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Welcome to Perth College UHI, we are delighted that 
you have chosen to come and study with us.
 
We will work with you to ensure that you have the most beneficial 
and enjoyable time here. We want you to leave with the skills, 
qualifications and knowledge to allow you to move on to the next 
stage of your education or working life. I wish you well for your 
time at Perth College UHI and hope to meet you at some point 
during your time with us. 

Margaret Cook,
Principal and Chief Executive.

Principal’s Welcome
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Where Are My Classrooms?

You will be given a timetable for all classes which will 
also highlight the room numbers. Here’s how the room 
numbering system works.
The first number tells you where the room is located 
(eg. 505, first floor Goodlyburn):

Brahan Building

0 - is on the ground floor of Brahan

1 - is on the first floor of Brahan

2 - is on the second floor of Brahan

3 - is on the third floor of Brahan

4 - is on the ground floor of Goodlyburn

5 - is on the first floor of Goodlyburn

6 - is on the second floor of Goodlyburn

7 - is on the third floor of Goodlyburn

Goodlyburn Building

Main 
Car 
Park

Brahan 
Building

Student
Residences

Campus Road
Walking Path

Goodlyburn
Building

Dunne
Aeronautical 
LabratoryAcademy of 

sport and 
Wellbeing

Business Link

Centre for              
Mountain Studies

The 
Union 
Link

Nursey
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Welcome to Perth College UHI 
Language School 

Welcome to Perth College Language School.  Our 
aim is to help you improve your English Language 
skills. Studying here will give you the chance to mix 
with people from other cultures and to build your 
confidence in communicating in English.  You have 
the opportunity of gaining two types of award while 
studying here:

Scottish Qualifications Authority (SQA)

• Students complete 2 stand-alone ESOL units at an 
appropriate level from National 2 to Higher

Cambridge English 

• Students have the opportunity of sitting a 
Cambridge ESOL exam at the end of the course, in 
June. These exams are KET/ PET/ First/ Advanced.

For more information about SQA and Cambridge 
English, see section 6.

Ethos 
Our students come from many different countries 
and have different backgrounds, cultures, religion and 
languages. This diversity is helpful for learning English, 
and our ethos is one of respect and support for one 
another. We expect students to: 

• Work with each other in class in pairs and groups, 
listening to one another and respecting everyone’s 
contribution

• Show tolerance and respect for one another’s  
views and culture

• Not express extremist views that may be 
offensive to others

• Not behave in any way that is abusive or 
disrespectful to other students or staff

Induction
On your induction day you will meet your classmates 
and some of your teachers. 

Induction will include:

• Enrolment forms

• Overview of the course

• Your timetable

• Tour of the campus

• Information on bursaries

• Information on health, safety and safeguarding 
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The ESOL Course

Aims
Our aim is that you will improve your English language 
skills and knowledge, helping you with life in Scotland 
and with jobs and other studies in the future. You will 
develop your skills in reading, writing, speaking and 
listening, and your knowledge and use of grammar, 
vocabulary and pronunciation. Your lessons will also 
cover different aspects of society and culture in 
the UK. You will have the opportunity to gain ESOL 
qualifications. 

Your course will also help you to develop study skills, 
IT skills and employability skills.

Structure and Content
Our course has three main strands

• Course book

• SQA Units / Exam Preparation

• Skills Lessons

Course book
You will follow two course books during the academic 
year 

• One course book in each semester.  

• The course book will be appropriate for your level.  

• Each course book covers a range of topics, for 
example: jobs, food, health, travel, and covers a 
programme of grammar and skills practice

SQA Units 
(Scottish Qualifications Authority) 
• You will complete two SQA units during the year – 

the first from September-November, the second in 
January-February.

• Each of the units you study will develop your 
language skills.  These are: speaking, listening, 
reading and writing

• You must pass the assessments in each of the skills 
to achieve the unit

Exam Preparation 
• In March there will be a Mock Exam at an 

appropriate level in preparation for the Cambridge 
ESOL exams and, depending on your progress, you 
will have the opportunity to prepare for and sit a 
Cambridge exam in June

• From March to June you will have exam 
preparation classes

Student devised Skills Lessons
• Students suggest a list of topics that they would like 

to study and teachers plan sets of lessons based on 
these topics

• Lessons will cover the 4 skills of reading, writing, 
listening and speaking.

You will also have:
• One hour per week as a computer based lesson - 

this is a good opportunity to improve your ICT skills 
and your listening and reading skills, with teacher 
support

• PDP – Personal Development Planning – regular 
lesson time to monitor your personal progress and 
discuss it with your Personal Academic Tutor (PAT). 
This includes at least three one-to-one tutorials 
during the year.

Study Time
You will have 11 lessons per week. Each lesson is 1 hour 
40 minutes long.

You will study for three full days and one half day per 
week and will have a total of 18 hours and 20 minutes 
of timetabled teaching.

You are also expected to study in your own time for 
about 30 minutes each day.  Teachers will also set 
additional homework. This will help you remember the 
things you have learned in class.
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Teaching and Learning 

On application, we will invite you to come to College 
for an interview and a level test.

If your application is successful, we will place you in 
a class of students who have a similar level of 
English to you.

Your Teachers
Each class will have between 3 and 5 teachers.

• One of these teachers is your  
Personal Academic Tutor (PAT).

• Your PAT will tell you how your language 
skills are progressing.

Each teacher has their own teaching style, so you will 
learn in different ways during your time here.  

Our teachers come from different parts of Scotland, 
the UK and Europe, so you will hear different authentic 
English accents.

Learning
All classes are face-to-face and you will:

• Work as part of a class

• Work as part of a group 

• Work in pairs

• Work individually

During your self-study time and your one-hour ICT 
lesson, you will be able to access the College VLE 
(Virtual Learning Environment), where teachers post 
learning resources, practice materials and tasks.

To make progress it is important that you play an 
active role in your own learning, fully engage with 
the range of class activities and take opportunities to 
practise using English out of College. 

Class Rules
While studying in class there are some 
rules which you must obey in order to 
enhance your learning experience.
• Be on time for the start of your class.

• Mobile phones. Do not take phone calls during class 
time, except in emergencies.  Use the classroom 
dictionaries, not your phone, to look up words.

• Classrooms are locked at the end of every lesson 
to enable you to mix with other college students 
during breaks. Please do not stand around in the 
Language School corridor at break times, as it is 
quite narrow and easily blocked.

• Eating and drinking is not allowed in the classrooms, 
except for water in a closable container. Drinking 
water will keep your brain active and improve your 
learning.  

• The classroom language is English. Try to use 
English at all times in class as this will improve 
your language skills more rapidly. Using your own 
language can also be a problem for other learners. 

• If you do not understand something, don’t ask 
someone who speaks your own language to explain 
it to you, ask your teacher.  
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Assessment and 
Achievement 
During your time at the Language School you will be 
continually assessed to check that you are making 
progress. Your teachers will give you feedback on 
assessed tasks and tests. 

Tests and Assessments
All of the following assessments are mandatory parts 
of the course. You must complete them all, as well as 
homework tasks and the attendance requirement, to 
receive a completion certificate at the end of the course. 

Course Book Assessments
Each unit of the course book you follow will have a test. 

These cover the grammar and vocabulary you have 
studied.  

It is important to study in your free time before the 
test. 

You are expected to do about half an hour’s study 
each day to prepare you for this. 

Teachers will tell you when you are having each test 
Usually about one week before the test date.

We record your results so that you can see your 
progress.

SQA Assessments
• SQA assesses reading, writing, speaking and 

listening skills.

• Each class will be assessed when the teacher thinks 
they are ready.

• Your teacher will tell you the dates of each 
assessment.

To pass the Unit you must pass all the 
assessments.
• You can have 2 attempts at an assessment. 

• In exceptional circumstances we may allow you to 
have a third attempt.

Portfolio
As well as course book tests and SQA assessments, 
additional pieces of class work will be assessed and 
recorded in a portfolio of work, to gain the credits 
required to complete the course. This will include 
assessment of:

• reading, writing, speaking and listening – in both 
semesters

• ICT skills – in semester 1

• exam preparation and techniques  - from March 
onwards

• Your teachers will tell you which pieces of work will 
be included in your portfolio

Exams
Cambridge Exams take place in June, at the end of 
the course. If you are on a funded course, you will 
qualify for free entry to an exam, as long as you 
meet attendance requirements (80%), pass SQA 
assessments and pass a mock exam.
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ESOL Qualifications

The Language School offers the opportunity to study 
for qualifications with two different bodies: Scottish 
Qualifications Authority (SQA) and Cambridge 
English.

SQA English for Speakers of Other 
Languages (ESOL)   
SQA is the national body in Scotland which is 
responsible for the development, accreditation, 
assessment and certification of academic 
qualifications.  

• Your course includes 2 SQA ESOL Units. 

• SQA ESOL qualifications are for candidates whose 
first language is not English.  They assess the skills 
of Speaking, Writing, Listening and Reading.  The 
topics and tasks cover various aspects of everyday 
life in the UK, including work, study, community and 
social situations.

• There are 5 levels of qualification: National 2, 
National 3, National 4, National 5 and Higher. These 
are aligned with the Council of Europe Framework 
for Languages (CEFR) (See table on page 10)

• Each level includes units of work focussed on 
different aspects of English use, such as work, study, 
everyday life.

• Each Unit has 4 Outcomes (assessments) – Reading, 
Writing, Listening and Speaking.  

• Your teachers will select 2 Units – one in each 
semester.

SQA Assessment
Your SQA teacher sets dates for assessments 
which take place during a lesson. You are allowed 2 
attempts for each assessment. In exceptional cases 
you may have a third attempt. There are normally 4 
assessments for each SQA unit: 

• Speaking – recording of a conversation, role-play,  
or a presentation.

• Writing – a text with 2 drafts and a final copy (eg a 
form, note, diary entry, email or letter, essay).

• Listening – a short test or short conversation.

• Reading – a short test.

• Keep a record of your assessments in your Personal 
Development Plan Booklet.

• If you cannot attend an assessment, you must speak 
to your teacher in advance.

• If you miss an assessment without telling your 
teacher, you will fail your first attempt. You teacher 
will tell you when you can sit the missed assessment 
but this may be at the end of the unit. 

• If you are ill on the day of an assessment you will 
need evidence, such as a medical self-certificate.

• If you fail an assessment (but not if you miss one) 
you will be able to take another one, providing your 
teacher thinks you are ready.

Evidence of Progress
SQA assessments lead to an SQA certificate for 
successfully completed Units and show evidence of 
progress and achievement.  Results will be taken into 
account, together with attendance and other evidence, 
in decisions on final examinations or possible 
withdrawal from the course.  If you fail to take or pass 
assessments, you may not get a College Completion 
Certificate at the end of the course

Cambridge English  
• Cambridge English exams are recognised and 

valued all over the world. 

• Exam dates are set by Cambridge and exams are 
marked externally.

• The Cambridge exams are: Key (KET), Preliminary 
(PET), First and Advanced. These are aligned with 
the Council of Europe Framework for Languages 
(CEF) (See table)

• You will sit a mock (practice) Cambridge exam at 
the beginning of March. Depending on the result of 
this, you will have the opportunity to be entered for 
a Cambridge English Language exam in June at an 
appropriate level.  

• Cambridge exams test all the language skills, as 
well as grammar and vocabulary. There is a separate 
speaking test.

• Your course books, and additional exam preparation 
lessons from March onwards, will help prepare you 
for these exams.
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Attendance Requirements

Attendance Requirements 
for EMA or Bursary

• The minimum attendance for successful course 
completion is 80%.

• Sometimes we know that you cannot come to class 
if you are ill, for family reasons, etc.  Unavoidable 
absences for medical appointments, interviews or 
short periods of illness are part of the other 20%.

• Attendance is recorded for every class. If you leave 
early or arrive late for class, you will be marked 
absent for the part of the class you miss.

• If you are absent for any reason you must phone 
Janis in the first instance on 01738 877806 or  
janis.scott.perth@uhi.ac.uk. 
Alternatively you should tell the Director of Studies.  

• If you are off sick for up to 5 days you must 
complete a self-certification form. If you are sick 
for more than 5 days you will need to submit a note 
from your GP. 

• Attendance records for Education Maintenance 
Allowance (EMA) and bursary payments are 
maintained by Janis (International Centre). Please 
speak to her if you have any questions about 
bursaries or EMAs, not to your teachers.

• If you receive EMA Funding, you need 100% 
attendance in each payment period. It is your 
responsibility to maintain your attendance.

• For a Bursary, you need 100% in each payment 
period. It is your responsibility to maintain this level.

• If your attendance falls below the required level, the 
EMA or bursary will not be paid. Remember that if 
you leave early or arrive late for class, you will be 
marked absent for the part of the class you miss. 

• If you need to be absent for an essential medical 
appointment you must provide evidence of the 
appointment and complete an authorised absence 
form prior to being absent.   If you are absent 
for any other reason, you must complete a self-
certification form and give it to Janis. It is your 
responsibility to do this.

• It is your responsibility to monitor your own 
attendance weekly. You will be able to check it with 
your Personal Academic Tutor and keep a record.

• If your attendance, conduct or progress fall below 
an acceptable level, your Personal Academic Tutor 
or another member of staff will discuss this with 
you. If it does not improve, you will receive a formal 
written warning and you may be withdrawn from 
the course.

Working and Appointments
• If you have a job, you must make sure that your 

working times are not when you have a class.

• Arrange appointments for times when you are not 
in college – before 9am, after 3.30pm, or on the day 
or afternoon when you don’t have classes.

• The maximum number of absences allowed is 15 
during the academic year. One absence is a day or 
part of a day.

• Doctor’s certificates are essential if you’re receiving 
a bursary or EMA and are absent for 5 days or more.

• You also need to show you are making progress 
on your course and your conduct is satisfactory – 
your teachers and Personal Academic Tutor will be 
asked for reports on progress and conduct. If we are 
not able to report progress, your bursary may be 
stopped.

Discretionary Fund
• Some assistance may be available from the 

Discretionary Fund to students who are 
experiencing particular financial difficulty. Student 
Services can direct you to our Student Funding 
Team for more information. 

• Council Tax: If you are living alone or with other full-
time students, you may be exempt from council tax. 

• If you are living with non-students who have an 
income, you may be able to get a reduction in 
council tax.   Please speak to the International 
Centre for more information.
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Help and Advice

Language School
We will help you study while you are here.

Teachers
If you don’t understand something in class, ask your 
teacher.  They will be happy to help you.

Personal Academic Tutor (PAT)  
• Each class has a Personal Academic Tutor (PAT).

• Your PAT’s job is to monitor your attendance and 
your progress. 

• You will have three 1-1 tutorials with your PAT during 
the year.  Your PAT will tell you which things you are 
good at and which things you need to keep working 
on.  Your PAT will also tell you what you can do to 
improve your study skills.

• If you or your class want to change something 
about the way the classes are taught, ask your PAT.

Director of Studies
If you want some help or advice with your studies that 
your teachers or PAT cannot help with, please speak to 
the Director of Studies.  We will try to find answers to 
your questions.

International Centre -  
Brahan Building Room 034
International Centre staff are available to help 
with other issues you may have. The International 
Centre Administrator, Janis Scott, is your main  
point of contact.  She is also available in the  
Language School in room 712.

The International Centre staff help with College 
administration, bursaries, visa information and general 
advice about anything not connected with teaching, 
such as:

• Registering and paying for exams

• Local information

• Work regulations

• Visa queries

• Arrival information and pick-up from the airport

• Social programme

• Opening a bank account

• Registering with the police if you are  
not an EU student

• Registering with a doctor

• Extending your student visa
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Other College Support and Facilities

Student Services
Student services, based in Brahan Building, offer 
support for students such as:

• Careers advice and university entrance

• Bursaries and financial problems

• Personal or health issues, including  
counselling services

• Additional support needs – If you have a condition 
that makes learning difficult, you will need to see the 
Additional Support team, who can write a Personal 
Learning Support Plan (PLSP) if appropriate.

You can make an appointment in the Brahan Building 
with an appropriate person. Ask at Reception. Make 
sure your PAT knows if you have any issues that affect 
your learning.

Library and Study Centre  
This is in Brahan building. There is a large selection 
of listening and reading material, including grammar 
reference books and dictionaries, magazines and 
graded readers. Some of these have a CD. You can 
also borrow DVDs and music CDs. The Library staff will 
help you find what you need.

You can also use the library as a place to study.

Library opening times:
Term time
8am to 9pm Monday to Thursday,  
8am to 4.45pm on Fridays

Holidays
9am to 4.45pm Monday to Friday

Information Technology  
When you have enrolled, you will get a Student Card 
and number. You need to use this number and your 
password to access College computers. You will have 
one hour per week of classroom time using computers 
in the ICT suite and you can ask your teacher if you 
need help with using a computer.

Any work you create on the computers can be saved 
on your own personal H Drive, and can be accessed 
from any computer on the College network. 

You also have your own Perth College Outlook 
e-mail account. You will receive messages from the 
college here. Your teachers will also post tasks on the 
College’s Virtual Learning Environment (VLE). The VLE 
and email are accessed using your student number 
and password.

Printing and photocopying
You can use the photocopiers and printers on campus. 
There are charges, but your account will be credited 
with £8 at the start of your course so that you can 
print any essentials free of charge.

Academy of Sport and Wellbeing 
The Academy of Sport and Wellbeing (ASW) is the 
student leisure and wellbeing facility based at Perth 
College. It offers leisure facilities and classes as well 
as hair, beauty and wellbeing treatments. Student 
Memberships are available

Call 01738 877 313,  email pccwinfo.perth@uhi.ac.uk , 
or go and visit the ASW building for more information.

Prayer and Quiet Room – Goodlyburn 
Building Room 506 (ground floor)
This is available for staff or students to use, for prayer, 
or personal quiet time and reflection. It is multi-
purpose and not for any one particular faith.

Open from 8.30am – 5.30pm; after that time you can 
borrow the key from reception

Move the sliding notice to ‘In use’ when you enter the 
room, and to ‘Vacant’ when you leave.
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Course Team and Contact Details

Director of Studies John Small john.small.perth@uhi.ac.uk 01738 877418 704
Teacher / PAT Katie McClements katie.mcclements.perth@uhi.ac.uk 01738 877416 704
Teacher / PAT Greg McKenzie-Milne greg.mcKenzie-milne.perth@uhi.ac.uk 01738 877416 704
Teacher / PAT Marie-Christine Graham marie-christine.graham.perth@uhi.ac.uk 01738 877416 704
Teacher / PAT Kate Fenn-Tye Kate.Fenn-Tye.perth@uhi.ac.uk 01738 877416 704
Teacher / PAT Veronica McIldowie veronica.mcildowie.perth@uhi.ac.uk 01738 877416 704
Teacher / PAT Emma Cooper Emma.cooper.perth@uhi.ac.uk 01738 877416 704
Teacher Aga Styczen agnieszka.styczen.perth@uhi.ac.uk 01738 877416 704
Teacher Tamar Shaw Tamar.shaw.perth@uhi.ac.uk 01738 877416 704
Teacher Iain Walker iain.g.walker.perth@uhi.ac.uk 01738 877416 704

International 
Centre 
Administrator Janis Scott janis.scott.perth@ubi.ac.uk 01738 877806 034

Accommodation 
Assistant Kirsty Provan kirsty.provan.perth@uhi.ac.uk 01738 877268 034

Compliance Officer   Sharon Porter sharon.porter.perth@uhi.ac.uk 01738 877327 034

Student Services Brahan Building 01738 877379 ground floor
 Goodlyburn Building 01738 877 506 ground floor
Student 
Association Webster Building 01738 877 380
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Students’ Association
The Students’ Association is here for you.  It is your voice 
within the College and exists to represent students’ 
ideas and opinions on aspects of College and student 
life.  It offers welfare advice and support to students by 
working with College staff and external agencies.

Membership of HISA – Highlands and Islands Students’ 
Association - is free and automatic for all Perth 
College UHI students.  

HISA is based within The Union at the Webster 
Building on the main campus. 

Monday, Wednesday and Friday 8.30am–4.30pm 
Tuesday and Thursday 8.30am–9pm 

It’s the social space for students within the College.

Get the latest news by liking our Facebook page  
or following us on Twitter.

Bullying and Online Safety
Bullying
• Bullying is behaviour that hurts someone else – 

such as name-calling, hitting, pushing, spreading 
rumours, threatening or undermining someone. 
Repeatedly refusing to include or speak with 
someone can also be bullying behaviour.

• It can happen in class, on campus or online. It’s 
usually repeated over a period of time and can hurt 
someone both physically and emotionally.

• Bullying of any students is not acceptable. We 
expect students to respect and support one another 
regardless of different personalities, views and 
cultural backgrounds.

Online safety
• Bullying that happens online, using social networks, 

games and mobile phones, is often called 
cyberbullying. Students should report any concerns 
to their PAT or a DCPO. 

• Your ICT induction will include advice on staying 
safe online. 
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Class Representatives

Travel and Parking

Each class in the college appoints 2 representatives, 
Class Reps, who act as an official link between the 
class and the teachers.  The job of the class rep is 
to pass student comments to teachers, and provide 
feedback to the class.  This is done at a formal Course 
Committee meeting.

Travelling to College
The easiest way to travel to College, and around  
Perth is by bus.  

A one-week Megarider pass costs between £10.80 and 
£15.10 depending on which zone you travel from.

A four-week Unirider student pass costs:                                            
Zone 1 – £30, Zone 2 – £38 and Zone 3 – £45.

Parking
The College car park daily charges are as follows:

50p – up to 4 hours

80p – over 4 hours

You park at your own risk. The College is not 
responsible for damage to or loss from parked 
vehicles.

There are 2 Course Committee meetings each 
academic year which class reps and teachers attend.  
The class reps discuss the running and delivery of the 
course with the class and collects comments from 
the class. At the meeting the reps talk to the teachers 
about what the class has said.  Class reps receive full 
training for their role from the college.
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Health and Safety

Safeguarding Under 18s

Health
You should register with a doctor as soon as possible.  
This is free, and it is difficult to receive treatment 
without being registered.  At present in Scotland, 
medicines prescribed by your doctor are free.  Ask at 
the International Centre for help with registering with 
a doctor.

First Aid
If you need First Aid, ask at the Goodlyburn or Brahan 
reception for the First Aider. These specially trained 
members of staff can help with minor wounds or illness. 
For serious incidents, professional help will be called.

Smoking
We do not permit smoking around the buildings and 
along the pathways between the buildings.  Staff, 
students and visitors are permitted to smoke in the 
designated shelters.

Level of Care and Support (LCS) Agreement
*Note:  Students under the age of 16 are not accepted 
for this course.

Perth College UHI is committed to providing a safe, 
supportive environment.

• All students, homestay providers, teachers 
and administrators have access to the College 
Safeguarding Policy and Procedure: Protecting 
Children, Young People, Adults at Risk and Staff.  It 
is the responsibility of everyone to make sure our 
younger and more vulnerable students are safe and 
secure. 

• Whilst enrolled on a course at Perth College UHI 
Language School, students under the age of 18 
will be covered by an additional Level of Care and 
Support as outlined in the LCS Agreement.

• On arrival at the College, students will be given 
guidelines on staying safe outside scheduled lesson/
activity times and they will be expected to behave 
responsibly and follow those guidelines because 
college staff will not be supervising them during 
these times.

• In order to provide the best possible level of care 
and support, Perth College UHI will ensure that 
students under the age of 18 will be:

Fire Safety
Fire alarm testing takes place weekly:

Tuesday 10.30am – Goodlyburn Building
Tuesday 10.30am – Brahan building
Tuesday 10.45am – Webster Building

If you hear the alarm at any other time, walk quickly to 
the nearest fire exit and leave the building. Wait at the 
appropriate meeting point for your lecturer, and for 
your classmates to be counted.  Do not re-enter the 
building unless instructed to do so.

You are responsible for taking steps to keep yourself 
safe by attending to your surroundings.  If you 
see anything you think may be dangerous, or feel 
threatened by anything, tell a member of staff 
immediately.

• Allocated Designated Child Protection Officer 
(DCPO) – Janis Scott.

• Given a weekly meeting where they will be 
encouraged to speak to the Designated Child 
Protection Officer about any concerns.

In addition, students from outside  
the UK will be:

• Accommodated with a homestay provider on a full-
board basis.

• Given a 24-hour emergency phone number for their 
own/their parents’ use.

• Required to use the Nominated College Taxi 
Company, for airport transfers at a cost of £140 
each way to/from Edinburgh, unless they are 
accompanied by a responsible adult.

• Allowed overnight stays, elsewhere than homestay, 
only with parental consent at least 3 days ahead.

• Expected to be in the homestay by 10pm every 
evening.

• Any students found ignoring these and other safety 
guidelines, eg curfew, may be disciplined.
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Rights and Responsibilities
At Perth College UHI we aim to offer all our students an excellent experience of learning and College life. This 
Charter details what you, as a student, can expect while you study with us, and what your responsibilities are as a 
member of our College community.

As a Perth College UHI student you can expect:

• A prompt, efficient and fair response when we deal 
with any enquiry you might make.

• A comprehensive Induction Programme that 
introduces you to the College and your course and 
that aims to help you quickly settle into college life.

• An excellent learning experience that involves 
a range of teaching and learning methods 
quality learning resources, effective feedback on 
assessments and progress and which supports 
success and achievement.

• Access to a wide range of catering facilities, library 
and ICT resources, and other amenities and services 
to support your learning and overall experience of 
the College.

• Appropriate and effective advice and support if you 
have a disability or an additional support need.

• A range of impartial information, advice,guidance 
and support services covering education, careers, 
employability, student funding, personal wellbein 
and mental health and spiritual care.

• A range of information documents and resources 
outlining services and support available within 
the College, and a Course Handbook which 
provides information about the content, delivery, 
and management of your course, and details the 
assessments you will be required to complete.

• A range of opportunities to comment on your 
course and your experience of the College as a 
whole, and to contribute to on going decision 
making and development planning within the 
College.

• A prompt and thorough investigation of any 
complaint you might make and a conclusion within 
a reasonable time.

• An environment in which good relations between 
all people is promoted and in which diversity is 
recognised and valued.

As a Perth College UHI student it is your 
responsibility to:

• Commit fully to your course of study, and put your 
best efforts into all of your work.

• Take personal responsibility for your own learning 
and success

• Attend all of your classes and always arrive on time.

• Comply with all college and course requirements, 
including meeting deadlines for the completion  
of work.

• Treat all other students and members of the College 
staff with respect and courtesy.

• Conduct yourself responsibly as part of the College 
community.

• Follow the Student Disciplinary Code.

• Respect the College buildings and environment.

• Never drop litter or deliberately damage any 
College property.

• Only smoke within designated areas on the campus.

• Follow our Health and Safety rules at all times and 
wherever you are on the campus.
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Student Code of Conduct
Attendance 
Students should attend 100% of their classes and 
arrive on time.  

Students should report sickness absence.

PATs monitor the attendance of each class  

Performance
It is important that you engage with your study.  This 
means not just attending classes but also taking 
part in discussions and class activities and doing 
homework.

You should complete all assessments and attend 
exams. If you don’t, you may not get another 
opportunity to do so. 

Your PAT will monitor your performance. We can make 
allowances for special reasons for not attending for an 
assessment, if you tell us. 

Equality and Diversity
In line with Scottish and UK legislation, the College has 
policies and procedures on Equality and Diversity.

These ensure that no one is discriminated against in 
terms of the following characteristics:  age, disability, 
gender reassignment, marriage and civil partnership, 
pregnancy and maternity, race, religion and belief, sex, 
sexual orientation.  

Students should be respectful to staff, other students 
and college property. 

If you feel that anyone in the College has discriminated 
against for any of these reasons, speak to your PAT or 
to Janis Scott in the International Centre.

Student Disciplinary Code
The main points of this code are:

Behaviour  
You must conduct yourself in a professional and 
courteous manner at all times whilst at the college, on 
college business or whilst on public transport to and 
from the College. For example you must not:

• Damage or steal property

• Infringe any college policies or safety rules

• Abuse, threaten or bully anyone, including online

• Be under the influence of alcohol or drugs  
within College 

Your behaviour will be monitored by your tutor.  If 
you breach the code of conduct you may subject to a 
disciplinary.  

Academic misconduct  
• You must produce your own work in assessments.  

• If you breach the code of conduct through 
academic misconduct, such as plagiarism or 
cheating, you will be subject to a disciplinary as  
the College takes this very seriously.  

• If found guilty you will be penalised.  The penalty 
could mean losing marks, being asked to do  
an assessment again, or if a repeated behaviour,  
you may be suspended or withdrawn from  
your programme.

Disciplinary Procedure
If there is a problem with your behaviour towards 
other students, staff, or college property, your PAT 
and/or the Director of Studies will speak to you.  If this 
does not solve the problem, the Disciplinary Procedure 
is used.  There are 3 possible stages.  If there is serious 
or gross misconduct, the first stage may be Stage 3.

Full details of the procedure and lists of examples of 
serious and gross misconduct (in Appendix 2) can 
be found on Perth College website in the Student 
Disciplinary Procedure.  

Stage 1 – Formal Verbal Warning
A formal Verbal Warning is issued by the Director of 
Studies and will be given to you in writing for you to 
sign.  A Warning is kept on your student record for 6 
months.  If the behaviour continues or happens again, 
or if you refuse to accept the warning, the information 
will be passed to an Investigating Officer (normally the 
Quality Co-ordinator).

Stage 2 – Formal Written Warning
This is issued by the Investigating Officer and you may 
be suspended from College until a Hearing (Stage 
3) is arranged.  The Investigating Officer will collect 
evidence and arrange a Hearing.

Stage 3 – Hearing
You will hear the evidence the Investigating Officer 
has collected and will be able to explain your point 
of view.  You can bring another person to the 
Hearing – a relative, friend, or representative from the 
Students’ Association.  Depending on the findings of 
the Investigation, a Hearing could result in a Verbal 
Warning, Written Warning, Final Written Warning or 
withdrawal from your course.
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Complaints
If you have a complaint, please tell us.  If we do not 
know about it, we cannot give you an explanation or 
solve the problem.  You can make a complaint face-to-
face, by phone, in writing or by email to any member 
of staff.

Complaints are confidential.  Information will only 
be shared with people who need that information 
to investigate the complaint or to contact you.  All 
complaints are reported to the Quality Manager.  Full 
details of the complaints procedure are on the College 
website:

The Complaints Handling Process (CHP)
The aim of the CHP is to provide a quick and simple 
process for resolving a problem. The procedure 
involves up to 2 stages:

Frontline Resolution 
This is for straightforward complaints which can be 
resolved quickly and effectively by the person you 
made the complaint to.  The solution may involve an 
apology or an explanation of why the issue happened 
and what will be done to stop it happening again.  

If a solution is not found within 5 working days, the 
complaint will be passed to the Quality Manager or a 
senior member of staff.  They will decide whether the 
complaint needs more time or an Investigation.

Investigation 
If you are not satisfied with the frontline resolution, or 
if frontline resolution is not possible because of the 
seriousness of the case, there will be an Investigation.  
The Investigation will be conducted by the Quality 
Manager, and will normally be completed within 28 
days.  You will be kept informed about the process.

Scottish Public Services Ombudsman (SPSO)
The SPSO is the final stage for complaints about 
all public services in Scotland, including Scottish 
colleges and universities.  If, after full investigation and 
resolution, you are not still satisfied, you can complain 
to the SPSO.

SPSO SPSO

4 Melville Street Freepost EH641

Edinburgh Edinburgh

EH3 7NS EH3 0BR

0800 377 7330 www.spso.org.uk/contact-us 

www.spso.org.uk http://m.spso.org.uk

September 2018

October 2018

Diary
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November 2018

December 2018

January 2019

February 2019
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March 2019

April 2019

May 2019

June 2019



Perth College is a registered Scottish charity, number SC021209.
The information in this publication is for your guidance only and is 
subject to change as part of our policy of continuous improvement.


