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Support Services > College Term Dates

College Term Dates

Autumn Term 2010
Monday 13th September - Friday 17th December 2010

Half Term
25th - 29th October 2010

Spring Term 2011
Tuesday 4th January - Friday 8th April 2011

Half Term
21st - 25th February 2011

Summer Term 2011
Tuesday 26th April - Friday 1st July 2011

www.ccb.ac.uk



3 Support Services > Events Calendar 2010/ 11

September

October

November

December

www.ccb.ac.uk

Wednesday 15th September

Tuesday 21st September and
Wednesday 22nd September

Wk commencing 11th October
Wednesday 6th October
Thursday 7th October
Wednesday 13th October
Thursday 14th October

Wednesday 3rd November

15th - 19th November

Wednesday 1st December
Wednesday 1st December
Thursday 2nd December
Thursday 2nd December
Wednesday 8th December
Wednesday 15th December

Induction

Freshers Fair:
at Pelham Tower (PEL)

at City College East (CCE)

Course Rep Elections

UCAS Preparation Event (PEL)
UCAS Preparation Event (CCE)
Progression Event (PEL)
Progression Event (CCE)

Student Council
Welcome Meeting

Anti-Bullying Week

World AIDS Day

Student Council Meeting (PEL)
Student Council Meeting (CCE)
Disabled Learners Forum

Stay Safe Event (PEL)

Stay Safe Event (CCE)
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January Wednesday 12th January Sport & Health Day (PEL)
Wednesday 19th January Sport & Health Event (CCE)
Wednesday 26th January Student Finance England Event
(PEL)
Thursday 27th January Student Finance England Event
(CCE)
February Wednesday 16th February Student Council Meeting (PEL)
Thursday 17th February Student Council Meeting (CCE)
March Wk commencing 28th February | Diversity Week
Wednesday 23rd March Employment & Training Fair
(PEL)
Thursday 24th March Employment & Training Fair
(CCE)
May Wednesday 11th May Student Council Meeting (PEL)
Thursday 12th May Student Council Meeting (CCE)
Wednesday 18th May Moving On Event (PEL)
Thursday 19th May Moving On Event (CCE)
Wednesday 25th May Charity Day (PEL)
Thursday 26th May Charity Day (CCE)

More events will be planned throughout the year. Keep an eye on Moodle and
the TV screens for more information. You can also talk to the staff in the Student
Centre at Pelham Campus or CCE Campus.

www.ccb.ac.uk



5 Support Services > A Quick Glance Guide

How do I:

The staff in the LRC at Pelham or City College East can do this for you.

There are coin operated value loaders in the Pelham LRC, Room TRLG4 in
the Trafalgar building or in the LRC at City College East. You can also top up
at the issue desks in the LRC at Pelham or City College East.

Visit http://portal.ccb.ac.uk. Click “My Home Drive” in the main menu on
the left had side of the screen.

Visit http://portal.ccb.ac.uk. Click “Student email” in the main menu on the
left had side of the screen.

Visit the Enrolment Centre on the Ground Floor of Pelham or the issue desk
in the Pelham LRC. You will be charged £2.00 for a replacement card.

Contact the Enrolment Centre on the Ground Floor of Pelham.

Email enrolment@ccb.ac.uk with your new details or visit the Enrolment
Centre and fill out a Change of Details form.

Try to pay any library fines as soon as possible. You can do this at the issue
desk in the Pelham or City College East LRC.

Visit the Student Centre either on the First Floor, Pelham Tower or in the
LRC at City College East. There is also lots of valuable information on
www.direct.gov.uk.

Please visit the Student Centre either in Room PT 1.01B, First Floor,
Pelham Tower or in the LRC at City College East.

www.ccb.ac.uk



Support Services > A Quick Glance Guide 6

The Careers team run a drop in throughout the week in the LRC. The City
College East drop in will take place on a Monday and the Pelham drop in
runs from Tuesday - Friday. Times: 12.30 - 2pm.

Contact the Intensive Support team in Room PT 2.22, Second Floor,
Pelham Tower.

Please visit the Student Centre either in Room PT 1.01B, First Floor,
Pelham Tower or in the LRC at City College East, visit the Enrichment
page on Moodle or speak to your tutor. You can also email us your ideas
or questions at studentsupport@ccb.ac.uk

Most courses have online registers so you can check your attendance via
Moodle. Your tutor can show you how to do this.

If you are going to be absent from College you should try to tell your tutor
in advance. If you cannot do this then you must phone the College by
the agreed time on the first day of your absence. Your tutor can tell you
which number to call and you should store this in your mobile phone.

If you have any comments, ideas or suggestions of how we can do things
better then please either speak to your course representative or visit

the Student Centre either in Room PT 1.01B, First Floor, Pelham Tower
or in the LRC at City College East. We can make sure your feedback is
recorded and passed on to the correct person.

Speak to your tutor

Speak to a member of Student Support by visiting the Student Centre
at Pelham Campus or CCE Campus

Email stopit@cchb.ac.uk

Text 07624 802762 starting your message with CCBHSTOPIT

Speak to your tutor if you are having difficulties with your literacy,
numeracy, language skills or coursework. They will be able to advise you
or refer you to our learning support staff.

www.ccb.ac.uk



7 Support Services for Students > The Student Centre

What:

The Student Centre is a central information point for all
students.

Why:

You can contact the Student Centre for any of the following:

General student information and enquiries

How to access other College support services

How to access support services outside of College
Information and advice about financial support such as
the Education Maintenance Allowance (EMA) or Adult
Learning Grant (ALG)

Information about the Be Heard (Student Voice)
Programme

Information about how to ‘Get Involved’ in
enrichment and sport

To book a careers appointment

When:

Pelham Tower: Monday, Tuesday, Thursday: 10am - 4pm
Wednesday, Friday: 10am - 1pm

City College East: Wednesday: 9.30am - 12pm
Thursday: 9.30am - 4pm
Friday: 9.30am - 3.30pm

Where:

Pelham Tower: Room PT 1.01B, First Floor Balcony

City College East: LRC

How:

Visit: Room PT 1.01B
Call: 01273 667709 or dial x709 from an internal phone
Email: studentsupport@ccb.ac.uk

www.ccb.ac.uk




Support Services for Students > Financial Assistance

What:

The financial assistance team offer information and advice
about funding available to students. They also process
payments for the Education Maintenance Allowance, Adult
Learning Grant and Learner Support Funds. Processing
these payments means that the team also monitor student
attendance as only students with 100% attendance can
receive funding.

Why:

You should visit this team for:

Information and advice about the funding that may be
available to you

Enquiries relating to any funding you have applied for
and receive. For some EMA and ALG enquires you may
need to call the Learner Support Service but the financial
assistance staff can help you do this

Enquires relating to any late or missing payments you
believe you are entitled to. Most non-payments are linked
to poor attendance levels so before querying a non
payment you should check your own attendance on
Moodle or speak to a tutor.

When:

Pelham Tower: Monday, Tuesday, Thursday: 10am - 4pm
Wednesday, Friday: 10am - 1pm

City College East: Wednesday: 9.30am - 12pm
Thursday: 9.30am - 4pm
Friday: 9.30am - 3.30pm

Where:

Pelham Tower: The Student Support team are based
in the Student Centre, Room PT 1.01B,
First Floor Balcony, Pelham Tower

City College East: LRC

How:

Call: 01273 667709 or dial x709 from an internal phone
Email: For general enquiries: studentsupport@ccb.ac.uk
For EMA enquiries: ema@ccb.ac.uk
For ALG enquiries: alg@ccb.ac.uk

8
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Support Services for Students > Careers & Professional Skills

What: The Careers & Professional Skills (CPS) team are here to help
you prepare for your next step. This could be another further
education course, a higher education course at University, a
gap year, a volunteering placement or employment.
Why: You should visit the CPS team for information or advice on
any of the following:
UCAS applications
Student Finance England applications
Other financial support for Higher Education
Help with your CV
How to find a job
Help with job application forms
Mock interviews
To book a one-to-one careers advice appointment with a
qualified careers advisor
When: Pelham Tower: Drop-in service available in the Learning
Resource Centre Tuesday - Friday
between 12.30pm - 2pm
Booked careers appointment available on
request - times vary.
City College East: Drop-in service available in the CCE LRC
on Mondays 12.30pm - 2pm
Where: Pelham Tower: The CPS team are based on the
Second Floor of Pelham Tower but you
should visit them during their drop-in
times detailed above. You can also book
appointments in the Student Centre.
City College East: The drop-in service will be based in the
CCE LRC. Careers advisors also visit CCE
on a weekly basis to meet with students
who have booked appointments.
How: Visit: LRC Drop-in, Tuesday - Friday: See times above
Call: 01273 667709 or dial x709 from an internal phone
Email: cps@ccb.ac.uk
Moodle: http://moodle.ccb.ac.uk - Go to Student Resources
tab, select Careers & Professional Skills

www.ccb.ac.uk




Support Services for Students > Job Search Support 10

What: The CPS team offer support alongside your Professional Skills
tutorial programme. Job opportunities are promoted on the
College Jobsboard. The team also offer job search support at
the daily drop-in. The Jobsboard is available via the Careers &
Professional Skills page on Moodle and you can also use this
page to access links to useful websites such as recruitment
agencies, volunteering agencies and employer websites.

Why: To enable you to enhance your employability skills, so you

might gain employment now or in the future, Jobsboard and
the Careers & Professional Skills Moodle page can help you.
This support is also available at the Careers & Professional

Skills drop-in.

When: Jobsboard and Moodle are accessible on the College intranet
at any time.
Pelham Tower: Drop-in service available in the LRC,

Tuesday - Friday between 12. 30 - 2pm.
Careers appointments are available.
Appointment times vary and can be
booked via the Student Centre.

City College East: Drop-in service available in the CCE LRC
on Mondays 12.30pm - 2pm

Where: Jobsboard and Moodle can be accessed from any college
computer.
Pelham Tower: Drop-in service takes place in the LRC,

Second Floor.

City College East: The drop-in service will be based in the
CCE LRC. Careers advisors also visit CCE
on a weekly basis to meet with students
who have booked appointments.

How: Visit: LRC Drop-in: See times above

Call: 01273 667709 or dial x709 from an internal phone

Email: cps@ccb.ac.uk

Moodle: For Jobsboard - http://moodle.ccb.ac.uk - Go to
Student Resources tab, select Careers &
Professional Skills, choose ‘Jobs, Work &
Training’ from the menu, click on ‘Jobsboard’.

www.ccb.ac.uk



il Support Services for Students > AimHigher

What:

AimHigher is a national programme which aims to widen
participation in Higher Education (HE). It is aimed at
students from 13 - 30 who are the first generation in their
family to attend HE. You will also be eligible if you are a
young carer, care-leaver, disabled student, asylum seeker or
refugee.

Why:

If you are eligible for the AimHigher scheme then you will
receive:

Support and advice regarding university choices and trips
to visit your preferred universities

Help to ensure you make the right choices regarding
Higher Education

Invitations to talks from external speakers

Information and advice about UCAS and Student Finance
Support with writing and checking UCAS personal
statements

Support in applying for Student Finance

When:

Pelham Tower: Our AimHigher Officer works
Monday - Wednesday: 8.30am - 3pm

City College East: Our AimHigher Officer visits CCE on a
weekly basis. For details of days and
times please contact CCE Reception.

Where:

Pelham Tower: Our AimHigher Officer is based at
Pelham Tower Room PT 2.18. For details
on drop-in times please contact us or visit
the Careers & Professional Skills page
on Moodle.

City College East: Contact CCE Reception

How:

Call: 01273 667788 x493 or dial x493 from an
internal phone

Email: aimhigher@cch.ac.uk
ltr@ccb.ac.uk

www.ccb.ac.uk




Support Services for Students > Mentoring

What:

We run a peer mentoring scheme which uses both peer
mentors and external volunteers. This scheme is organised by
our AimHigher Officer. You will be paired up with a suitable
mentor and can meet with this person regularly for help and
support during your time at College.

Why:

As well as being a friendly face, a mentor can support you
with confidence building, planning, organisation and study
skills. This can help you enjoy your time with us and achieve
your full potential.

When:

Pelham Tower: Our AimHigher Officer works
Monday - Wednesday: 8.30am - 3pm

City College East: Our AimHigher Officer visits CCE on a
weekly basis. For details of days and
times please contact CCE Reception.

Where:

Pelham Tower: Our AimHigher Officer is based at
Pelham Tower Room PT 2.18. For details
on drop-in times please contact us or visit
the Careers and Work Readiness page on
Moodle.

City College East: Contact CCE Reception

How:

Call: 01273 667788 x493 or dial x493 from an
internal phone
Email: mentoring@ccb.ac.uk
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13 Support Services for Students > Intensive Support

What:

The Intensive Support team works with students who have
learning difficulties or disabilities. Many disabled learners
benefit from support or reasonable adjustments which can be
managed by course lecturers. Intensive Support works with
those disabled learners who need specialist or higher levels of
support. This may include 1:1 Teaching Support Assistants,
Communication Support Workers, Mental Health support,
specialist lecturers, equipment and other specialist services.
The Intensive Support team also includes the Intensive
Personal Advisors and the College Counsellors.

Why:

If you think you might need specialist support in order to
achieve on your course then you should contact Intensive
Support.

When:

Pelham Tower: Monday - Friday: 9am - 5pm

City College East: Contact CCE Reception

Where:

Pelham Tower: The Intensive Support team are based in
Room PT 2.22, Second Floor, Pelham
Tower.

City College East: Contact CCE Reception

How:

Call: 01273 667746 or dial x746 from an internal phone
Email: learningsupport@ccb.ac.uk

www.ccb.ac.uk




Support Services for Students > Intensive Personal Advisors 14

What:

If you are age 16-19 or up to 25 with a Statement of

Educational Needs then the Intensive Personal Advisor team
are here to help you if there are things happening in your
life which make it difficult for you to make the most of your

college course.

Why:

The Intensive Personal Advisors can work with you around
a wide range of issues including bullying, substance use,
sexual health, housing, benefits, relationships, pregnancy and

child-care, problems at home or at college.

When:

Pelham Tower: Booked appointments only

City College East: Booked appointments only

Where:

Pelham Tower: The Intensive Personal Advisor team are
based at Pelham Tower but a member of
the team visits CCE on a weekly basis.

City College East: A member of the team visits on a weekly

basis to visit students with booked
appointments.

How:

To book an appointment:

Visit:  The Intensive Support Office, Room PT 2.22,
Second Floor, Pelham Tower

Call: 01273 667749

Email: Complete a self referral form and email it to
personal.advisers@ccb.ac.uk

The self referral forms are available on the intranet
at https://portal.ccb.ac.uk/index.php/learnerserv/

student-welfare-and-intensive-support/
114-stusuppabout

www.ccb.ac.uk



15 Support Services for Students > Sexual Health Drop-In

What: The Personal Advisor team organise a free and confidential
sexual health drop-in on a weekly basis at both the Pelham
and CCE campuses.

Why: You should visit the drop-in for:

Sexual health information and support
Information and advice about contraception
Free condoms

Chlamydia testing

Pregnancy testing

Emergency contraception

Contraceptive implants

Contraceptive pills

When: Pelham Tower: Tuesday: 12pm - 2pm
The condom trolley will also be in the refectory at the above
times.

Where: Pelham Tower: The Intensive Support Office,

Room PT 2.22, Second Floor,
Pelham Tower.
City College East: WL 4.44
How: Just drop-in!

www.ccb.ac.uk
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What: The Counselling service offers a safe and confidential space
to discuss and explore issues which are causing you distress.
The counselling service is available to all students and is
staffed by professional and fully qualified counsellors.

Why: Stressful and difficult situations can happen to all of us

at times and it can leave us feeling low, sad, confused,
depressed, angry, upset or lacking in motivation. It can
sometimes help to talk to someone else. Talking to a
counsellor can help relieve distress and help you see things
more clearly. You can talk about anything; you will not be
judged or told what to do but helped to find a way to cope
that makes sense to you.

When: Pelham Tower: Drop-in times for a brief chat are available
each weekday between 4pm and 4.30pm

in Room PT 2.22. All appointments must

be pre-booked.

City College East: See below for information on how to book
an appointment

Where: Pelham Tower: The Intensive Support Office,
Room PT 2.22, Second Floor,
Pelham Tower

City College East: See below for information on how to book
an appointment

How: To book an appointment:

Visit: ~ The Intensive Support Office, Room PT 2.22,
Second Floor, Pelham Tower

Call: 01273 667746 or dial x746 from an internal phone

Email: Complete a self referral form and email it to
counsellors@cchb.ac.uk
The self referral forms are available on the intranet
at https://portal.ccb.ac.uk/index.php/learnerserv/
student-welfare-and-intensive-support/
114-stusuppabout

www.ccb.ac.uk



17 Support Services for Students > Language, Literacy & Numeracy Support

What:

LLN support works with learners who need support for
reading, writing, spelling, English language and numbers.
Teaching is delivered in a variety of ways including 1:1, small
groups and drop in. A large number of our courses also have
a Teaching Support Assistant working with a group within the
classroom.

Why:

You should contact this support service if you are:

Having difficulty with language, literacy or numeracy
during your classes

Are struggling to complete or keep up with coursework due
to a language, literacy or numeracy need

When:

Pelham Tower: The LLN team are based at Pelham Tower
and run a drop-in every day. Ask the
Student Centre or email us to check the
times for 10/11.

City College East: LLN support is also offered to students at
CCE. Please ask your tutor for more
information if you think you need support.
A drop-in also runs at CCE. Ask Reception
for the times.

Where:

Pelham Tower: Room PT 2.13, Second Floor,
Pelham Tower

City College East: Please ask your tutor or CCE Reception
for more information.

How:

Call: 01273 667788 x325
Email: IInsupport@ccb.ac.uk

www.ccb.ac.uk




Support Services for Students > Learning Resource Centre

What:

We have two Learning Resource Centres. One is located at
the Pelham Campus, the other at City College East. The
LRC'’s are open to all students on full-time, part-time or
evening courses.

Why:

The City College LRC services offer you:

Access to over 40,000 stock items including books and
DVD’s

An IT drop-in centre with PC’s, photocopiers and printers
Over 300 magazines relevant to the courses we offer and
recommended by tutors

Group study areas

Dedicated quiet and silent study areas

Print credit top up facilities

When:

Pelham Tower: Monday - Thursday: 8.45am - 8pm
Friday: 8.45am - 5.00pm

City College East: Monday - Friday: 9am - 5pm

Where:

Pelham Tower: Second Floor, Pelham Tower

City College East: Next to Reception

How:

Call: 01273 667733

or dial x733 from an internal phone
Email: Irc@ccb.ac.uk
Minicom: 01273 667785

There are also these online resources to help you with your
studies:

Library Portal: https://portal.ccb.ac.uk/index.php/Irc
(Access the catalogue and find out about
other resources available such as a list of
useful websites)

Library Catalogue: http://libcat.ccb.ac.uk/olibcgi
(search items and renew loans)

18
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19 Support Services for Students > Enrolment & Exams

What:

This team enrol every student on to their chosen course.
They issue students with their student ID cards and learning
agreements. They also take fee payments and set up part
payment agreements. The exams team ensure that you

are entered for the correct exams during your time with us
and also issues the exam certificates once your course is
complete.

Why:

You may need to visit this team for any of the following
reasons:

If you wish to transfer to a different course

If you need a copy of your learning agreement

If you need a replacement student ID card

To pay fees

To make an enquiry about an exam you are sitting

To speak to someone about your certificates

To get a letter confirming you are a student at the College.
Some students may need this for council tax or benefit
purposes.

When:

Pelham Tower: Monday - Friday: 10am - 5pm

City College East: The Enrolment team are not based at
CCE but can always be contacted by
phone or email

Where:

Pelham Tower: This team are based on the Ground Floor
of Pelham Tower

City College East: Contact CCE Reception

How:

Call: 01273 667788 x400 for Enrolment
or x421 for Exams

Email: enrolment@ccb.ac.uk
exams@ccbh.ac.uk

www.ccb.ac.uk
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What: The Finance team are responsible for ensuring that all
student fee payments are collected and processed.
Why: You should visit the Finance team to:
Speak to someone about your part payment agreement if
you have one. If you are struggling to make your fee
payments it is essential you speak to someone from
Finance as soon as possible.
Pay for any trips you go on as part of your course
Buy discounted weekly bus saver tickets if you have an
NUS card
When: Pelham Tower: Monday - Wednesday: 10am - 5pm
Thursday: 12.30pm - 5pm
Friday: 10am - 4.30pm
City College East: You can contact Finance by phone or
email but if you want to speak to
someone face-to-face then you should
visit Pelham Tower during the opening
times listed above.
Where: Pelham Tower: Room PT 2.20, Second Floor,
Pelham Tower
City College East: You can contact Finance by phone or
email but if you want to speak to
someone face-to-face then you should
visit Pelham Tower during the opening
times listed above.
How: Call: 01273 667788 x324 or dial x324 from an

internal phone
Email: finance@ccb.ac.uk

www.ccb.ac.uk
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What:

Our Course Advisors can give you information and advice
about the courses we have available at City College. They will
also have information about the courses offered at other local
providers.

Why:

You may wish to speak to an advisor if you are thinking of
transferring to a different course or if you are progressing on
to another course at the College in the 2011/12 academic
year.

When:

Pelham Tower: Monday - Friday: 10am - 4pm

City College East: Contact CCE Reception

Where:

Pelham Tower: The course advisors are based on the
Ground Floor of Pelham Tower

City College East: Contact CCE Reception

How:

Visit: Room PT 1.01B
Call: 01273 667709 or dial x709 from an internal phone
Email: courseadvice@ccb.ac.uk

www.ccb.ac.uk
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What: The Admissions team process applications for all full-time
courses at City College.

Why: You may wish to speak to an advisor if you are thinking of
transferring to a different course or if you are progressing on
to another course at the College in the 2011/12 academic
year.

When: Pelham Tower: Monday - Friday: 9am - 5pm
City College East: Contact CCE Reception

Where: Pelham Tower: The Admissions team are based on the
Ground Floor of Pelham Tower but do not
offer a drop-in service. However they can
be contacted by phone and do offer
one-to-one appointments when necessary.

City College East: Contact CCE Reception

How: Call: 01273 667704 or dial x704 from an internal phone
Email: info@ccb.ac.uk

www.ccb.ac.uk
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