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General Information for Full Time students 
 
College telephone number: 20071048 
                  Fax: 20041331 
 

Student Services 
 
This is composed of a team of teachers who have additional responsibility for the well-being of students both for 
discipline and pastoral matters.  There is more specific information in this induction pack. 
 
Data Protection 
 
The College is required to keep information about you and we do this in both paper and digital format.  This 
information will be maintained in accordance with Gibraltar law and The Data Protection Act. 
 
In order to carry out its educational function properly and fully, the College must process your data in a manner 
deemed both within the law and for your personal developmental and academic interest.  As such, the College 
will be in contact with parents either verbally or in writing as necessary.  We will, however, talk to the student 
first.  We will deal directly with students who are 18 and over but will contact parents if appropriate. 
 
To see the Data Protection Act go to the Gibraltar Government website,   www.gibraltarlaws.gov.gi 
 
The College has its own, approved Data Protection policy.    
 

Discipline and Concern reports 
 
The College has a double reporting system.  Teachers will raise Concern reports if for any reason you give cause 
for concern.  This can be academic, attitude, personal etc.  For example, if your attendance drops.  In such 
cases the Student Services team will respond accordingly and may contact you and your parents. 
 
If the matter giving concern does not improve it may become a discipline issue and will be treated differently. 
 
Discipline reports are produced when issues are deemed serious and require immediate action.  
 
REMEMBER you can leave willingly when you please but we can expel you too.  
 

Personal Account 
 
You will be allocated a personal Log-in name and a Password of your choice to access your work folder in the IT 
Network.  DO NOT ALLOW ANYONE ACCESS TO YOUR WORK. 
 
The Network Administrator and Principal may gain access to your account if there is a need to do so. 
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TV Screens 
 
Notices will be displayed for the whole week on the screens at entrances to the Main Building and Resource 
Centre.  You are encouraged to read these notices daily when you attend College. 

Leaving College or dropping a subject 
 
If you wish to leave College or drop out of a particular subject/course you must inform the subject Co-ordinator 
and the Student Services and Pastoral Co-ordinator in order to complete the necessary forms. 

Attending classes 
 
You must attend all scheduled classes including workshop sessions, tutorials and any events that form part of 
your programme of study.   
 
Any other non-scheduled time is your own and you need not be in College. 
 
Part-time jobs are not priority.  If you are a full-time student your responsibility as a student comes first. 

Tutorial Sessions 
 
You must attend these sessions. Failure to attend these sessions on more than on two occasions without a 
written note from parent/guardian will result in you being excluded from any extra curricular activities and/or 
College visits locally or abroad unless it is part of your course of study.  

Cover for absent teachers 
 
Owing to the highly specialised nature of subjects taught in some programmes, it is not possible to provide 
meaningful cover all the time. 
 
Level 2 and 3 programmes will not normally be provided with cover teachers.  Cover is provided if the teacher 
can provide meaningful and effective support such as with IT.  However, if this is not possible, you are expected 
to show initiative and make the best possible use of the time to continue working on courseworks etc, for 
example in the Resource Centre, although you may carry on working at home.  Keep in mind that you will be 
expected to attend any other lessons on the same day. 
 
 
Cover for Level 1 programme will be provided if possible.  

Presenting and referencing your work 
 
You will be told how to present your work as well as how material can be properly referenced to avoid 
plagiarism. 
 
This will take place during one of your subject sessions.  Plagiarism is a serious matter.  

Resource Centre 
 
This is generally open from 9.00 am to 3.30 pm except at break and lunch times.  This will be extended to 4.30 
pm during certain times of the year.  You have access to any of the PCs and books.  The Books are REFERENCE 
ONLY, i.e. you cannot take them outside the Resources Centre.   
There is a photocopier available and you may use this at no cost. 
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There will always be a member of staff on duty, if you need photocopy or printer paper. 
 
Do not take food or drink into the Resource Centre.  Mobiles phones should also be switched off or put on silent. 
 
There may be times when the Resource Centre will be closed as it is also used as a classroom for large groups. 
 

Bullying 
 
Please note that incidents of bullying at the College are almost non-existent.  If you have any cause for concern 
please talk to your parents and tutor.  We will deal with such cases in confidence and do our best to resolve the 
matter.  We have zero tolerance on Bullying! 

Examinations 
 
A more detailed paper will be presented to you at a later date but keep the following in mind: 
 
DATES - Keep an eye out for notices regarding registration dates and other important information.  You will find 
these on the first floor notice board opposite the Administration Manager’s office and on TV screens at entrances 
to the Main Building and Resource Centre. 
 
The onus is on you to make sure you meet all deadlines, keep safe and provide all essential information.  
 
The Examinations Officer is Mrs G Navas and her office is on the first floor in the Main Building. 
 

Reports 
 
We will issue reports in December, followed by Parents’ evening in January/February.   We will also call your 
parents when necessary if continued concerns are raised. 

References 
 
If you require a reference for employment or other situations please contact Student Services or your Tutor. 

UCAS 
 
A presentation for second year level 3 students will take place in September.  UCAS forms must be completed by 
the first week in December 2017. 

 

Progression 
 
If you are at Level 1, 2 or the first year of a Level 3 programme then please be warned that progression is not 
automatic. 
 
You will be given the opportunity to submit a progression application form prior to the new applicants from 
outside, thus giving you priority at interview.  If however, you do not submit an application form by the set 
deadline and decide later on you want to continue your application form you will be dealt with as any other 
applicant. 
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To move up a level you need to meet the academic entry requirements.  However, even if you do meet this, 
your progress may be restricted in what you are allowed to do.  You may also be placed on probation if your 
attitude, performance and attendance has not been up to standard, i.e. if you have been disruptive and affecting 
the learning process of others.  

Repeating 
 
The College does not allow ‘repeats’, you cannot repeat a year/course. 
The reason for this being: 
 

 New students need to have their opportunity and require the places – we don’t have the space. 
 You have had an opportunity and may not have made good use of it - In the past repeating students 

were bored attending the same lessons again and many became problematic and/or left early on. 
 Little or no improvement was achieved in most cases. 

 
You may, however, repeat or improve courseworks and resit exams but this is also dependant on the course and 
the awarding body.  There may be fees to pay for resits; ask the Exams Officer. 
 
 
Only in exceptional circumstances involving serious social and/or health reasons will the Principal consider a 
case. 
 

Other users 
 
The College’s role is to meet our community’s needs for further education; as such it provides as much support 
as it can for all sorts of events and activities. 
 
You are part of the College’s community. 
 
 
The College is used not just by full time students like you but is also heavily used during the evenings for adult 
education and professional courses.  In fact, there are sometimes more people in college after 5.30 pm than 
during the day. 
 

Equipment 
 
You need to supply your own stationery.  You may use your own paper too but we will supply you with loose 
sheets and exercise books as appropriate.  You should have a good calculator available, a scientific one is 
recommended. 
 
For Art and Design & Technology courses the College provides materials. 
 
For Construction/Engineering courses the College provides the necessary instruments and equipment.  
 

 
Course Information 
 
Your class tutors will provide you with information on your chosen courses as well as your personal tutor during 
your tutorial sessions.    
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College Rep 
 
Each year a new college representative is selected by the College Principal.  This year, Rebecca Pedder will be 
attending any internal or external events requiring student representation. 

Class Reps 
 
Each tutor will help with the democratic election of a class representative.  Class reps are very important since 
they allow your concerns to be put across to others.  It means having to represent your group and meet a few 
times a year. 

The Youth Council 
 
The Council is made up of individuals that represent different schools, clubs etc.  Its function is to make a 
representation, to government, of any concerns young people may have. 
 

YE Prospectus 
 
“All young people should be given the best chance for a rewarding future in work and life – no matter where 
they start their journey”. This is Young Enterprise’s mission statement, which very much resonates with the 
ethos in our Gibraltar College.  
Young Enterprise empowers young people to harness and develop their employability skills, as well as personal 
and business skills. Whilst academic achievement is important, Young Enterprise helps students develop skills 
required to succeed in the workplace. For example, 81% of students stated that the Company programme 
helped them develop confidence in their ability and 74% agreed it helped improve their communication and 
cultivate resilience.  
The YE Company programme is delivered across an academic year. The students make all the decisions about 
their company, from raising the initial share capital through to designing their product or service to selling 
directly to customers and ultimately winding up the company and paying their taxes. All this takes place with the 
support of a Business Adviser who brings a wealth of business knowledge and expertise to the team. 
Students can also choose to set up their business as a social enterprise, which focuses on addressing a social 
need rather than maximising profit. 

 
 
 
 

 

 

 

 

 

College student: Aya Chahid – Managing Director from Fusion (2015-2016 College Team) had 
this to say:  
“Young enterprise is an opportunity to learn how to manage a business, it will allow you to 
gain confidence, skills and how to work together in a team.  
The best thing about YE would be the skills and opportunities we gained and of course the 
extra knowledge.  
I’ve learned how to manage a business, different useful skills such as speaking in public and 
marketing skills.” 
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What Is Student Services? 
 
Student Services aims to provide those services that facilitate learning and the successful transition 
from School to College, and then onto work or further education. To be effective, our services will be:  

• drawn from all the resources of the College and community 
• available to all students  
• provided on an individual basis as and when needed 
• co-ordinated to ensure all students receive the necessary services.  

Student Services depicts three stages of attendance:  

1. pre-enrolment - the period when one is preparing to enrol in the College 
2. enrolment - the period when the student is enrolled; and  
3. post-enrolment - the period when the student has left the program, whether they have 

advanced to the next level or withdrawn.  

During the pre-enrolment stage, students need certain services to facilitate their movement to the 
next level.  Orientation to the College is very helpful.  Placement in the appropriate course is very 
important and we will offer guidance at the interview stage. 

During enrolment, most students will continue to need educational/career counselling including 
career exploration and awareness.  Students will benefit from a tutor so that their stay at the College 
is meaningful and prepares them in acquiring social skills.  

There seems to be a growing trend for former students in the post-enrolment stage to return frequently to 
the College for advice and help with UCAS applications or job references. 

Our aim is:  
 

• To encourage students to play a responsible and responsive part in the life of the community. 
• To provide an efficient and friendly service when dealing with enquiries. 
• Give full pastoral support to students when required. 
• Organise Careers fair and related events. 
• Liaise with parents on students’ concern forms. 
• Help students with UCAS forms and writing references. 
• Design and implement a meaningful student support programme. 
• Present to students an opportunity to reflect on their personal development, to consider their 

responsibilities in the College and wider community and to address important health issues, 
personal management, personal relationships and social awareness. 

• Organise talks and demonstrations with guest speakers where appropriate. 
• Develop a network of support from professionals in the community. 
• Help with career planning by providing guidance on employment and further study and input 

into courses to develop skills and attributes that employers value.  
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The Personal Tutor 
 
In order to make sure you have the support and guidance needed to maximise your potential we will 
provide you with a personal tutor who has the responsibility for; 
 

• overseeing your progress 
• helping and guiding you with your UCAS application including the writing of your personal 

statement 
• guiding you through a programme of Personal, Social and Health Education 
• directing you to members of staff who are available to give counselling help to students who 

wish to have confidential and more specialised support 
• ensuring your entitlement to advice and information on the opportunities for employment and 

continued study.   
 

The Class Representative 

The class rep is a student who represents the interests of the students in their class to the Student 
Association. They sit on meetings to make sure issues concerning their class are discussed.  The Class 
Reps are responsible to the class for highlighting any areas of concern within your subject to the 
course co-ordinator so that these can be satisfactorily resolved.  

What will I get out of it? 

• A good CV. 
• Something useful to write in your UCAS personal statement. 
• A good working knowledge of formal meetings. 
• Build up a good relationship with Staff members in your course. 
• Meet other students and share ideas. 
• Develop negotiation and arbitration skills. 
• Influence decisions that are made about the future of your College. 
• Get to organize trips, charity events and other extra-curricular activities. 

The Team 

Mrs V Saccone-Recagno - Student Services & Pastoral Co-ordinator  
Mr D Celecia - SENCO 
Mrs N Cocklan - Assistant to SS & Pastoral Co-ordinator 
Mr A Ramagge - Assistant to SS & Pastoral Co-ordinator  
Mrs E Cant – SENCO assistant (acting) 
Mrs A Perez – Learning Support Assistant 
Mrs M Serra - Learning Support Assistant 
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Code of Conduct 
 

As a college student you are expected to behave in a 
sensible and responsible adult manner at all times.  
  
The onus is on you and you will be expected to take 
responsibility and be accountable for your actions 
and/or omissions. 
 
Respect for one another is paramount. 

 

Attendance: Poor attendance may result in withdrawal from a 
subject, examination or college altogether. 
 
1. You are expected to attend all lessons, tutorials and other programmed events forming part of 

or deemed necessary for the course (including any Work Placement) 
 
2. You are required to explain the reason for any absence; preferably in writing and from parents 

if you are under the age of 18. 
 
Poor attendance will result in any or all of the following: 
 

a. Asked to leave the course/programme of study. 
b. Be refused entry into further courses later on, e.g. Level 2 to Level 3. 
c. Will not be sponsored for examinations – i.e. you will have to pay for your exams. 
d. Will reflect badly on you if we are asked for a reference. 

 
Notes: 

i. Consideration will be given for cases involving medical conditions and/or serious social 
problems. 

ii. Family holidays, attending the Gibraltar Regiment camps/training and the like will be 
considered as absence and count as such. 

 

Punctuality: You are required to be in class on time. 
 
You may be denied entry to the lessons if you are persistently or excessively late. Coming in late for a class 
usually causes a disturbance. 
 
 
The College tries to keep groups as long as possible in the same room and teachers move from class to class.  
For this reason teachers may be few minutes late, especially if one class is in the main building and the next in 
the John Mac Hall annex. 
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Behaviour 
Learners can make a positive contribution by being honest, diligent, friendly, punctual and courteous.  They 
must behave in a manner which is respectful to all cultures and to the rights of all.  This behaviour is also 
expected when representing the college in the wider community including work placement. 

Dress code 
 
Clothing must be sensible and appropriate, it should; 
   

 not be offensive to anyone 
 not normally give cause to be interpreted as sexually provocative 

   
Failure to comply will result in being asked to return home and not to return until the situation is corrected. 
 
Note: The Principal will judge the appropriateness of dress. 

Eating and drinking 
 
Students are not allowed to eat or drink in classrooms.  Expect to be told off if you do this. 
 
Note: This is especially important in IT rooms. 

Smoking:  Not allowed inside College buildings. 
 
Note: Smoking is also prohibited in the College patios.  
                           

Parking: Not allowed beyond the gate. 
   

• Parking anywhere within the limit of the front gate is not allowed. 
• Under any circumstances must you obstruct access to the College this includes the hill leading up to 

the College’s gate and the entrance to the bank. 
 
Parking inside this limit may result in disciplinary action against you. 
 
Notes: The area outside the gate is public highway with the space adjacent to the bin store being reserved for 
staff.  The space within the yellow line and the old people’s home is private property and you may be clamped if 
you park within it. 

Deadlines: Late work will not be accepted. 
 

• Late work will not be accepted unless there are extenuating circumstances. 
• Extensions may be granted for good reasons only. 
• Failure to submit your work on time will result in a score of ‘Zero’ entered as your official result. 
• If you require an extension then you must request this at least 3 days before the deadline is 

reached and must provide a reason for this. 
• Your teacher will then judge your reason and may or may not grant your request. 

 
 
Note: Extenuating circumstances and ‘good reasons’ can be for illness or serious social (family) reasons. 
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Plagiarism & Copying 
 
Definition & comments:   The Oxford Dictionary defines ‘Plagiarize’ as: 
 
“Take and use (other’s writing etc) as ones own.”  
 
Plagiarism is technically the noun that describes the act of breaking copyright.  Copyright extends not just to the 
written word but to photographs, images and even ideas.  Claiming to have an idea that really comes from 
someone else is also Plagiarism. 
 
Plagiarism is deemed as a form of ‘cheating’ and includes ‘copying’.  It is theft of intellectual work and is 
acknowledged as such even outside education although in the commercial world this would constitute a breach 
of the Law.  For our purposes, it is taken to be a case of malpractice and will be treated as such. 
 
You may use material from the Internet, books or any other source as long as this is for educational purposes 
and does not break copyright laws.  Use such material to help you put across what you are trying to say or 
back up your argument but this can only be done in small amounts and must be properly referenced.  E.g. in 
the Harvard system:  A reference in the text or citation consists of a name and a date, e.g. "Smith (2005)" 

 
WARNING: 
 
If an assessor (teacher) detects plagiarised, unreferenced material in your coursework a score of 
‘X’ shall be entered as the final mark for the relevant unit/s.  This means that this unit will 
automatically be failed and could jeopardise your chances for continuation. 

Drugs:  ZERO TOLERANCE 
 
The College follows the Education Department’s policy on this matter and has an excellent working relationship 
with the Royal Gibraltar Police.  

Bullying:  ZERO TOLERANCE 
 
See General Information.  All reported cases will be investigated and appropriate action taken. 
 
Litter 
 
You will find the College is kept very clean and tidy by a hardworking cleaning team and Caretakers.  Please do 
not drop litter except in the bins! 
 
Do not drop litter into the planted areas. 

Apes and Gulls 
 
It is common to have young male Apes in the vicinity of the College; in the patio and all over the building. 
 
They are extremely clever and can be dangerous animals; they have in the past harassed students during break 
and lunch times in order for them to drop their crisps, drinks etc. 
 
If you see Apes DO NOT APPROACH THEM - DO NOT FEED THEM (criminal offence in Gib) -  report it. 
 
Gulls can also be a danger during the nesting/breading season.  If there are nearby nests keep an eye out for 
protective parents that may attack.  DO NOT APPROACH NESTS - report any incidents. 
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Ball playing, skateboarding and/or cycling 
 
These activities are not allowed in the patio area.  You may cycle in and out but not ride around for fun! 
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