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Con n ect w it h
Lin coln College an d
join t h e con ver sat ion
on social m edia.

WELCOMEMESSAGE
Whether you are studying at Lincoln, Gainsborough
or Newark Colleges, welcome, and congratulations
on starting your course.
I have two very simple messages for you. Turn up
to classes and commit wholeheartedly to learning.
If you do, you will succeed; the opposite is also true.
I wish you every success.
Gar y Headlan d, Ch ief Execu t ive Of f icer
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WELCOMETO
LINCOLNCOLLEGE

RESPECTFORALL

Firstly I would like to welcome you to Higher Education (HE) at Lincoln
College, and to thank you for choosing to study here with us. This
handbook and other study guides will provide you with all of the
essential information that you will need to know about the College,
your course, and the support you can access.
Throughout the induction period you should expect to be introduced
to all aspects of life at Lincoln College. Your tutors will ensure that you
feel welcome and that you are fully supported through the process.
Throughout the academic year you will have the opportunity to
provide feedback on your course and your overall experience here at
Lincoln College. We will also be actively looking to recruit students to
the College HE Student Representative System.
Should you have any questions or problems during induction or at any
time during your course, please get in touch with your tutor or myself we will be happy to help. I wish you the very best with your studies

Our Expectations
Wear your lanyard and Student ID card at all times
-

Accept responsibility for your own learning
Attend all your classes and be punctual
Always arrive prepared to study
Complete all your work on time and to the best
of your ability

and look forward to seeing you at Lincoln Cathedral for your
graduation.

Beck i Ham n et t
Head of Higher Education
rhamnett@lincolncollege.ac.uk
01522 876 204
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Help m ak e t h is a
gr eat place f or
ever yon e t o w or k
an d st u dy!
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INDUCTIONACTIVITIES
It em

Wh er e t o f in d

Tu t or ial In f or m at ion
Personal tutor introduction
Individual tutorials and progress
meetings

KEYCONTACTS

Tutor
Course Handbook

ProPortal
Student responsibilities
Campus tour

Head of High er Edu cat ion : Beck i Ham n et t

Refreshment, social and leisure
facilities

Email: rhamnett@lincolncollege.ac.uk
Tel: 01522 876 204

Learning styles and study skills

Tutor
Induction Handbook

Tutor / Library staff
Referencing and study skills handbook

Cou r se In f or m at ion
Timetable with rooms

HE Adm in ist r at ion Of f icer : Lu cie Bu r k et t

Course calendar

Email: lburkett@lincolncollege.ac.uk or HE@lincolncollege.ac.uk
Tel: 01522 876 398

Course content overview
Assessment details

Tutor
Course Handbook

Specialist books / equipment / clothing

HE Regist r y Assist an t : Lyn n Fr eem an
Email: lfreeman@lincolncollege.ac.uk or HE@lincolncollege.ac.uk
Tel: 01522 875 423

Work based learning / residential /
field trips / visits
Confirmation of entry qualifications
and enrolment

Tutor
Induction Handbook

St u den t Su ppor t
College policies and procedures
IT access and logging-on

Assessm en t an d Su ppor t Team

Students' Union

Email: assessmentofficer@lincolncollege.ac.uk
Tel: 01522 876 225

Student Services

Tutor
Induction Handbook

Library induction
Referencing
Study skills
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Library staff
Referencing and Study Skills
Handbook
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ENROLMENT

ABSENCEREPORTING
You will need to call the College as
soon as you know you will be absent.

Before you can enrol with Lincoln

You must phone or email your

College you will need confirmation of

relevant School Admin Team before

how your course will be funded. This is

8.45am on each day of absence. You

usually a letter from your employer or

will need to provide your name,

Student Finance England.

student number, course, personal
tutor and reason for absence.

Apart from exceptional circumstances
and with the prior agreement of the
College, if we have not received payment
of all or part of your fees before the first
half term, you will be invoiced an
amount equal to what the College
should have received by this date from
SFE. Failure to pay fees without

Sch ool of Bu sin ess, ESOL, an d St u dy Pr ogr am m es

adequate reason will result in your

Business, Management and Accounting

suspension and withdrawal of access to

01522 876312 | bespadm in@lincolncollege.ac.uk

the College?s IT system until payment is
received.

Sch ool of Pr of ession al In du st r ies
Construction, Engineering and Technology, Computing
01522 876348 | piadm in@lincolncollege.ac.uk

Where applicable you will also be
required to arrange with SFE for the
College HE Admin Officer to have
permission to discuss the progress of

Sch ool of Advan ced Car eer an d HE
Creative Arts, Sport, Complementary Medicine, Social Sciences
01522 876331 | 01522 876304 | sachadm in@lincolncollege.ac.uk

your Tuition Fee Loan application.

New ar k st u den t absen ces
Musical Instrument Craft

7

01636 652158
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COLLEGEPOLICIES
ANDPROCEDURES
There are a number of policies and procedures
that you will need to be aware of as you may
need to make reference to them at some point
during your time with us. You will find the link to
all of the appropriate policy documents on
Moodle in St u den t Lin k s > Essen t ial In f o f or
St u den t s.
Alongside our generic policies, you will also need
to be aware of the Higher Education specific
policies and procedures in the HE In f or m at ion
Cen t r e on Moodle.
You will also find course relevant HE policies on
your specific course page on Moodle, such as:
-

The assessm ent regulat ions relevant t o
t he validat ing part ner of your course (eg.
The Open Universit y, Pearson Edexcel or
Bishop Grosset est e Universit y)

-

The m it igat ing or ext enuat ing
circum st ances policy relevant t o your
validat ing part ner .

Your personal tutor will ensure that these
policies and procedures are fully explained to
you as part of your course induction.
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THEGUIDANCETEAM
Our fully qualified and experienced careers guidance
practitioners provide impartial advice and guidance.
They can help you with:

CAREERSAND
EMPLOYABILITY

-

Career planning and career decisions

-

Researching career opportunities

-

UCAS applications and personal statements

-

Job search and application skills, including CV
advice

Our service has achieved the nationally recognised

Su ppor t in g you in t o you r car eer an d

Ou r Libr ar ies pr ovide access t o

Matrix standard for excellence in the delivery of

em ploym en t is a t op pr ior it y f or t h e

car eer s r esou r ces in clu din g book s,

Information, Advice and Guidance.

College. Th er e ar e m an y

DVDs, pr ospect u ses an d on lin e

oppor t u n it ies f or you t o gain

in f or m at ion , all select ed t o h elp you

em ployabilit y sk ills w h ich ever

im pr ove you r em ployabilit y pr ospect s

pr ogr am m e you ar e en r olled on . Look

an d assist you w it h all aspect s of you r

ou t f or even t s su ch as em ployer s

car eer plan n in g an d pr ogr ession .

Contact us: gu idan cet eam @lin coln college.ac.u k or
call 01522 876220.

Career
Coach

visit in g cam pu s, in du st r y-specif ic
even t s, h igh er edu cat ion
oppor t u n it ies, sk ills com pet it ion s an d
m an y ot h er act ivit ies.

Need help choosing a career path?
HOT
JOBS

CV
BUILDER

CAREER
ASSESSMENT

JOBMATCH

SEARCH
CAREERS
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l incol ncol l ege.emsicareercoach.co.uk

12

STUDENTSERVICES

STUDENTSERVICES

ADDITIONALLEARNINGSUPPORT

MAINRECEPTIONOPENINGTIMES

We offer advice and guidance on Disabled St u den t Allow an ce (DSA), please
contact the team to arrange an appointment. We also offer support if you
have a learning difficulty, disability, medical condition or a mental health

Lin coln M ain Recept ion open in g t im es
(t er m t im e)

difficulty including:
-

Hearing and visual impairment

-

Mental health problems

Lin coln M ain Recept ion (n on -t er m t im e)

-

Specific learning difficulties related to Dyslexia

Monday ? Thursday

8.00am ? 5.00pm

-

Autistic Spectrum Disorder/Asperger Syndrome

Friday

8.00am ? 4.45pm

-

Physical disability

-

Learning difficulties/emotional and behavioural difficulties

Monday ? Thursday

7.45am ? 5.30pm

Friday

7.45am ? 5.00pm

New ar k Recept ion (t er m t im e)
Monday

8.00am ? 5.00pm

Tuesday ? Thursday

8.00am ? 7.00pm

Friday

8.00am ? 4.30pm

Please cont act t he
Assessm ent Team if you require

New ar k Recept ion (n on -t er m t im e)
Monday ? Thursday

8.00am ? 5.00pm

any addit ional learning support at

Friday

8.00am ? 4.30pm

assessm en t of f icer @lin coln college.ac.u k
or call 01522 876225 t o arrange an

Gain sbor ou gh Recept ion (t er m t im e an d
n on -t er m t im e)
Monday ? Thursday

8.15am ? 5.00pm

Friday

8.15am ? 4.30pm
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appoint m ent wit h an Assessm ent and
Support Coordinat or for any support

St u d e n t S
e r v ice s
a r e b a se d
a t M a in
Re ce p t io n
(Lin co ln )
a n d ca n
a lso b e co
n t a ct e d a
t N ew a r k
a n d Ga in s
b o r o u gh
Re ce p t io n
s.

you m ay need. This service is
confident ial.
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STUDENTSERVICES

COUNSELLINGANDPASTORALSUPPORT
If you need support for any emotional

If you need spiritual guidance, the

or personal difficulties you might

Chaplains can offer support to people

encounter, then we can offer you a

of all faiths and denominations.

confidential appointment with a

If you would like an appointment to

Counsellor. Just call Student Services

see a Chaplain, please email

on 01522 876220, email

chaplaincy@lincolncollege.ac.uk.

Br it ish
val ues

st udent services@lincolncollege.ac.uk
or call in to Main Reception to make
an appointment.

Rul e of Law
Democr acy
I ndi v i dual Li ber t y
Mut ual Res pect
15
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STUDENTSERVICES

STAYINGSAFE

BULLYING,HARASSMENTANDHATECRIME

PREVENT

Lin coln College h as a zer o t oler an ce

If you are concerned that you or

t ow ar ds an y f or m of bu llyin g,

someone else is suffering any form of

h ar assm en t or h at e cr im e.

bullying or harassment, be it physical

All Further Education providers have

If you have any concerns that the

a duty to safeguard their students

views and/or behaviour of a student

from being drawn into terrorism or

is of an offensive or extremist

Bullying, harassment and hate crimes,

or online, then please make contact

extremism. ?Prevent?is about

nature, please alert your personal

by their nature are corrosive,

with the Safeguarding Team for advice

safeguarding students to keep them

tutor or a member of the College?s

tormenting and distressing and can

or talk with your course tutor.

safe and within the law. The Prevent

Safeguarding Team in Student

have a significant physical and

Don't suffer in silence. Lincoln College

Duty is not about preventing

Services.

emotional impact on groups and

is also a safe reporting centre for hate

students from having political and

You can either visit the Main

individuals. They can take many forms

crime and we take all reports

religious views, but about

Reception at Lincoln, Gainsborough

from name calling or offensive

seriously. We work closely with

supporting them to use those

or Newark or call 01522 876000 ext.

language/gestures to direct physical

partnership agencies to raise

concerns or act on them in

6495/6529 or email

assault. Bullying, harassment or hate

awareness of hate crime and increase

non-extremist ways.

safeguarding@lincolncollege.ac.uk.

crimes can also occur in an online

reporting. We encourage our staff and

environment and include both

learners to report any incidents to our

Cyberbullying and Cyberstalking,

Safeguarding Team internally or

which entail the malicious use of

externally to Stop Hate UK.

COMINGSOON
Ke

epalookout
for our
StudySafeAp
p

technology to harass, threaten,
maliciously pressure or embarrass an
individual online.

SAFEGUARDING
The College is committed to the safeguarding of students and we have a rota
in place so that there is always someone available to deal with your query.
You can call into Main Reception at Lincoln, Gainsborough or Newark.
Phone 01522 876000 ext. 6495/6529 and ask to speak to a member of the

Have you experienced a hate crime or incident?
Call the 24hr help line:

0800 138 1625
18

Safeguarding Team or email safeguarding@lincolncollege.ac.uk
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Disability | Gender Identity | Race | Religion | Sexual Orientation

STUDENTSERVICES

STUDENTSERVICES

HE- TACKLINGHATECRIMEANDONLINE
HARASSMENTANDAMBASSADOR
RECRUITMENT

may have experienced a hate crime or

How can I become a Student Support

incident to the available methods of

Ambassador?

support. Hate crimes and online

If you are interested in this position,

harassment can have a devastating

please contact us by email at

detrimental impact on our mental

studentservices@lincolncollege.ac.uk

health and physical wellbeing.

and expressing interest. We will get

As well as raising awareness of support

back to you via email or phone.

and reporting measures, volunteering

Please note that you will need to

in any capacity is a great activity to add

attend a 1 hour training session which

to your CV for invaluable life

is delivered internally at Lincoln College

experience and this will undoubtedly
help any future education and career
plans through discussion.
We are part of a number of higher and

What is a Student Support

further education institutions who are

Ambassador?

working with the UK Office for Students

Tackling hate crime and online

to raise awareness of hate crime and

harassment at College requires a team

online harassment. Recent statistics

approach. We are looking for willing HE

show that there has been an increase

students to assist us by volunteering as

in the number of hate incidents

Student Support Ambassadors. In this

reported by (or near to) schools,

role, you will signpost peers who may

colleges and universities.

have experienced a hate crime to the

What do we do?

different methods of available support

- Deliver hate crime awareness
workshops to HE/FE learners
across College
- Attend events across College to
raise awareness of our project
- Promote volunteering

19

and work with our staff ambassador to
deliver workshops or attend events to
continue to raise awareness of hate
crime and reporting measures.
What are the benefits of volunteering
as a Student Support Ambassador?

opportunities for students to

You will be helping to make a genuine

become Student Support

difference by signposting peers who

Ambassadors
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EXAMS
During your time studying with the College,

EXAMTIPS
-

it?s likely that you?ll take some formal exams.

Check the exams timetable on Moodle to
find out the venue of your exam

Our Examinations Team organise and

-

Arrive at least 15 minutes before your exam

manage all the invigilated exams held at the

-

Bring a black pen

College.

-

Remember that mobile phones and smart
watches are not allowed in the exam room

Feel free to pop in to see a member of the
Examinations Team if you have any
questions or queries before your exams.
Just ask at Main Reception.

-

Bring your lanyard and student ID card

If you have any queries about exams contact the
Examinations Team
exam s@lincolncollege.ac.uk.

We?re here to support you, so look out for
revision sessions and support from other
areas such as the Library and Student
Services.
If you?ve had exams concessions in the past
or feel you would benefit from special
arrangements please apply to Student
Services by 9th November 2018. The
application form can be found at Main
Reception at Lincoln, Newark or
Gainsborough, phone 01522 876225 or
email
assessm ent officer@lincolncollege.ac.uk.
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WHERETOEAT
NG24 (at New ar k )
Opening Times*

Black f r iar s an d Dean s Cof f ee Sh op (at

Mon

8.30am - 3.00pm

Lin coln ) an d Caf é NG24 (at New ar k )

Tues - Thurs

8.30am - 7.30pm

Our campuses at Lincoln and Newark have

Fri

8.30am - 1.00pm

modern facilities serving a wide selection of hot
and cold food and drink to eat in or take away

* Times may vary.

throughout the day. This includes breakfast, hot main
meals and snacks, freshly made sandwiches and baguettes,
jacket potatoes, salad and fruit boxes, confectionery, snacks,
hot and cold drinks and Costa coffee. Food can be
pre-ordered to take out.
We also have a cash point at Lincoln, contactless payment is
available, and we accept all major credit cards at till points.

Lin coln

Black f r iar s Rest au r an t
Opening Times
Mon - Thur

8.00am - 2.30pm

In the Student Common Room

Fri

8.00am - 2.00pm

at Lincoln there are kitchen

Dean s Cof f ee Sh op

Opening Times
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Th e St u den t Com m on Room

Mon, Tues,
Thurs

7.30am - 8.00pm

Wed

7.30am - 7.30pm

Fri

7.30am - 5.00pm

facilities, chairs and tables, and
free tea and coffee. Perfect for
relaxing with your packed lunch.
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SESSIONSRESTAURANT
(at Lin coln )
h t t p:/ / session sr est au r an t .co.u k /
Sessions restaurant offers a daily lunch menu plus fine dining on
Wednesday and Thursday evenings. All meals are prepared by our
students using locally sourced ingredients.
Dayt im e Open in g Hou r s*

Tea and Biscuits served daily: 10.00am - 2.00pm
Lunch: Monday to Friday 12.00pm - 1.15pm
Light Bites and Bar Snacks: Monday to Wednesday 12.00pm - 1.30pm

WHERETOKEEPFITAND
HEALTHY
All students are entitled to
discounted offers at Deans Sport
and Leisure (Lincoln Campus).
Deans' relaxed and friendly
facilities are here to give you an
active experience you'll enjoy. You
can join in with a range of sports,
work out in our Fitness Suite or
relax with a spa treatment - we've
got the best facilities available.

Dean s Open in g Tim es

Mon - Fri

6.30am - 10.00pm

Sat

8.30am - 6.00pm

Sun

8.30am - 4.00pm

ht t p:/ / www.deans-sport .co.uk/

Evening Opening Hours*
Fine Dining: Wednesday 6.00pm - 7.15pm
Evening Contemporary Cuisine: Thursday 6.00pm - 8.00pm
* Term time only
To book please call 01522 876343 or email

sessionsrest aurant @lincolncollege.ac.uk
All students are completing nationally recognised qualifications
and are supervised at all times.

WHERETORELAX
There is a student run Training
Salon at each campus. These
offer hairdressing and beauty
therapy treatments. Weekday and
evening appointments are offered.
t hesalons@lincolncollege.ac.uk
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DIGITALLEARNING

DIGITALLEARNING

OFFICE365ANDFREEOFFICE2016
All College students have access

wherever you have internet

to Microsoft Office 365 providing

access. Once you?ve logged into

you with access to your College

Office 365 you can download a

email account, MS Office

free copy of Office 2016 onto your

programmes (e.g. Word and

own PC/laptop too!

PowerPoint) as well as online
storage for your College files

LOGGINGONFORTHEFIRSTTIME
You will need to log on to a College

Your password will expire every 6

computer to activate your computer

months and you will be prompted to

username and password. The first

change it prior to the expiry date

time you log on to a College

when you log on to a College

computer you will be prompted to

computer.

through OneDrive.
You can access Office 365

SAVINGFILES
All students have a personal (H:)

OneDrive which you can access at

drive on the College network. You

College and at home.

will be able to use your H drive to

accept the College Internet, Email and

save your files. We also

Support is available from IT to help if

recommend that you save files to

you encounter any difficulties when

your Office 365 OneDrive.

Your username is your Student ID

you log on to the computers for the

You have 1TB of storage on

number. Your initial password is your

first time; Library staff and teaching

date of birth in a 6 digit format e.g.

staff are also able to provide

DDMMYY . You will then be prompted

assistance.

Computer Acceptable Use Policy.

to create your own password.

COMINGSOON
S
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elf-Servicepo
reset your pa rtal to
ssword

To access your files from home,
the College recommends that you
save files to your cloud storage in
OneDrive.

Th e
Co lle
ge d
al l o w
o es
the
n ot
u se
of m
on C
em o
o l l eg
r y st
e co
icks
m pu
t er s
/ l ap
t ops
.

28

DIGITALLEARNING

DIGITALLEARNING

VIRTUALLEARNINGENVIRONMENT(VLE)
MOODLE

INDIVIDUALLEARNINGPLAN(ILP)

The College VLE is called Moodle.

self-enrol onto your course(s) to

Your progress and learning is all

You will need to use ProPortal on

It is accessible wherever you have

access the course content

recorded on your Individual

a regular basis to review your

internet access at

provided by your tutors.

Learning Plan through ProPortal.

learning, set targets and monitor

You can find your courses by

You will be introduced to your ILP

your progress.

Once you have logged on to

clicking on the menu icon

during the first few weeks at

Moodle you will be able to access

to open the navigation panel on

College.

information about the College and

the left hand side of the screen.

https://moodle.lincolncollege.ac.uk

You can access ProPortal from the
top menu within Moodle.

your course. You will need to

!
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MoodleApp
Use Moodle on the go by
downloading the official
Moodle app!
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DIGITALLEARNING

STUDENTEMAIL

PRINTINGALLOWANCE
You will have a printing and

Student ID Card to your print

photocopying allowance for

account to enable you to quickly

each academic year.

and easily release your printing.

There are multi-functional

There are MFDs in each Library

devices (MFDs) on campus

and student-accessible MFDs in

Your Student email address is:

which enable you to print, copy

other locations across the

St u den t IDn u m ber @st u den t .lin coln college.ac.u k

and scan.

campuses.

You can download the Outlook App to your Smartphone, so you can

The first time you use an MFD

easily check your College emails wherever you are.

you will need to link your

All students have a College email account which is accessed through
Office 365. You will receive important information to your College
email, so it?s vital that you check it regularly.

STUDYINGOFFCAMPUS
You can access the College

College desktop environment from

resources off campus ? simply go to

home. This is particularly useful if

Do you like to work with technology?

ht t p:/ / www.lincolncollege.ac.uk,

you need to use specialist software

Then you could become a Lincoln College

click on My College and login to

only available on the College

Moodle with your College email

network. Information about how

address and password. You can

to use Microsoft Remote Access is

also access Office 365 from My

available on the IT Help Links pages

College, providing you with access

on Moodle. You can also contact IT

to your College email account and

or the Library if you would like any

online Office applications.

further information.

Microsoft Remote Access is also

d ig it a l a m ba s s a d o r
-

Help support the College eLearning team
Trial and test IT products and services
Support fellow students and staff with the use of IT
Run projects to identify and/or implement IT solutions to
improve the digital experience for learners

available providing you with the

Develop your own digital fluency
Enhance your CV
Receive a bursary for your time invested
555.000.1111
www.website.com

If you are interested in the role, please contact
elearning@lincolncollege.ac.uk
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BORROWING,
RENEWINGAND
RETURNINGITEMS
You can borrow 20 books, 3 back-copy
periodicals and 2 DVDs at a time.
If you need your items for longer than
the date stamped on the label inside the
cover, phone 01522 876232, email
library@lincolncollege.ac.uk, visit a Help
Desk, or text 07860 023960. You may
also ask at the Help Desk to set up an
account to renew items online.

THELIBRARY
Our spaciousand well-equipped
Libraries at Lincoln,
Gainsborough and Newark are
designed to provide a safe,
supportive and stimulating
environment for independent
study.

Items must be returned to a Help Desk
every fifth renewal. You can return
items to any of our three Libraries.

The Library opening times can be
found at
www.lincolncollege.ac.uk/ support .
Alternatively, pick up an opening
times bookmark from a Library
Help Desk.
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BOOKABLESTUDY
AREAS
Our Libraries provide areas for individual
and group study. Lincoln and Newark
also have bookable group and quiet
study areas. Just ask a member of staff
to book a study space.
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?TheLibraryisaperfect environment
for metostudy.?

ARTS

USINGTHE
COMPUTERS

BUSINESS,
COMPUTING& LAW

All students have access to computers and
laptops for use within the Library. The

CARE& SOCIALSCIENCES

computers in the Library are bookable for
up to 2 hours at a time (for a maximum of 4
hours per day). You can book a PC up to 2
weeks in advance from the Library Moodle
home page, under Library Basics > Book a
PC. You can also use your own laptop or
mobile device, and Wi-Fi hotspots are
available across campus including in the

CAREERS

COMPLEMENTARY
MEDICINE
CONSTRUCTION&
ENGINEERING

Libraries. For more information, just ask a

STUDYSKILLSSUPPORT
We?re here to help! A team of experienced
Library staff are always on hand to help you
find resources for your studies. Our Learning
Advisers offer study and information skills
workshops including:
- locating information for your assignments
- referencing
- careers resources
To find out more go to moodle > the library >
library basics > learning advisers.
We also have a selection of study skills guides
online at moodle > the library > study skills.

member of staff.

EDUCATION

EQUALITY & DIVERSITY

FINDINGSUBJECT
RESOURCES

HAIR& BEAUTYTHERAPY
SCIENCES

Resources are arranged in colour-coded
zones. You can use the Online Library
Catalogue to check your Library account,
search for books, periodicals and DVDs,
access eBooks, and renew your items both
on and off campus.
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BLACK
MAUVE
GREEN
ORANGE
RED
GREY
BEIGE
YELLOW
GOLD
BROWN
PURPLE
PALEBLUE
PINK

https://of-lincoln.olib.oclc.org/folio/

SPORT

STUDY&LIFESKILLS
TRAVEL, TOURISM&
HOSPITALITY

PLAGIARISM

DISCOVERYOUR
RESOURCES

When submitting your work, you
are taking responsibility that what

Discover is an online search tool on our

you are handing in, is your own.

Moodle pages that provides access to

You also need to make sure you

the best quality information to support

are acknowledging the sources of

you whilst you?re at College.

information used. By taking these

You will have both on and off campus

valuable steps you are protecting

access to a variety of eResources, a

the integrity and reputation of both

wide range of eBooks and thousands of

yourself and the qualification being

full-text eJournal articles.

delivered.

You can also visit your subject zone
moodle > the library > your zone.

ASSIGNMENTANDCOURSEWORK
PREPARATION
There are photocopying and scanning

finish, we have a range of equipment

facilities in each Library. Please

you can use such as a laminator and

observe the copyright guidelines on

comb binder.

display.

A selection of stationery items can be

To give your assignments a professional

bought from the main Help Desk.

LIBRARYNEWSANDINFORMATION

37

News and information about the

Libraries. Follow us on Twitter

Library services, resources and facilities

@LincolnCollLib for useful information,

is posted on Moodle, the virtual

resources updates and support from

learning environment, as well as being

the Library staff at Lincoln,

displayed on the digital signage in the

Gainsborough and Newark.

REFERENCING
If you need help when
referencing your work,
cont act t he Library Team t o
arrange an appoint m ent
wit h one of our friendly and
experienced Learning
Advisers.

TURNITIN

Tu r n It In
is a t ool
u sed b y
Co l l ege t
t he
o su p p o r
t yo u w i t
h t he
su b m i ss
i
o
n
o f yo u r
assi gn m
en t s. Su b
m i t yo u r
on lin e t h
w or k
r o u gh Tu
r n It In an
r ecei v e q
d
u i ck an d
v al u ab l e
f eed b ack
t o h el p y
o u ge t t h
m o st o u
e
t o f yo u r
st u d i es.
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LEARNINGADVISERSUPPORT

INTERLIBRARYLOANS
If you need a journal article or

Requests can be made online

specialist book which the Library

through Discover Search HE. You can

doesn?t have, we can make

also download an ILL form from

arrangements with other libraries

Discover. For each request, you are

both regionally and nationally to

required by law to make a copyright

obtain items on your behalf.

declaration.

Many Interlibrary Loan (ILL) journal

If you are a student on an HE course

topics, including referencing and

articles can be delivered

you are entitled to request

locating resources and information

electronically for you to download at

Interlibrary Loans to support your

for your assignments.

home. Library staff will provide

studies. These are subject to a quota

further information about this

depending on which year of a course

process when you make a request.

you are on.

Our Library staff are on hand to help

You can also book a one-to-one study

you make the most of what is

skills support session with a Learning

available and to find resources for

Adviser. Call in or email

your studies. Learning Advisers offer

library@lincolncollege.ac.uk to make

group workshops on a range of

an appointment.

Su bject Ar ea

Lear n in g Adviser

Media, Art & Design, Construction,
Engineering, Sport, Public Services, Animal
Care

Richard Stanton

Complementary Medicine, Teacher
Training, Travel & Tourism, Computing

Janet Dick

Business, Social Sciences

Aloria Maltby

Musical Instrument Crafts

Hayley Knight

Take advantage of the specialist

The Library subscribes to a number of

resources available to help you

eJournal collections from publishers

succeed in your course - use the

such as Wiley, Sage, Springer, Oxford

?Discover Search HE?service to search

University Press and Cambridge

our wide range of quality resources,

University Press, all accessible

including journal articles, books and

through ?Discover Search HE?.

In t er libr ar y Loan Qu ot a (HE St u den t s) ? r equ est s per academ ic year
Free

£1 per request

Year 1 or equ ivalen t

3

10

Year 2 or equ ivalen t

5

10

Year 3 or equ ivalen t

10

10

You may request additional Interlibrary
Loans above your quota. These will be
charged at full cost. You will be advised
about any full cost requests before
items are ordered. Costs vary and can
be up to £15 per item.

eBooks, as well as recommended
websites for your subject area.
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OTHERPLACESTOSTUDY

USINGOTHERUNIVERSITYLIBRARIES
Please n ot e t h at Lin coln College is n ot en t it led t o be a m em ber of SCONUL
an d t h er ef or e does n ot par t icipat e in t h e SCONUL Access sch em e. If you
wish to use another university library, you will need to contact them directly to
find out about their access arrangements. These differ between universities and
some will only allow visitors at certain times of the year.

Un iver sit y of Lin coln Libr ar y
Higher Education students at Lincoln College may use the University of

Please ch eck w it h t h e libr ar y you w ish t o visit bef or e m ak in g a jou r n ey.

Lincoln Library located on the Brayford Campus. If your qualification is
validated by Lincoln University you are entitled to join the Library as an
external borrower. You will need to obtain an introductory letter from the
Library at Lincoln College prior to visiting the University Library. Your first
visit must be made between 9.00am ? 4.30pm (Mon ? Fri) to ensure the
Library staff are able to process your Associate membership request.
Click the following link for further information about external
membership: Usin g t h e Libr ar y

PUBLICLIBRARIES
Most public libraries participate in
the Access to Research service; this
provides free access to online journal
articles and research from computers
within public libraries. Further
information is available at:
w w w.accesst or esear ch .or g.u k /

Bish op Gr osset est e Un iver sit y Libr ar y

including participating libraries.

If your qualification is validated by Bishop Grosseteste University you are
entitled to join the Library as an external borrower. You will need to
obtain an introductory letter from the Library at Lincoln College prior to
visiting BGU. Your first visit must be made between 9.00am ? 4.30pm
(Mon ? Fri) to ensure that the Library staff are able to process your
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external borrower request. Further information about external
membership is available at BGU's Ext er n al Br ow ser s an d Visit or s page.
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HESTUDYROOM
COMPUTERACCESSANDWI-FI

located within the Air and Defence

comfortably within the space.

Career College. During the

The two group study rooms can be

induction period you will have

booked or utilised by students for

these additional access rights

use as quiet or silent study areas.

added to your student ID card by

There is a timetable displayed on

the Facilities Team.

each door for students to book
themselves in.
The HE Study Room is not staffed

SOCIALSTUDYAREAS

on a full time basis, although the
Facilities security staff will patrol
the area throughout the day. It is
therefore essential that students

SOFTSEATING

behave appropriately and
responsibly at all times whilst
using the study room. If you are

MFDPRINTER

2BOOKABLEGROUPSTUDYAREAS,1OFWHICH
CONTAINSASMARTBOARDPROJECTOR

The HE Study Room is located in

The study room is accessed from

Monks building (M127). It is a

the side entry door of Monks

designated study area for use

building (walk past main reception

solely by HE students

towards the car layby area and

The study room is available for
students to use between 8.00am
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and 8.00pm Monday to Friday.

Students are permitted to eat and

concerned about the behaviour or

drink in the study room, but it is

conduct of a fellow student you

each individual student?s

must report this in the first

responsibility to ensure that litter

instance to your personal tutor.

is placed in the bins provided and

Any student found to be using the

that work areas are left clean and

study room inappropriately,

tidy for use by others. The HE

disrupting others or abusing this

Study Room is not a ?Common

facility in any way will have their

Room?or social area; therefore

access rights to the HE Study Room

students are required to keep

removed as part of the disciplinary

noise to a reasonable level that

process.

enables all students to work

follow the building around to the
car park barrier). There is access
for students to use the toilets
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YOUTHAND
WELLBEINGTEAM

Th e t eam ar e f r ien dly, exper ien ced an d qu alif ied an d ar e
able t o of f er a w ide r an ge of ser vices in clu din g:
-

Sexual healt h advice

The Youth and Wellbeing Team offer

are always on hand to help. There is

support and enrichment opportunities

also a consultation room which can be

to all students across all campuses.

used for quiet contemplation and

They are based in the Student

prayers.

Common Room in Monks Building at

A member of the Youth and Wellbeing

-

Lincoln College. The Common Room is

Team will be in Newark and

Please cont act you t h w or k er @lin coln college.ac.u k for m ore

a safe place where you can relax and

Gainsborough once a month.

take advantage of our free facilities.
You?ll have the opportunity to get
involved in various activities, and if you

-

Help and advice for you t o develop personal and social skills
-

Workshops and event s relat ed t o wellbeing and personal
developm ent
Weekly act ivit ies eg quizzes, debat es, film s and t able t ennis

inform at ion on act ivit ies available at your cam pus.

Please contact
yout hworker@lincolncollege.ac.uk for
more information.

need any support or advice the staff

Gaming
s
r
e
t
u
p
m
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Wii
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XBOX
TVs

Table
Football
s
p
o
t
p
La

Board
Games

Find us on
Twitter and
Facebook
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Your views are really im port ant
t o t he College, so t here are
m any opport unit ies for you t o

HECLASSREPRESENTATIVES

cont ribut e your feedback and
ideas t o help us im prove t he
st udent experience.

HE Class Representatives are

election process to you as part of

elected within each course

induction, along with more details

(usually 1 or 2 per year group) to

about the role itself.

provide feedback and
communication between fellow
students and the course delivery
and management team. Your
personal tutor will explain the

LEARNERVOICE
SURVEYS
Look out for students surveys during the year; these include our First
Impressions Survey in the Autumn Term and the National Student
Survey in your final year. These surveys help us to improve what we?re
doing, so it?s really important that as many students as possible
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participate and tell us their views.

HECLASSREPMEETINGS
The HE Class Rep meetings are the

teaching. Elected HE Class Reps

main student forum for Higher

attend the HE Class Rep meetings

Education students. The meetings

throughout the year, with the first

are also attended by key HE staff

meeting of the year including an

and SU Officers, so they have an

induction to the role. The dates of

opportunity to listen to student

these meetings will be announced

views and discuss learning and

in September.
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PAYITFORWARD

STUDENTS?UNION
Lincoln College has its own

September with elections

Students?Union (SU). The SU is

running in early October.

run by a number of SU Officers

The HE Vice President is a

who are elected each year by the

member of the Board of

rest of the students. The SU

Governors ensuring that the HE

represents all students and

student voice is heard at a

ensures that the College listens

strategic level within the

to your views.

organisation. The HE VP also

HE Students are represented on

attends other key College

the Students?Union by the HE

meetings, including Academic

Vice President and the HE Events

Affairs Committee and HE

and Entertainments Officer.

Forum, to ensure that students?

Look out for any vacant officer

views are represented.

The College is

a keen supporter of
the Pay It Forward
movement.

WHATISPAYITFORWARD?
The movement started from the book and the subsequent film of the
same name. This focused on the idea that when people undertake
small acts of kindness but don?t expect anything in return, this leads
to a positive and caring society.

positions which are advertised in

We encourage our students to Pay It Forward through volunteering
and carrying out small acts of kindness to others.

The SU organises
activities and events for
students to participate in
throughout the year. Keep up to
date with all the SU activities by
following them on Facebook and
Twitter; just search for Lincoln College
Students?Union.
su@lincolncollege.ac.uk

TAKEUPTHEPAYITFORWARDCHALLENGE
You could...
-

Volunteer your time for a local charity

-

Help someone in need

-

Return someone?s shopping trolley

-

Start a conversation with someone you don?t usually speak to

-

Offer to carry someone?s bag

-

Support your local community, e.g. litter pick, mend a bench,
plant flowers

4459

-

Give up your seat on the bus/train for someone else
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COLLEGECALENDAR18/19

KEYCONTACTS

Au t u m n Ter m 1
En qu ir ies | 030 030 32435

Monday 3 September ? Thursday 18 October

enquiries@lincolncollege.ac.uk

Staff Training Day* ? Friday 19 October
Exam in at ion s Team | 01522 876227

Au t u m n Half Ter m
Monday 22 October ? Friday 26 October
Staff Training Day* ? Monday 29 October

Au t u m n Ter m 2
Tuesday 30 October ? Wednesday 19 December

Ch r ist m as Holiday
Thursday 20 December ? Friday 4 January

Spr in g Ter m 1
Monday 7 January ? Friday 15 February

exams@lincolncollege.ac.uk
IT Help Desk | 01522 876275
ithelpdesk@lincolncollege.ac.uk
Libr ar y | 01522 876232
library@lincolncollege.ac.uk
St u den t Ser vices | 01522 876220
studentservices@lincolncollege.ac.uk

Saf egu ar din g | 01522 876000 ext. 6495/6529
https://www.lincolncollege.ac.uk/support/safeguarding-prevent

Spr in g Half Ter m
Monday 18 February ? Friday 22 February
Staff Training Day* ? Monday 25 February

Spr in g Ter m 2
Tuesday 26 February ? Friday 5 April

EMERGENCYOUTOFHOURS
CONTACTNUMBERS

East er Holiday
Monday 8 April ? Wednesday 24 April

Su m m er Ter m 1
Thursday 25 April ? Friday 24 May
M ay Day Ban k Holiday Monday 6 May

Su m m er Half Ter m

Lin coln sh ir e Ch ildr en?s Car e Ser vices |
01522 782333
Not t in gh am sh ir e Ch ildr en?s Car e Ser vices |
0300 4564546
Police | 101 | 999 in an emergency
Sam ar it an s | 08457 909090

Monday 27 May ? Friday 31 May

Su m m er Ter m 2
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Monday 3 June ? Friday 28 June
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* NOTE: No classes on Staff Training Days
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Lincoln College is a no-smoking campus except in designated areas

Main Reception
The Library
1. Knight s Building

The Salon

2. Monks Building

Community Education Centre

3. Deans Building

Sessions Restaurant

4. Bishops Building
5. Abbey Building
6. Cat hedral Building
7. Tem ple Building

A

Deans Sport & Leisure

B

Deans Park

NEWARKCAMPUSMAP
Main Reception
The Library
The Salon
NG24 - DIner

1. St udent Services

12. West Block

2. Art & Design

13. Regist ry

3. KnowHow Cent re

14. Piano School

4. Sport Gym

8. Gibney Building
5. Sport s Hall
9. Sessions House
6. Mot or Vehicle
10. The Link - Exam s
7. Engineering
11. Friary Building
8. Guit ar Making
12. Parish Building
9. Const ruct ion
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10. Foundat ion St udies
11. Carpent ry & Joinery
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CONTACTTHECOLLEGE
Lin coln College

New ar k College

Monks Road

Friary Road

LN2 5HQ

NG24 1PB

01522 876000

01636 680680

Detailed accessibility guides to the College can be found on the
DisabledGo website at
ht t p:/ / www.disabledgo.com / organisat ions/ lincoln-college/ .

If you r equ ir e t h is pu blicat ion in a f or m at t h at bet t er
su it s you r n eeds please r in g 01522 876220.

