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1. Welcome to QuantaDuck College
Welcome to QuantaDuck College, a fictional but realistic Further Education institution 
designed to support AI document chat demonstrations, policy search, and onboarding 
workflows. The handbook has been written in the tone of a real college publication so that 
users can ask questions naturally and retrieve meaningful answers.

This handbook is intended to answer the questions most students ask during their first term 
and to give staff a single, searchable operational reference. It combines student-facing 
expectations with concise procedural notes so that document chat systems can test both 
simple and nuanced retrieval scenarios.

The college serves a diverse community of full-time, part-time, adult, apprenticeship, and 
community learners. Some sections apply to all students, while others are most relevant to 
learners on vocational programmes, study programmes, adult courses, or work-based 
learning routes.

How to use this handbook
Use this document as your first point of reference for attendance, assessment, support, 
wellbeing, digital systems, appeals, placements, and campus life. If you cannot find an 
answer, the final escalation map explains who to contact next.

Document-chat systems should be able to answer questions such as 'What happens if I miss 
three sessions?', 'Who handles safeguarding concerns?', 'Can I use AI in my assignment?', and 
'How do I appeal an assessment decision?' because those answers are deliberately stated 
clearly throughout the handbook.

At a glance

Applies across study programmes, adult learning, apprenticeships, and most 
enrichment activity.

Written for retrieval-friendly search, summarisation, and question-answering.

Contains policy statements, examples, escalation routes, and operational notes.

College mission
The mission of QuantaDuck College is to help learners progress with confidence through 
excellent teaching, practical support, inclusive culture, and strong links to employers and the 
local community.

We expect students to be ambitious, respectful, prepared, and open to support. In return, we 
commit to clear communication, fair processes, safe campuses, and learning experiences 
that help students move successfully into work, apprenticeships, university, or further 
training.

Who this handbook is for
 Students and apprentices who need clear expectations and guidance.
 Tutors, progress coaches, and support staff who need quick procedural answers.
 Parents, carers, and employers who want to understand how the college operates.
 Project teams testing AI search, summarisation, retrieval, and citation workflows.
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2. College values, culture and expectations
The culture of QuantaDuck College is built around respect, reliability, curiosity, inclusion, 
and accountability. We want students to feel welcomed and challenged in equal measure: 
welcomed because they belong here, and challenged because progress requires effort, 
routine, and honest reflection.

Every student contributes to the learning environment. This means arriving prepared, 
participating constructively, following reasonable instructions, treating others with dignity, 
and using college resources responsibly.

Core values in practice
 Respect: we speak to people properly, even when we disagree.
 Reliability: we turn up, meet deadlines, and communicate early when there is a problem.
 Curiosity: we ask questions, seek feedback, and engage with new ideas.
 Inclusion: we create spaces where difference is recognised and supported.
 Accountability: we own our actions and put things right when standards slip.

Expected day-to-day behaviours
Students should bring the equipment specified by their programme team, including ID card, 
notebooks, devices where required, PPE for vocational areas, and any specialist materials 
requested for practical work.

Language and conduct should remain appropriate to a learning environment. 
Discriminatory language, intimidation, harassment, unsafe conduct, and disruptive refusal 
to follow staff instructions are not acceptable.

Behaviour examples
Situation Typical response Owner

Late arrival with apology 
and immediate engagement

Recorded as late; tutor may 
discuss punctuality pattern

Tutor

Repeated low-level 
disruption

Behaviour support 
conversation and target 
setting

Tutor / Progress coach

Threatening behaviour or 
serious abuse

Immediate removal from 
class and disciplinary 
referral

Curriculum manager

Online misuse affecting 
college community

Investigation under IT and 
conduct procedures

MIS / Manager

Professional standards on vocational courses
On vocational and work-facing courses, students may be expected to meet additional 
professional standards relating to dress, hygiene, punctuality, client communication, 
confidentiality, and health and safety. These standards are not optional extras; they form 
part of employability and readiness for progression.

Where a programme has industry-specific requirements, tutors will explain them at 
induction and publish them on the virtual learning environment. Repeated failure to meet 
essential professional standards may lead to support action or disciplinary review.
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3. Academic calendar and key dates
The college publishes an annual calendar showing teaching weeks, enrichment weeks, 
examination windows, closure days, and progression milestones. Individual courses may 
also publish local assessment calendars, workshop schedules, and work placement dates.

Students are responsible for reading the published calendar and checking the learner portal 
regularly. A deadline missed because a notice was ignored may still count as a missed 
deadline unless the college accepts that the communication was inaccessible or materially 
unclear.

Typical annual structure
 Autumn term: induction, baseline assessment, and establishment of attendance routines.
 Spring term: core delivery, internal assessments, mock activity, and progression 

planning.
 Summer term: final assessments, exams, reviews, next-step decisions, and transition 

support.

Assessment windows and exam notices
Exam timetables and assessment windows are issued in advance wherever possible. 
Students must attend scheduled examinations, controlled assessments, observations, and 
reviews unless an authorised absence has been agreed.

Where external awarding body dates change at short notice, the revised date becomes the 
valid date. The college will make reasonable efforts to inform students quickly using email, 
portal notifications, and direct tutor communication.

Key-date reminder guidance
Students should always note

Start dates, exam dates, hand-in dates, review meetings, and work placement days.

Holiday periods do not usually extend assignment deadlines unless confirmed in 
writing.

Adult learners on flexible timetables should check room and time changes before 
travelling.
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4. Enrolment, induction and learner records
Enrolment confirms that a student has accepted a place, agreed to key college terms, and 
provided the information needed for teaching, safeguarding, funding, support, and statutory 
returns. Students must ensure that the information they provide is accurate and updated 
when circumstances change.

Induction is more than a welcome session. It introduces programme expectations, digital 
systems, safeguarding routes, support teams, assessment methods, and the key rules needed 
for successful study.

What students must provide
 Accurate personal details, emergency contacts, and prior attainment information.
 Evidence of identity, residency, and eligibility where required.
 Disclosure of support needs where the student wishes the college to make adjustments.
 Permission and preference information where the college seeks this lawfully.

Why record accuracy matters
If a home address, phone number, emergency contact, employer contact, or support 
arrangement changes, the student must update the learner portal or notify the college 
promptly. Incorrect records can delay safeguarding responses, exam entry administration, 
bursary support, and communications about changes.

Funding and compliance rules mean the college must maintain accurate learner records. 
Deliberate misrepresentation of enrolment information may be treated as misconduct.

Induction checklist
1. Attend all induction sessions and complete mandatory online modules.
2. Activate college email, learner portal, and virtual learning environment access.
3. Review timetable, rooming, assessment plan, and key course contacts.
4. Read the attendance, safeguarding, AI use, and acceptable use sections of this handbook.
5. Ask for support early if travel, finance, confidence, or access may affect participation.
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5. Attendance, punctuality and engagement
Good attendance is one of the strongest predictors of achievement and progression. For that 
reason, QuantaDuck College takes attendance, punctuality, and active engagement seriously 
across all curriculum areas.

Students are expected to attend every timetabled session, arrive on time, remain for the full 
session, take part appropriately, and complete directed study. Attendance is not simply 
physical presence; repeated non-engagement may be addressed even if a student is 
technically present.

Reporting absence
If a student is unwell or unable to attend, they should notify the college before the start of 
the session where reasonably possible. This should normally be done using the absence 
reporting channel specified by the programme team, supported by any evidence requested 
for longer or repeated absence.

Students should not assume that telling a friend counts as informing the college. Unless there 
is an emergency, the expectation is that the student makes contact directly.

Absence rules

Report as early as possible, ideally before the first missed session.

Keep tutors updated on likely return date for multi-day absence.

Medical or other evidence may be requested where absence is repeated or high 
impact.

Attendance thresholds and staged intervention
Where attendance falls below expected levels, the college uses staged support and escalation. 
The aim is to identify barriers early, agree practical actions, and prevent avoidable 
withdrawal.

A common support trigger is three missed sessions in close succession, particularly where 
there has been no prior contact. This may prompt a Stage 1 attendance intervention 
involving tutor contact, a check on welfare, and agreed actions.

Illustrative attendance stages
Situation Typical response Owner

Three consecutive missed 
sessions without notice

Stage 1 attendance 
intervention and welfare 
check

Tutor / Progress coach

Attendance below 90% over 
review period

Formal attendance review 
and action plan

Progress coach

Attendance below 85% with 
limited improvement

Manager review, 
parent/employer contact 
where appropriate

Curriculum manager

Persistent non-attendance or 
disengagement

Case conference, break in 
learning, or withdrawal 
decision

College panel
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Punctuality and readiness to learn
Repeated lateness can affect safety briefings, practical sequencing, employer-style 
expectations, and the learning of others. Students who arrive late should enter quietly, be 
ready to learn quickly, and speak to the tutor afterwards if support is needed.

Programme teams may use professional punctuality expectations in workshops, salons, 
kitchens, studios, labs, and placement settings where late arrival causes operational or safety 
problems.

Authorised and unauthorised absence
Authorised absence may include illness, emergency family circumstances, religious 
observance, college-approved trips, interviews, and other situations approved by the college. 
Unauthorised absence includes absence without notice, avoidable absence without approval, 
or repeated absence with insufficient explanation.

Being away for paid work, holidays in term time, social activity, or oversleeping will not 
normally be authorised unless exceptional circumstances apply.
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6. Teaching, learning and assessment
Teaching at QuantaDuck College should be well planned, inclusive, and ambitious. Students 
are expected to participate actively in lessons, practical work, tutorials, and independent 
study, and to use feedback to improve over time.

Assessment methods vary by programme and may include assignments, exams, 
observations, practical demonstrations, projects, portfolios, presentations, controlled 
assessment, and workplace evidence.

Assessment principles
 Assessment requirements will be explained clearly in advance.
 Feedback should help students understand what is strong, what needs improvement, and 

what to do next.
 Deadlines matter because they build reliability and support fair administration.
 Reasonable adjustments should be implemented where approved.
 Assessment decisions should be evidence-based and quality assured.

Deadlines and submissions
Students must submit work by the published deadline using the instructed method. Where 
the submission route is digital, students should not leave upload activity until the final 
minute. Technical issues caused by late uploading may not be accepted as valid mitigation.

If a student believes there is a serious reason why a deadline cannot be met, they should 
contact the tutor before the deadline wherever possible. The college may consider 
extensions, deferrals, or mitigating circumstances where evidence supports the request.

Feedback and resubmission
Where awarding arrangements permit resubmission, the college will explain the permitted 
scope, deadline, and conditions. Resubmission is not a routine right on every programme 
and must never be used to gain unfair advantage.

Students should read feedback carefully and ask specific questions. Effective learners do not 
just look at the final grade; they use feedback to change practice.

Practical and vocational assessment
In workshops, studios, salons, kitchens, construction areas, and other vocational spaces, 
assessment may be linked directly to health and safety, client care, preparation, and 
professional conduct. Unsafe practice may result in the activity being stopped immediately.

Where practical competence is essential, students may be required to demonstrate safe and 
consistent performance more than once.
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7. Academic integrity and use of AI
Academic integrity means producing honest work, acknowledging sources, and following 
programme rules about collaboration, tools, and authorship. The college recognises that 
digital tools, including AI systems, are now part of the study landscape, but they must be 
used appropriately and transparently.

Students must never present work generated by another person or by an AI system as if it 
were their own unaided work when the assessment requires independent authorship.

Examples of academic misconduct
 Plagiarism, including copied or closely paraphrased work without acknowledgement.
 Collusion beyond what is permitted for the task.
 Fabrication of data, references, logs, witness statements, or evidence.
 Contract cheating, ghost-writing, or buying completed work.
 Submitting AI-generated content as original work when this is not allowed.

Permitted and non-permitted AI use
Some tutors may allow AI tools for brainstorming, language support, planning questions, or 
checking clarity, provided the student remains responsible for accuracy and authorship. 
Other assessments may prohibit AI assistance altogether. Students must follow the rule set 
for the specific task, not their personal preference.

Where AI use is permitted, students may be asked to declare how it was used, retain drafts, 
or explain their process orally. Inability to explain submitted work may form part of an 
academic integrity investigation.

AI use examples
Situation Typical response Owner

Using AI to generate essay 
paragraphs and submitting 
them unchanged

Normally prohibited Academic misconduct route

Using AI to suggest revision 
questions and then 
answering them 
independently

Often acceptable if tutor 
guidance allows

Student responsibility

Using AI to improve spelling 
in a reflective draft

May be acceptable with 
transparent use

Tutor discretion

Invented references 
produced by AI

Never acceptable Academic misconduct route

What happens if concerns arise
Where there is concern that work is not authentic, the student will normally be invited to 
discuss the work and may be asked to provide drafts, notes, source materials, version 
history, or a live explanation of how the work was produced.

Outcomes may range from formative guidance to formal penalties depending on the 
severity, pattern, and level of intent.
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8. Behaviour, conduct and disciplinary procedures
Most issues are resolved early through clear expectations and supportive conversations. 
However, the college must also protect students, staff, visitors, and learning environments 
from conduct that is unsafe, abusive, dishonest, discriminatory, or persistently disruptive.

The disciplinary procedure is designed to be fair, proportionate, and documented. The 
response will depend on seriousness, previous behaviour, impact on others, and whether the 
student engages with support.

Types of concern
 Low-level disruption, inappropriate language, or refusal to engage.
 Damage to property, misuse of equipment, or safety non-compliance.
 Bullying, harassment, discrimination, intimidation, or abusive conduct.
 Theft, fraud, serious dishonesty, or possession of prohibited items.
 Online behaviour that materially harms the college community.

Possible outcomes
6. Restorative conversation or informal warning.
7. Behaviour contract or monitored support plan.
8. Formal disciplinary warning.
9. Suspension pending investigation where risk or seriousness requires it.
10. Final outcome including conditions, transfer, or withdrawal in serious cases.

Fair process expectations
Students should have a chance to understand the concern, respond to the allegation, and 
know the outcome and next steps. Meetings may involve support staff, parents, carers, or 
employers where appropriate and lawful.

Serious incidents may be managed immediately before the full process concludes if urgent 
action is needed to protect safety or preserve evidence.
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9. Safeguarding, Prevent and student wellbeing
Safeguarding is everyone's responsibility. The college is committed to protecting children, 
young people, and adults at risk from harm, abuse, neglect, exploitation, and radicalisation, 
while promoting a culture where concerns can be raised early and taken seriously.

Students do not need proof that something is wrong before sharing a concern. If a student 
feels unsafe, worried about someone else, or unsure whether something should be reported, 
they should speak to a safeguarding lead, tutor, progress coach, or reception team member 
immediately.

When to raise a concern
 Concerns about abuse, neglect, exploitation, coercion, or serious self-neglect.
 Disclosures of sexual harassment, assault, stalking, or harmful relationships.
 Online exploitation, grooming, blackmail, or image-based abuse.
 Concerns about radicalisation, extremist influence, or harmful ideologies.
 Immediate risks to self or others, including suicidal intent or serious violence.

What happens after a concern is shared
A designated safeguarding professional will consider the information, decide immediate risk 
actions, record the concern, and determine whether referral to external agencies is required. 
Information is shared on a need-to-know basis, not as gossip.

Students should understand that the college cannot always keep a safeguarding disclosure 
completely secret if someone is at risk. However, it will handle information sensitively and 
explain next steps wherever possible.

Emergency rule

If someone is in immediate danger, call emergency services first and then inform the 
college.

Do not investigate serious safeguarding concerns yourself.

Report factual observations and the student's words as accurately as possible.

Prevent duty
As part of its legal duties, the college works to identify and respond to concerns related to 
radicalisation and extremist influence. This includes creating safe spaces for discussion, 
promoting critical thinking, and acting where there is concern that a student may be 
vulnerable to harmful influence.

Prevent is not about restricting legitimate debate or religious belief. It is about safeguarding 
people from being drawn into violence or harmful extremism.

Mental health and wellbeing
The college can offer first-line support, signposting, pastoral guidance, and reasonable 
adjustments, but it is not a substitute for emergency or specialist clinical services. Students 
are encouraged to seek help early where anxiety, depression, bereavement, family stress, 
financial strain, or other issues are affecting study.

Repeated absence, sudden changes in presentation, withdrawal, distress, or disclosure may 
trigger wellbeing outreach.
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10. Additional learning support and inclusion
QuantaDuck College aims to remove barriers to learning wherever reasonably possible. 
Students who have a learning difficulty, disability, neurodivergent profile, sensory need, 
mental health condition, or temporary condition affecting study are encouraged to discuss 
support early.

Support planning works best when needs are identified before they become crises. However, 
students can request help at any stage of the year.

Forms of support
 Reasonable adjustments in teaching and assessment.
 Learning support assistants or specialist sessions where appropriate.
 Exam access arrangements following assessment and evidence.
 Assistive technology, note-taking support, or accessible materials.
 Transition planning, liaison with curriculum teams, and review meetings.

Student responsibilities in support arrangements
Students should attend agreed support sessions, communicate honestly about what is and is 
not working, and provide any evidence needed for formal arrangements. Support is 
collaborative; it is most effective when the student participates actively.

Having support in place does not remove all programme requirements. It helps the student 
access those requirements more fairly.

Temporary conditions
Short-term injuries, illness, surgery recovery, bereavement, or crisis circumstances may also 
require temporary support planning. Students should let the college know promptly so short-
term adjustments can be explored.

Examples might include room moves, deadline review, accessible formats, temporary 
mobility support, or a phased return.
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11. Equality, diversity and belonging
The college values the diversity of its community and aims to create an environment where 
everyone is treated fairly, respected, and able to participate. Equality is not a one-off event 
or statement; it must be visible in teaching, systems, language, behaviour, and decision-
making.

Discrimination, harassment, victimisation, and hate incidents are taken seriously whether 
they happen on campus, online, in placement, or during college-related activity.

College commitments
 Challenge discrimination and respond to concerns promptly.
 Promote representation and belonging across curriculum and support services.
 Review policies and practice for fairness and accessibility.
 Encourage respectful discussion across difference.
 Use data and student voice to identify patterns and improve practice.

How students can raise concerns
Students can speak to tutors, progress coaches, safeguarding staff, student services, or 
managers if they experience or witness discriminatory behaviour. Reports should be taken 
seriously even where the student is unsure how to label the experience.

The college may use restorative approaches where appropriate, but serious incidents can 
also lead to disciplinary action, safeguarding response, or external referral.

Respectful communication
College spaces should allow robust discussion without personal attack. Freedom of 
expression does not include the right to harass or degrade others.

Students should avoid assumptions about identity, background, ability, religion, belief, or 
personal circumstances and should be open to correction where language causes harm.
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12. Digital systems, cybersecurity and acceptable use
Digital systems are essential to study and college operations. Every student receives access to 
core systems such as email, learner portal, virtual learning environment, and specialist 
software where relevant. Access is provided for educational purposes and must be used 
responsibly.

Cybersecurity is not just an IT issue. Unsafe password habits, phishing clicks, poor device 
handling, and unauthorised sharing of documents can expose the college community to data 
loss, fraud, and disruption.

Acceptable use principles
 Use college systems for legitimate educational and operational purposes.
 Keep passwords private and use strong authentication practices.
 Do not attempt to bypass security controls or access data without authorisation.
 Use respectful communication in emails, chats, forums, and collaborative spaces.
 Protect devices, log out of shared machines, and report suspicious activity quickly.

Examples of prohibited misuse
 Sharing offensive, threatening, or discriminatory content using college systems.
 Downloading or distributing unlawful material.
 Attempting to access staff-only, student-only, or restricted records without permission.
 Using college credentials on unauthorised third-party sites.
 Installing software or scripts that create risk to networks or devices.

Bring your own device guidance
Students may use personal devices where allowed, but they remain responsible for securing 
them, applying updates, and avoiding risky downloads. The college may restrict network 
access for devices that create security concerns.

Loss or theft of a device containing college information must be reported immediately if 
there is any risk that personal or sensitive information could be exposed.

AI and digital conduct
Students must not use AI tools to create impersonation content, fake evidence, harassment 
content, or malicious code against college systems or individuals. Generative AI should be 
used only within the boundaries set by the relevant course and this handbook.

Questions about permitted digital tool use should be raised before, not after, a problem 
arises.
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13. Data protection, privacy and records
The college collects and uses information to deliver education, meet legal duties, support 
students, and run services safely and effectively. It takes data protection seriously and 
expects students to do the same when handling information in practical settings, placements, 
or group work.

Students should understand that some information may be shared lawfully with awarding 
bodies, local authorities, funding agencies, employers, placement providers, support 
agencies, or emergency contacts where required and proportionate.

Student data responsibilities
 Do not share another student's personal information without a valid reason and 

permission where needed.
 Store work containing personal data securely and follow tutor instructions in 

professional courses.
 Dispose of printed materials safely and avoid leaving sensitive information unattended.
 Ask before recording audio, video, or images in learning sessions.

Access to records
Students may request access to their own personal data subject to legal and procedural 
requirements. Some information may be exempt from disclosure, particularly where it 
concerns the privacy of others or relates to safeguarding or legal restrictions.

Routine academic feedback, attendance, and portal information should usually be accessed 
through standard systems rather than formal requests.

Retention and accuracy
The college keeps records only for as long as needed under policy and law. Students can help 
by ensuring their details are accurate and by querying factual inaccuracies through the 
appropriate route.

Data protection concerns should be reported to the college's designated data protection 
contact.
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14. Health, safety and campus security
Health and safety is a shared responsibility. The college must provide safe systems of work, 
suitable training, supervision, and premises maintenance. Students must follow instructions, 
use equipment correctly, wear required PPE, and report hazards promptly.

Some curriculum areas carry significant practical risk and therefore apply stricter 
operational rules than ordinary classrooms.

Core expectations
 Follow all safety briefings and do not improvise with equipment or materials.
 Wear PPE where required and do not remove guards or protections.
 Report accidents, near misses, unsafe conditions, and defective equipment immediately.
 Do not block fire exits or interfere with alarms or safety equipment.
 Carry ID and cooperate with reasonable security checks.

Accidents and first aid
All accidents and significant near misses must be reported, even if the immediate injury 
seems minor. This helps the college provide support and reduce future risk.

First aiders and emergency response processes are available on each campus. Students 
should familiarise themselves with assembly points and emergency instructions during 
induction.

Workshops and specialist rooms
Students in labs, kitchens, salons, construction bays, performance spaces, and engineering 
areas must not use machinery, tools, chemicals, or equipment without proper instruction 
and authorisation. Horseplay in practical areas is treated seriously because of the risk of 
injury.

Food, drink, loose clothing, jewellery, and device use may be restricted in specialist 
environments where they create contamination or safety risk.

Campus security
The college uses proportionate security measures to protect people and property. Students 
should challenge unfamiliar people only where trained and safe to do so; otherwise they 
should report concerns to staff or security.

Lost property, suspicious packages, trespass concerns, and repeated access issues should be 
reported without delay.
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15. Tutorials, progression and careers education
Tutorials help students review attendance, progress, targets, wellbeing, and next steps. They 
are an important part of the programme, not an optional add-on. Careers education supports 
informed decisions about work, apprenticeships, university, and further training.

Students should come to tutorials prepared to reflect honestly on strengths, barriers, and 
realistic next steps.

What tutorials typically cover
 Attendance, punctuality, and engagement review.
 Academic progress, feedback, and target setting.
 Wellbeing, support needs, and signposting.
 Employability, progression options, and action planning.
 Professional behaviours and readiness for next steps.

Careers guidance
Students should have access to impartial careers information and appropriate guidance 
across the year. This may include CV support, interview preparation, employer talks, HE 
advice, apprenticeship coaching, and progression events.

Decisions made late in the year can still be supported, but students who plan early usually 
access better opportunities.

Progression planning
Where a student aims to progress internally, the college may still require achievement of 
entry criteria, attendance expectations, suitability checks, or specific vocational 
competencies. Progression is not guaranteed solely because a student is currently enrolled.

Students who intend to leave should still use careers and progression support to avoid 
preventable gaps.
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16. Fees, bursaries and financial support
Some courses are free to eligible learners, while others involve tuition fees, exam fees, 
resource costs, transport costs, or specialist equipment requirements. Students should make 
sure they understand any expected costs before or during enrolment.

Financial hardship can quickly affect attendance and wellbeing. Students are encouraged to 
seek help early rather than waiting for debts or travel issues to escalate.

Sources of support
 Bursary or hardship funds subject to eligibility and evidence.
 Travel support or subsidised travel arrangements where available.
 Meal support or emergency support in specific circumstances.
 Payment plans for eligible fee-paying learners.
 Advice on external support, benefits, and local services.

Student responsibilities
Applications for financial support must be honest, timely, and supported by evidence where 
requested. A change in circumstances should be reported because it may affect eligibility or 
support level.

Receiving support may depend on attendance, continued enrolment, or compliance with 
funding rules.

Equipment and hidden costs
Some vocational areas require specialist clothing, kits, printing, trips, DBS checks, or 
external registrations. Programme teams should explain these clearly, but students should 
ask questions if anything is unclear.

Where cost is a barrier, staff may be able to signpost support or alternative arrangements.
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17. Complaints, compliments and appeals
The college wants to resolve concerns fairly and quickly. A complaint is usually about a 
service issue, communication problem, or poor experience. An appeal is usually about a 
formal decision, such as an assessment outcome or disciplinary result, where there is a 
defined basis for challenge.

Students are encouraged to raise issues early and constructively. Many concerns can be 
resolved informally before positions become entrenched.

Making a complaint
11. Raise the issue informally with the relevant tutor, service, or manager if appropriate.
12. If unresolved, submit a formal complaint through the published route.
13. Provide facts, dates, impact, and the outcome sought.
14. Cooperate with requests for clarification during the review.
15. Read the outcome carefully and note any further review options.

Grounds for appeal
 Procedural irregularity or failure to follow published process.
 New evidence that could not reasonably have been provided earlier.
 Decision not supported by the available evidence.
 Unreasonable or disproportionate outcome.

What is not normally an appeal ground
 Simple disagreement with feedback where no procedural issue exists.
 Appeal based only on wanting a higher grade without evidence.
 Failure to meet a deadline where no valid mitigation applies.

Compliments and service improvement
The college values positive feedback as well as concerns. Compliments help recognise 
effective practice and identify what students find most helpful.

Trends in complaints and compliments are reviewed to improve systems, communication, 
and student experience.
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18. Work placement, trips and external activity
Many courses include placements, visits, employer projects, performances, fieldwork, or off-
site activity. These experiences can be highly valuable but require planning, professionalism, 
and attention to safety and conduct.

When participating in external activity, students remain representatives of the college and 
are expected to behave appropriately.

Placement expectations
 Attend punctually and communicate professionally with the host.
 Follow confidentiality, safeguarding, health and safety, and dress requirements.
 Complete logs, reflections, or evidence honestly and on time.
 Report concerns about suitability, safety, or conduct quickly.
 Respect the host's policies while also following college requirements.

Trips and visits
Students must follow staff instructions during trips, sign in or out where required, meet 
conduct expectations, and disclose relevant medical or support information through the 
correct route. Some visits may have mandatory participation rules if linked directly to 
course outcomes.

Failure to follow conduct or safety expectations may affect eligibility for future visits.

External activity risk management
The college carries out proportionate planning and risk assessment for off-site activity. 
Students can support this by reading instructions carefully, arriving prepared, and raising 
access needs in advance.

Where behaviour or risk concerns are significant, the college may decide that a student 
cannot attend a specific activity unless additional controls are in place.
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19. Library, study skills and independent learning
Independent learning is essential in Further Education. Timetabled hours provide the 
structure, but progress also depends on reading, practice, revision, portfolio building, and 
regular completion of directed tasks outside class.

The library and study support services exist to help students build these habits rather than 
leaving them to struggle alone.

Library services may include
 Borrowing of books, textbooks, and laptops where available.
 Digital resources, databases, journals, and e-books.
 Quiet study and collaborative spaces.
 Study skills workshops on note-taking, research, revision, and referencing.
 Support with finding accessible formats and learning resources.

Building effective study routines
Students should plan weekly time for review, preparation, and assignment work rather than 
relying on last-minute effort. Small, regular study sessions are more sustainable and 
effective than infrequent long bursts.

Students struggling with organisation should seek support early from tutors, coaches, or 
study support teams.

Referencing and source use
Where courses require formal referencing, students must follow the specified style and keep 
careful notes of sources used. Good referencing is part of academic integrity and helps 
students distinguish their own ideas from the work of others.

Using unreliable online sources without evaluation may weaken work even if it is not 
plagiarism.
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20. Residential, transport and travel guidance
Although many students commute, travel and routine still shape success. Transport 
problems, unsafe travel plans, or long commuting times can affect attendance, punctuality, 
and wellbeing. Students should build realistic routines and communicate promptly when 
serious disruption occurs.

Where the college offers or signposts residential provision, additional conduct and welfare 
expectations will apply.

Travel planning advice
 Check transport options and expected delays before the first week of study.
 Allow enough time for parking, campus movement, and room changes.
 Keep key contact details available in case travel disruption affects arrival.
 Avoid relying on a single fragile travel option where possible.

Bad weather and disruption
Students should look for official college updates during severe weather or major disruption. 
Unless the college communicates closure or remote arrangements, normal attendance 
expectations remain in place.

Where travel is genuinely unsafe, the student should notify the college as early as possible.

Residential or overnight activity
Residential activity may involve extra safeguarding, supervision, room-sharing expectations, 
quiet hours, and behaviour standards. Students must follow the specific guidance issued for 
the event or provision.

Concerns about safety, medication, accessibility, or pastoral support should be raised before 
attendance wherever possible.
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21. Crisis response, continuity and severe weather
Colleges must be able to continue safely through disruption where possible, while also 
protecting people and maintaining sensible standards. Disruption may include severe 
weather, transport failure, power issues, IT outage, public health issues, or local emergency 
incidents.

The college will make decisions based on safety, practical feasibility, and the need to 
preserve learning continuity.

Possible continuity measures
 Temporary move to remote learning or blended delivery.
 Room changes, timetable compression, or re-sequencing of activity.
 Adjusted submission arrangements or revised assessment scheduling.
 Selective campus closure while some services continue.
 Emergency communications through portal, email, website, or SMS.

Student expectations during disruption
Students should check official channels regularly, avoid spreading rumours, and follow 
temporary arrangements as published. A disruption does not automatically remove all 
deadlines or responsibilities unless the college confirms this.

Where a student is individually affected more severely than the wider cohort, they should 
tell the college so local support can be considered.

Operational principle
Continuity rule of thumb

Safety comes first.

Clarity of communication matters as much as the decision itself.

Temporary changes should be proportionate and reviewed regularly.
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22. Student voice and representation
Students are partners in improving the college. Feedback should not be treated as a courtesy 
exercise; it should shape teaching, support, facilities, systems, and culture over time.

Student voice includes formal surveys, course reps, focus groups, informal feedback, union 
activity where applicable, and day-to-day dialogue with staff.

Ways to contribute
 Complete surveys honestly and constructively.
 Volunteer or stand as a student representative.
 Raise course-level issues through the agreed channels.
 Join forums, events, or improvement groups.
 Share both what works and what needs to change.

Good feedback practice
The most useful feedback is specific, respectful, and solution-focused. Saying that something 
is 'bad' is less helpful than describing what happened, why it mattered, and what would 
improve the experience.

Students should not fear negative treatment for raising legitimate concerns in good faith.

Closing the loop
The college should tell students what has changed because of feedback wherever feasible. 
This helps build trust and encourages participation.

Not every suggestion can be implemented immediately, but reasons should be explained 
when major changes are not possible.
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23. Staff quick-reference operating notes
This section is included deliberately for AI document chat demonstrations. It gives concise 
operational prompts that staff might search for quickly, such as when to escalate attendance, 
when to create a safeguarding concern, or how to signpost a bursary query.

These notes are not a substitute for full procedure manuals, but they create realistic retrieval 
scenarios where the user needs a fast answer linked to the wider policy context.

Attendance quick reference
 Three consecutive missed sessions without notice should normally trigger direct student 

contact and welfare consideration.
 Where attendance drops below 90%, arrange review and action planning rather than 

waiting for further decline.
 Where barriers appear financial, travel-related, or wellbeing-related, signpost support 

immediately.

Safeguarding quick reference
 Record facts, not assumptions.
 Do not promise absolute confidentiality where someone may be at risk.
 Escalate immediate risk urgently and do not delay because a manager is unavailable.
 Use designated safeguarding channels rather than personal notes or informal messaging.

Academic integrity quick reference
 Clarify the permitted level of AI use before assessment starts.
 Keep assessment instructions explicit and archive the published version.
 Where authenticity is in doubt, gather process evidence before reaching conclusions.
 Use educational responses for poor practice where appropriate, but do not ignore 

repeated or deliberate misconduct.

Student services quick reference

Fast triage examples
Situation Typical response Owner

Student says they may stop 
attending due to travel cost

Urgent bursary / hardship 
signpost

Student services

Student discloses controlling 
relationship

Safeguarding escalation DSL team

Student wants to challenge 
grade because they disagree 
with comments

Explain review and appeal 
grounds

Tutor / Quality

Student cannot log in and 
misses online deadline

IT support plus tutor 
notification

IT helpdesk
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24. Frequently asked questions
This FAQ section uses plain question-and-answer wording to improve search quality for AI 
document chat systems. It intentionally mirrors the way real students phrase concerns.

Where a short answer depends on another section, that dependency is stated clearly so 
retrieval systems can return both the direct answer and the relevant policy context.

What happens if I miss three classes?
If you miss three consecutive sessions without notice, the college will usually trigger a Stage 
1 attendance intervention. That normally means direct contact, a welfare check, and agreed 
actions to support your return. Repeated absence after that may lead to more formal review.

Can I use ChatGPT or another AI tool in my coursework?
It depends on the rules for the specific task. Some tutors may allow limited AI use for 
planning or language support, while others may prohibit it. You must not submit AI-
generated work as if it were your own if the task requires independent authorship.

Who do I tell if I am worried about a student or about myself?
Tell a safeguarding lead, tutor, progress coach, student services adviser, or reception team 
member as soon as possible. If there is immediate danger, contact emergency services first 
and then inform the college.

Can I get an extension?
Possibly, but you should ask before the deadline wherever possible and explain the reason. 
Extensions and mitigations are considered according to programme and college rules rather 
than being automatic.

Will poor attendance affect bursary support or progression?
It can. Some support arrangements and progression decisions consider attendance, 
engagement, and continued enrolment alongside other factors.

What if I do not feel safe travelling in severe weather?
Check official college updates first. If travel is genuinely unsafe for you, notify the college as 
early as possible and explain the situation.

Can the college keep a safeguarding disclosure secret?
Not always. If someone may be at risk, the college may need to share information with the 
right professionals, but it should do so sensitively and explain the reason where possible.
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25. Glossary, quick answers and escalation map
The glossary and escalation map help users navigate the document efficiently. This final 
section is particularly useful for AI search because it contains concise definitions and role-
routing statements.

Where a student is unsure where to start, the safest default is usually to contact a tutor, 
progress coach, or student services, unless the issue is urgent safeguarding or emergency 
risk.

Glossary
 Authorised absence: absence accepted by the college for a valid reason.
 Curriculum manager: leader responsible for a course area or department.
 DSL: designated safeguarding lead or deputy safeguarding lead.
 Mitigating circumstances: serious circumstances that may affect assessment performance 

or deadlines.
 Reasonable adjustment: agreed change that helps remove barriers for a student with 

identified need.

Escalation map

Who handles what
Situation Typical response Owner

Immediate danger or 
medical emergency

Emergency services, then 
college

Emergency route

Safeguarding concern or 
worrying disclosure

Designated safeguarding 
team

Safeguarding

Attendance dropping, 
missed sessions, 
disengagement

Tutor or progress coach Curriculum support

Bursary, hardship, travel 
support

Student services Financial support

Assessment clarification or 
extension query

Tutor first Curriculum team

Formal complaint or appeal Published complaint/appeal 
route

Quality / complaints

Account access or system 
problem

IT helpdesk Digital support

Final note
A handbook works best when it is used regularly rather than only in moments of difficulty. 
Students are encouraged to revisit relevant sections throughout the year, and staff should 
signpost it consistently so that expectations remain clear and support is easy to access.

For AI document chat pilots, this synthetic handbook is intentionally rich in headings, policy 
statements, scenarios, thresholds, and plain-language questions to support robust retrieval, 
summarisation, and answer generation.
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Appendix A. Sample student scenarios
These sample scenarios are included to increase realism for document-chat testing. They use 
natural language descriptions of common college situations so that systems can be tested 
against indirect or messy questions rather than only clean policy wording.

Each scenario is illustrative and should be interpreted alongside the relevant main sections 
of the handbook.

Attendance and welfare
Jordan has missed three consecutive sessions and has not replied to messages. The tutor 
should make direct contact, consider welfare concerns, and record the outcome of the 
attempted contact.

Amira attends physically but rarely participates, submits no directed study, and leaves early 
from workshops. The issue is engagement as well as attendance and should be addressed 
through tutorial support.

Ben's attendance falls after his bus route changes. Travel cost and reliability may be the root 
barrier, so bursary or travel support should be explored quickly.

Academic integrity and AI
A learner submits an essay with fluent language but cannot explain the main argument or 
the sources used. This may justify an authenticity conversation and a request for process 
evidence.

A student uses AI to generate revision questions and then answers them independently in 
their notes. This may be acceptable if the course rules permit that kind of support use.

An assignment contains fabricated references that do not exist. Whether created manually 
or by AI, the work is not acceptable and may trigger misconduct review.

Safeguarding and wellbeing
A student tells reception they are frightened to go home but asks staff not to tell anyone. Staff 
should not promise complete secrecy where there may be risk.

A learner reports that a former partner is repeatedly waiting outside campus. This should be 
taken seriously and escalated through safeguarding and security routes.

A student posts concerning statements online overnight and then misses the morning 
session. Staff should consider a welfare check and safeguarding consultation.

Support and accessibility
A student with a temporary hand injury cannot complete written classroom tasks as usual. 
Short-term adjustments may be appropriate while evidence is obtained.

A learner says they were too anxious to attend an oral presentation and now wants to know 
the next step. This may need tutorial discussion, support review, and assessment guidance.

A dyslexic student receives feedback that spelling errors reduce clarity in written work. 
Support should focus on accessible strategies as well as course expectations.
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Appendix B. AI retrieval test prompts
The prompts below are included so the handbook can be used immediately in a retrieval-
augmented generation demo. They are phrased in the way users often ask real questions.

 How many sessions can a student miss before someone checks on them?
 What does the college say about using AI in assignments?
 Who should I tell if a learner says they do not feel safe at home?
 Can a student appeal just because they wanted a better grade?
 What should happen when attendance drops below 90%?
 Does the handbook say anything about transport problems affecting attendance?
 Can the college share safeguarding information even if the student asked it to be kept 

secret?
 What are the expected behaviours on placement?
 How do I report a data protection concern?
 What support can be offered for temporary conditions or injuries?
 What is the difference between a complaint and an appeal?
 Can poor attendance affect bursary support?
 What should staff do if a learner cannot explain submitted work?
 What counts as prohibited misuse of college systems?
 What are the first steps after an accident in a workshop?
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