuating Circumstances by the stated deadlines due to serious illness or hospitalisation, 

such extenuating circumstances will be taken into consideration by the course/ programme 

director.  In such cases the student will be required to provide evidence of the circumstances. 

Á If a student fails to meet all pass criteria on an assignment, they will be allowed a maximum 

of 2 referral opportunities, except where the failure is as a result of late submission or where 

the awarding body requirements specify less than 2 referral opportunities.  If a student fails to 

meet the pass criteria after a second referral, he/she will fail the assignment. Students will be 

given clear deadlines for referred work and must keep to the same procedures as for the 

original submission. 

Á If a student has failed an assignment but have met all other course deadlines they are entitled 

to be issued with a new assignment. 

Á All students MUST accurately reference all source material in assignments.   



Á All students must sign a statement of academic authenticity when submitting assignments.  

This states that the work is their own and that it has not been copied from any other source 

e.g. internet, book, another student or group of students.  Students will fail assignments if: 

o they fail to submit; 

o they fail to meet the pass criteria; 

o they fail to submit by the agreed deadline without submitting an Assignment 

Extension Request or Claim for Extenuating Circumstances; 

o they fail to submit by the Assignment Extension Request or Claim for Extenuating 

Circumstances deadline; 

o after investigation, the course/ programme director has identified that the assignment 

shows evidence of gross plagiarism. 

Á All students have the right to appeal an assessment decision according to the Assessment 

Appeals and Extenuating Circumstances Procedure. 

 

C. External Examination Policy 

 

For students enrolled in an examination based programme, will have different examination structure 

depending on the awarding body of your programme you are registered with. Students are expected to 

be informed of its respective awarding bodyôs examination regulation and statement of policy 

guidance on examination assessment. 

 

D. Students Responsibility 

¶ YOU must ensure that you are registered with your respective awarding body for 

examination. (Examination dates are usually posted on the awarding bodyôs website 3 months 

before the examination date) This information is also given by lecturers to the student and is 

posted on the bulletin boards.  

¶ YOU must ensure that you appear on your exam or inform your awarding body/ examination 

officer if there are changes in your circumstances that may affect you appearing to the 

examination. 

¶ YOU must ensure that you are well informed of the policy and procedures of the examination 

set upon your respective awarding body to ensure quality assurance of its examination. 

 

E. Teaching Staff Responsibility 

¶ It is your lecturerôs responsibility to ensure that the lectures being taught are in accordance 

with the course objectives of the programme you are studying. This will not only ensure high 

percentage of passing mark on each examination but will also ensure that you are meeting the 

programme objectives for the completion of your qualification. 



¶ It is your lecturerôs responsibility to ensure that you are well informed of the examination 

dates specified by your awarding body. This information is also given by College 

Administrator/Officer to the students and is posted on the bulletin boards 

¶ Lecturers can also provide additional session for tutorial if necessary to ensure that you will 

be well equipped with the knowledge to help you pass your examination. 

 

F. College Duties 

 

For international students, as your visa is under immigration control and regulations, you are expected 

to obtain academic progression. This can be obtain by submitting your assignments and passing your 

examination of the course you are enrolled to study as a Tier 4 student. The College has strict policy 

for students who do not an academic progression from their previous course. The following will be 

considered before assigning a Confirmation of Acceptance for Studies (CAS): 

 

1. If this is going to be the first course of the student / initial application, the college will not 

require an Academic Progression, however, Admission Process and Assessment Procedure 

will apply to ensure that all students will be placed on the right qualification/programme. 

2. If the student was previously given a course to study, he/she is required to show an academic 

progression; new course will normally be above the level of the previous course for which the 

UKBA has given you permission to stay in the UK. 

3. In some cases, academic progression may involve further study at the same level, in such 

cases the College will only allow the student if the course he/she intends to apply 

complements the previous course. 

 

London Essex College aims to ensure that its entire students attain academic progression and gain 

personal and academic skills, and as such the College has strict policy to make certain that all students 

will submit their respective coursework and enrol for their scheduled examination.  

 

WE WILL NOT ISSUE A CONFIRMATION OF ACCEPTANCE FOR STUDIES (CAS), TO 

SUPPORT THE APPLICATION OF LEAVE TO REMAIN IN THE UNITED KINGDOM, TO 

STUDENTS WHO CANNOT PROVIDE AN ACADEMIC PROGRESSION (except the 

circumstances to be considered above). 

 

IV. Complaints Procedure 

 

London Essex College is committed to providing a internationally recognised and high quality service 

and maintaining a fast and effective procedures to allow all students including those who have been 

accepted, studying and recently graduates, to bring forward any concern and issues and where there is 

a cause for our concern and immediate attention. 



 

It is important that if you feel dissatisfied with any matter relating to your enrolment at the college, a 

Lecturer or a member of our Customer Service team, you should have an effective means by which 

such matter can be aired or communicated and where appropriate, resolved. 

 

London Essex College aims to provide the best possible solution to settle complaints as soon as 

possible, in an amicable manner which will benefit the interest of both parties; all complaints will be 

addressed to areas where improvement is identified and necessary. 

 

London Essex College seek to handle issues and complaints in a manner which: 

Á Encourages most appropriate and possible solution  

Á Fair and Efficient 

Á Treats complaint with sincerity, seriousness, and most importantly with confidentiality 

Á To ensure that LEC will improve its practice as a result where this is relevant 

 

For more information on our Complaints Policy and Procedure, please see any of our staff members. 

  



 

STAGE 1: In as much as possible, please try to liaise and resolve the issue between yourself and the member of 
the staff in question. 

 

 

 

 

 

 

 

STAGE 2: If you cannot resolve the issue with the member of staff in question, you can report the matter to 

your personal Tutor in person or by filling a complaint form which is readily available on the reception desk. The 

personal tutor can address the issue by himself/herself. If you complaint is about a non lecturing member of staff, 

your teacher will help facilitate a forum where you can meet the Student Welfare Officer, Mr Ashfaq Ahmad. 

Note that you can find the contact details of your personal tutor on your copy of the timetable.  

 

 

 

 

 

STAGE 3: If your matter is still not resolved to your satisfaction, you can appeal to middle level 
management as follows: 

Lecturing Complaints: Director of Studies/Operations 
Administration Complaint: Administration Manager 
 

 

 

 

 

 

STAGE 4: If your issue is not dealt with to your satisfaction at this level, you can communicate in writing to 
have your matter dealt with by the Board of Directors as a collective body. 

 

  

Raise your concern with the Student Welfare Officer or the section or department concerned 

YES Are you satisfied with the output of your complaint? 

NO Your complaint is resolve 

NO 

Raise an appeal to middle management levels 

YES Are you satisfied with the result of your appeal? 

Your complaint is resolve 

NO 

You can communicate by writing to the Board of Directors to have your matter dealt with. 

YES Are you satisfied with the outcome of the deliberation? 

Your complaint is resolve 

There is no further internal procedure. * please refer to additional notes* 

Do you feel comfortable or able to approach the individual directly responsible for the situation? 

YES Approach the personnel/individual concerned NO 

Has your concern been answered? Are you satisfied with the 

response? 

Your concern/ complaint is resolved 

NO 



V. Health and Safety 

 

A. Fire 

Action in the event of fire 

What you should do? 

1. Immediately if you detect a fire, RAISE THE ALARM! You can raise the alarm in several ways: 

 

A. By activating the ñBreak Glass Alarmò located in the various parts of the college (see the 

photos below). Please remember to use only enough force to break the glass, so allowing the 

button in the centre of the device to spring outwards to complete the alarm circuit. 

  

c) Located at the back of the 

main entrance for LECTURE 

ROOMS. 

b) Located by the corridor as you 

enter the 1st floor of the 

building.  

a) Located at the main reception, 

you will see this alarm as you 

enter.   



B. Call a member of staff 

 

 

2. Do not risk or expose yourself to unnecessarily to danger and never tackle a fire on your own. 

Only attempt to fight the fire if it safe to do so and you have been trained in the use of 

EXTINGUISHERS. 

3. Once you have raised the alarm and the alarm bell ringing continuously, leave the building 

immediately in a safe manner to your assembly points [BUS STOP]. Assembly point information 

is located near the Fire Alarm and the Health and Safety Notice Board. 

4. If you suspect there is a fire on the other side of a door DO NOT open as you leave the building 

not unless you are forced to, then move slow and with care staying close to the floor. 

5. DO NOT USE THE LIFTS USE THE ESCAPE STAIRS 

6. When you reach the assembly point, report your presence to the lecturer in charge of you at the 

time of the alarm or any staff member. 

7. Do not return to the building until you are instructed to do so by a member of a college staff or the 

Fire or Police Authority. 

 

 

B. General Safety Notes/Guidelines 

 

1. In the corridors and classrooms: Walk and do not run.  

2. Do not play with any fire fighting equipments as it is illegal to do so. 

3. Keep all exits clear. If you see something blocking the way, report it to any member of staff 

or to the reception. Report anything that you believe could be a source of danger, example 

puddle of water or oil on the floor, faulty switches, faulty wiring, etc to any member of the 

staff 

4. You should take good care of your health and the safety of others who may be affected by 

your actions. 

5. Co-operate with the college to ensure the health and safety and that the college can comply 

with statutory obligations. 



C. Accidents Involving Injury 

 

1. The sign for the location of a First Aid Box is white cross on a green background. Please see 

below the locations of the First Aid Box at the College. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

a. Located at main reception, 

please see any of our staff 

members for assistance. 

c. Located at reception 2, by the 

accounts department, please 

see any of our staff members 

for assistance. 

b. Located at the student canteen 

area near the sink. 



2. If you are in class and when the injury occurs, report immediately to your lecturer who is 

responsible for you at the time. The lecturer will then immediately call the College Health and 

Safety officer to look into your injury. 

3. If no member of staff is present, seek for a First Aid treatment by contacting a First Aider or 

by using the First Aid Boxes that are found on the specified are mentioned above. 

4. Notify the reception of your injury for further assistance, regardless of the action you have 

taken on your own you have to report the incident to the reception to record the details of the 

accident in the Accident Book held in the main reception. 

5. In the event of serious accident or suspected bone fracture, make the person as comfortable as 

possible; avoid moving him or her if not needed, if it is necessary to call for help or 

ambulance contact any of our staff members. 

6. DO NOT give any food or drink to an injured person, as he/she will be given a general 

anesthetic at the hospital, he/she may vomit and choke to death. 
 

VI. STUDENT SUPPORT AND GUIDANCE 

 

A. GUIDANCE AND SUPPORT 

  

At London Essex College, we care for everybodyôs needs regardless of your status, state or 

predicament. To enhance your training needs, there is a group, individual tutorials support for for 

those students or group of students experiencing difficulties. This is part of the training provision. For 

personal counselling/ assistance, you may contact the administration or your personal tutor/mentor 

assigned to you at the beginning of the term. 

 

B. EQUAL OPPORTUNITY 

  

London Essex College also operates Equal Opportunities policy. This policy does not imply that 

everybody must be treated in exactly the same way, but that organisation does not show partiality 

when dealing with students or staff due to their background, race, colours, creed, sex and sexuality. 

Thus everybody is given the opportunity to have equal access to our training resources, to excel 

within the organisationôs framework and policy. 

 

Different people have different needs and we might, for example, make special provisions for 

someone who is disabled to ensure that their opportunities are the same as for everyone elseôs. But 

equally, it means not treating someone differently because of their race, colour, gender, sexual 

orientation, religious or political beliefs. You can expect our team members to observe this policy in 

all contacts with you. We expect you to observe the policy in your contacts with them and other 

students. 

 

Your success and our success can be the best achieved on the basis of mutual respect for what we can 

bring to our common tasks, valuing the experience, knowledge, culture and understanding which we 

each contribute.  


