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In addition to these fixed dates, please note the following events during the year:

PERIOD Description
Feb / Mar  Publication of results of Autumn Semester assessments.
Apr / May  Publication of examination timetables for Spring Semester.
Jun / Jul  Publication of results of Spring Semester assessments.

 Publication of July reassessment examination timetables.
Aug  Instructions for re-enrolment sent to continuing students.
Sep  Publication of results of July reassessments or late assessments.

Exact dates and deadlines available at Academic Notice Boards at
Nelson College London.

AUTUMN TERM Start End
Enrolment/Welcome Programme 18 Sep 2017 24 Sep 2017

Teaching 25 Sep 2017 11 Dec 2017
Christmas Vacation 18 Dec 2017 7 Jan 2018
Teaching/Revision 8 Jan 2018 12 Jan 2018

Assessments/Examinations 15 Jan 2018 22 Jan 2018

SPRING TERM Start End
Teaching (Spring Term Start) 29 Jan 2018 19 March 2018

Easter Vacation 26 March 2018 06 April 2018
Teaching/Revision 09 April 2018 14 May 2018

Assessments/Examinations 21 May 2018 28 May 2018

RESIT PERIOD Start End
Reassessment Coursework Deadline 09 Jul 2018 20 Jul 2018

Resit Examinations 23 Jul 2018 27 Jul 2018



KEY CONTACTS

Title Name Contact
Course Leader Margaret Amankwah margaret@nelsoncollege.ac.uk
Academic Manager Raja Khan raja.khan@nelsoncollege.ac.uk
Head of Academic Services Aleksandra Osiniagova a.osiniagova@ncluk.co.uk
Head of Programme Delivery David Douglas d.douglas@nelsoncollege.ac.uk
Principal Prof. Geoffrey Alderman g.alderman@nelsoncollege.ac.uk
Course Administrator /
Assessment Officer

Mariam Khan m.khan@nelsoncollege.ac.uk

Course Administrator Tayyaba Tariq t.tariq@nelsoncollege.ac.uk

VLE and IT Support Khorshed Alam k.alam@nelsoncollege.ac.uk
Personal Academic Tutorial
Support

Dr Syed Sajid Kazmi academicsupportLMU@nelsoncollege.ac.uk

London Metropolitan University Student Charter

This year we are delighted to launch our Student Charter which sets out a number of reciprocal commitments to
improve our learning environment and your experience as a student.

From US, you can expect... From YOU, we will expect you to...
 to be part of a real community of learning in

London, with diverse staff and students
collaborating and working in partnership

 engage with the London Met community of learning in
a respectful, honest and constructive manner

 us to be welcoming, open and professional in
all our dealings with you

 be aware of and abide by the University’s regulations
and codes of conduct

 trained, creative and engaging teachers  be prepared for classes, participate actively and
respect the learning rights of other students

 a 30 week long teaching year and an average
of 12 hours class contact time a week (as a
full time undergraduate student)

 attend all your classes and to spend 3 hours on
studying and preparing for each hour you spend in
class

 in the first 3 weeks of your module, clear
explanations of what you have to do and how
we will mark your coursework and exams

 understand the objectives and purpose of your
coursework and exams and plan your studies
accordingly

 constructive oral or written feedback on your
coursework, normally within 15 working days

 hand in your coursework on time, engage in feedback
and incorporate it into your subsequent coursework
and exams

 teaching in an interactive way and using
contemporary technologies

 engage in out-of-class work using our online facilities

 excellent learning resources and high quality
facilities and services

 use a variety of resources available to support your
studies

 specialised support to seek placements,
internships or voluntary activities

 be proactive and take advantage of these career
development opportunities

 clear and readily available complaints and
disciplinary procedures

 solve problems informally and locally first before using
the formal University procedures

 advice and support on issues that are
affecting you in your studies

 be proactive and reasonable in seeking out support
when you are in need

 a safe environment in which energy and other
resources are conserved

 take responsibility for promoting a safe environment
and the conservation of resources

 your opinions, on any feedback we ask of you,
to be taken seriously

 tell us how we are doing  so we can improve our
services for you

 access to a range of events, workshops and
fieldtrips

 take part in University life and network with peers

 support with careers advice and employment
skills during your studies and beyond

 continue to engage with us after your studies through
our alumni network
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SECTION 1 WELCOME TO YOUR COURSE AND FACULTY

1.1 Using your Handbook

Your Course Handbook contains a variety of useful information, including answers to many of the questions you
will have about your course and how to locate additional information or advice.

There are several additional sources of information available to students on:

 The College Website
 Virtual Learning Environment (VLE)

Furthermore, a College Newsletter is published quarterly, that keeps students up to date with current
developments in the educational environment, the College, Staff Changes/Additions, Student testimonials and
much more besides.

When you join as a student of Nelson College London on this course – you are also regarded as a student of
London Metropolitan University (once your registration and enrolment is complete).

Facilities for Students provided by the University:

 Registration, access to University Buildings and Conferment of Awards
 Access to University Libraries (not borrowing) and e-resources as follows:

o Bridgeman Education
o British Periodicals Collections 1 & 2
o Cambridge Companions Online
o Credo Reference
o Design and Applied Arts Index
o Heinonline
o I-law Academic Package
o Oxford Art Online
o Oxford Music Online
o Passport GMID
o Periodicals Archive Online
o Safari Tech Books
o WGSN

Please Note* Students are governed by the Terms and Regulations of Nelson College London, which also
comprise the relevant LondonMet Academic Regulations for the delivery of their courses.

The Course Specifications (Section 7 of this handbook), identify the key features of your course, its aims, structure
and learning outcomes. [Please Note* Occasionally, the details in this handbook, including the Course
Specification, may be amended or revised in accordance with the General Student Regulations].

It will also identify all modules you must study for your award.

We value your comments about your course or any suggested improvements you feel may be useful.

Welcome to Nelson College London – and we wish you every success in your studies!



1.2 Message from the principal of Nelson College London

Dear Student,

It gives me great pleasure to welcome you as a student at Nelson College London.

The Mission of Nelson College is to offer access to higher education to people from the widest possible range of
backgrounds, enabling them to transform their lives through the acquisition of the knowledge and skills that they
need to succeed in their chosen careers.

With that in mind, my task and that of my staff is to ensure that your time at the College is marked by a high-quality
learning experience, so that your independent learning skills are fully developed with all the support, advice and
encouragement we can give you, making learning enjoyable as well as meaningful.

I encourage you to review this Handbook, which sets out the standards of service which Nelson College aims to
provide, what the College expects of you and the quality of the service that you are entitled to expect from us.

If you have any problems concerning your programme of study, please do not hesitate to contact the relevant
department.

Meanwhile, I would like to take this opportunity to wish you every success in your academic career at Nelson
College.

Professor Geoffrey Alderman

DLitt MA DPhil (Oxon), FRHistS, FRSA, FICPD, MCQI CQP, MCMI

1.3 Message from the Chair of the Board of Governance of Nelson College London

Dear Student,

On behalf of the Board of Governance, I would like to welcome you to Nelson College and wish you success in
your studies. The Board is the ultimate authority and it is our job to ensure that the College is operating efficiently
and effectively.

The College will provide a high quality education and with your own hard work you will acquire the skills to develop
a successful career. I hope that your experience will be rewarding and enjoyable. The Board, the Principal, and the
College staff are all committed to your success.

Paul Greaves

Chair of the Board of Governance



SECTION 2 Undergraduate Degree Courses

2.1 Key features of Undergraduate Degree Courses

The University’s undergraduate degree courses are part of a common credit accumulation system. Students build
up the credits needed for a degree module by module - and must successfully complete the requirements of each
level before progressing to the next. Standard modules carry 30 credits and a degree comprises of 360 credits.

This is a level 6 final year (top up) degree course designed for those who have a level 5 qualification (e.g. FdA and
HND) in a relevant field. Level 6 is the most advanced undergraduate level.

Modules are designed to develop and test independent judgement and critical awareness and to develop an
enquiring, analytical and creative approach to learning. You are expected to recognise relationships in what you
have learned, to synthesise and integrate information and to view your subject(s) of study in a broader perspective.

You will carry out an individual research project and activities in preparation for employment or further study on
postgraduate or professional courses.

Level 6 modules are normally studied during the third year of a full time Honours Degree course.

There are two terms in an academic year; the Autumn term runs from September to December, the Spring term
from January to May. Full Time students normally study for 120 credits in a year.

2.2 Credits for previous learning

If you already hold a qualification (for example from another university), that may exempt you from part of your
course, you may apply for Accreditation of Prior Certificated Learning (APCL). Similarly, if you have undertaken
work, paid or voluntary, that has resulted in learning skills or knowledge equivalent to a module you will be
studying, you may apply for Accreditation of Prior Experiential Learning (APEL).  Collectively these are known as
Accreditation of Prior Learning (APL).

If you wish to claim for APL, please contact the LondonMet Academic Office at Nelson College London.

2.3 Module registration, course planning and approval

Your programme is already set and there are no optional modules available on your course.

As a new student you may have seen your personal timetable on-line. The structure of classes will be described
as part of the Induction Programme, which will include the times and rooms for lectures, seminars and other taught
classes.  Please get in touch with your Admin Offices if you are not sure where you should be going.

If you need advice or support in planning your programme, please contact the LondonMet Academic Office at
Nelson College London. You may be referred to your Personal Academic Tutor, if required. Once your programme
is confirmed an individual personal timetable is generated for you and can be viewed on-line. You can attend only
those modules for which you have registered. Once registered there is a very limited opportunity (i.e. no later than
the end of week 2 of the academic year) in which to change, or withdraw. These rules minimise disruption and aid
planning.

It is your responsibility to ensure you have an approved programme of study, which, for full time students, will
normally consist of 120 credits per year.



SECTION 3 BEING A STUDENT

3.1 Induction Programme Checklist

Following your Induction Programme at NCL and upon successful registration with London Metropolitan University,
you should receive the following:

 an ID card issued by the College
 an ID card issued by the University (including library number and computer network username)
 a programme of study/timetable confirming your registered modules
 the location of your Student Support and the LondonMet Academic Office at NCL
 the location of your main Library and IT facilities at the University and at the College
 the name of your Personal Academic Tutor at NCL
 the name of your Course/Module Leaders

If you miss your Induction Programme, you need to obtain all of the above items. There will be a Late Induction
session arranged for you. Please contact the LondonMet Academic Office at NCL to ensure that you know what to
do and where to go. It is very important that you complete the enrolment process as this is what activates your
status as a student.

3.2 Your Academic Terms

Your first term will commence on Monday, 25th September 2017. Your timetable will list all the classes that you
are required to attend.

Your second term will commence on Monday, 29th January 2018. Your timetable will list all the classes that you
are required to attend.

You will meet the Module Leaders and Lecturers, who will often be giving the main lecture for the module and will
take your group tutorials/seminars/workshops. During the first term, you will also meet your Personal Academic
Tutor.

3.3 Your timetable

The College’s timetable operates from 10.00 am to 5.00 pm, Monday to Friday. Your timetable will be available on
the College notice board and the structure of classes will be explained during your Induction Programme.

*Please note that BA Top-up students are required to attend classes 3 days per week
(Monday, Thursday and Friday).

**Please note that FdA students are required to attend classes 2 days per week
(see your timetable).

3.4 Attendance, academic engagement and employment

In order to succeed on your course, you should attend all classes and attempt all assessments. Whilst some
absences may be unavoidable, you should always inform the LondonMet Academic Office at NCL in advance and
you should catch up on what you have missed. [All absences must be requested and authorised through the
LondonMet Academic Office at NCL].



Attendance at classes is recorded and reviewed on a regular basis. If your attendance is not satisfactory, you may
risk having your enrolment terminated.

Please note* it is essential to attend all classes as per the stipulated times (see your timetable). Persistent
late entry is discourteous to both your tutors and class mates.

3.5 Studying

Your course will provide opportunities to learn new skills and acquire knowledge in your chosen subject areas.  To
make the most of the opportunities available you need to organise and plan your learning to help you manage your
time effectively – see the guidance provided on the college’s VLE.

Undertaking academic study at undergraduate level may be new and very different from your previous study
experiences.  Assessment is a key aspect of this learning. Successful completion of coursework and examinations
is crucial to the achievement of an award at the end of your course. Please remember that you will be required to
take part in group presentations, at some stage of this course. It is important that you understand clearly the
various expectations and deadlines for each item of assessment. A study manual is made available at the start of
each academic term.

You must attend all timetabled classes and you will also need to study in your own time.  You should expect to
spend 10 hours per week on each module, making a commitment of approximately 40 hours per week for a full-
time student, which should be planned in your diary. Please be respectful of the learning environment and
remember to switch off your mobile phone before entering classes and study areas.

Be prepared for lectures and tutorials by doing any reading or exercises in advance. Always make notes. Review
these after the class and if there is anything you do not understand, ask your tutor during the class.

Check assessment deadlines and examination dates, note them carefully in your diary and begin assessments
early.  You will enjoy researching and planning your work if you allow yourself plenty of time.  Make sure that you
understand what you need to do and plan how you will tackle it.  If anything needs clarification, seek advice from
your module lecturer.

3.6 Feedback on your assessments

Assessment feedback is a critical part of your learning experience and supports successful achievement on your
course.

Feedback can be:

 diagnostic – it provides an indicator of your aptitude and preparedness for study and can identify your
strengths and areas for improvement.

 formative – it provides you with feedback on progress of your work. The work may or may not contribute to
the overall module grade.

 summative – it provides comments in respect of your performance in relation to intended learning
outcomes and requirements for a piece of assessment.

In summary: Plan your learning strategy; allocate enough time; attend all of your module lectures, tutorials and
other sessions; start assessments well in advance; seek advice and help when you need it; use the learning
resources offered; and, enjoy the learning experience!



During your course you will receive feedback in a number of ways:

 during and upon completion of a module;
 during the teaching sessions;
 orally or in writing;
 written using a feedback sheet;
 via NCL Virtual Learning Environment / moodle.

You are entitled to receive feedback on all assessments, normally within 15 working days of submission.  For
assessments submitted during the module – especially where feedback can be delivered within timetabled class
sessions - the module team will help you to understand how to improve future submissions. For end-of-module
assessments feedback may be given on-line but you can request a meeting with your module tutors to help you
understand why they have awarded the grades you received.

All arrangements for coursework and feedback return will be communicated in advance. This will include:
 due dates for coursework submission;
 dates when coursework feedback will be distributed in class;
 the format by which assessment feedback will be given;
 the process by which end-of-module coursework can be collected following the publication of the result

concerned.

Online Feedback:
Feedback for coursework submitted online will be made available on the college VLE unless specified otherwise
by your lecturer.

3.7 Building Careers

You need to be effective and adaptable in challenging times, so we offer career planning services and lots of
opportunities to develop yourself to get you on the job ladder. This will include recruitment fairs, where you have
the opportunity to meet with employers directly.

We will organise employability, professional development and CV workshops which can give you opportunities to
improve your professional and employability skills.

SECTION 4 COMMUNICATION, INFORMATION AND ADVICE

4.1 Your University IT Account

You use the same IT account to access all University IT systems and Library electronic resources.  Your
account name is printed at the top of your student ID card that you receive at enrolment and is 7 characters
in length (e.g. ABC1234).  Your password (which you would have already used during pre-registration) was
initially set as your date of birth (DDMMYYYY) so, if you have not already done so, please do change it to
something more secure at:
https://password.londonmet.ac.uk/

4.2 Communication

We do our best to keep you informed of what you need to know at all times. We use the Web to provide
much of the information you need so it is essential to familiarise yourself with the University and college



websites. At other times we will use email to contact you so it is essential that you check your College email
on a regular basis.

4.3 Your Contact Details

The College will contact you by letter, phone, or email, perhaps to arrange a meeting, to provide you with
information, or to respond to a query. It is therefore essential that you keep your contact details up to date
on your student account as well as with the College’s Admin Offices.

4.4 NCL VLE – Online module resources

The NCL VLE provides access to a variety of student services, including;

a. The E-library
b. Course Handbooks
c. Communication with Course Tutors
d. Submission of coursework
e. Feedback on work submitted
f. Access to the College Newsletter

4.5 Administration and Academic Offices at the College

As a student of Nelson College London, you can contact the LondonMet Academic Office at NCL for any
query related to your studies or your time at the College. During your Induction Programme, you will be
informed of the location of these offices. No matter what your query is, these offices can help. Below is just
a small selection of the ways that academic or admin offices can help:

LondonMet Academic Office at NCL can be contacted for:

 Queries about your enrolment, the fees that you have been charged or if you have not received your
student loan;

 Issues with your ID card or, if it has been lost or stolen;
 Queries about your timetable or the requirements for your course;
 Queries relating to your attendance in classes and seminars;
 Advice on claiming credit for previous study or experience;
 Obtain standard letters and council tax exemption certificates;
 Advice on transferring or withdrawing from your course or taking a break from your studies.
 Book appointments with your Personal Academic Tutor,
 The results for your modules, including result queries, claims for mitigating circumstances, appeals,

and advice about examination arrangements;

4.6 Academic Support and Personal Academic Tutors (PATs)

As part of our absolute commitment to student experience and achievement every student is allocated a
Personal Academic Tutor (PAT), who is a member of the academic staff from the College responsible for
the course. PATs ensure provision of effective systems for student support to enable positive student
engagement, achievement and progression. The PATs work throughout the year and are supported by
teams of course administrators, who also provide Academic Registry services. PATs offer pastoral support
and advice to a designated cohort of students in matters related to programme planning and the student
experience. They work closely with Course Leaders within an integrated network of support services.



4.7 Learning Development support

A range of learning development support is available to all students wishing to make the most of their time
studying at the College. This includes:

 Advice from module lecturers;
 Study skills and academic support.

4.8 Course Leader

Your Course Leader is responsible for the day-to-day organisation of your course.

4.9 Module Leaders

Module Leaders are members of academic staff who lead the modules contributing to your programme of
study and are key to your learning experience. They should be your first port of call for academic advice on
any topics you do not understand following a lecture or seminar.  All Module Lecturers have “office hours” –
these are set times during the week when they are available for consultation. For each module, there will be
a Module Specification document which is available on the college VLE.

SECTION 5 YOUR VOICE COUNTS

5.1 StARS

Feedback from students is vital to the College to find out how well the teaching, guidance and other
services are working. This is obtained in different ways, including via Student Academic Representatives
(StARs) who, supported by the Students’ Union, provide direct feedback from students on the course and
raise any issues on their behalf.  You will have the opportunity to stand for election as a StAR or to elect a
fellow student.

5.2 Course Committees

A Course Committee is normally convened each term to review a set of modules and courses and provide
quality assurance.  Key staff, including module and course lecturers, attend these meetings and student
input is received via your StARs.

5.3 Students’ views on modules and courses

Students’ views are obtained through a variety of means (e.g. Programme Committee Meetings, Student
Representative Meetings, web-based questionnaires). College Staff welcome informal feedback from
students and Module Lecturers produce formal monitoring reports which cover areas such as teaching,
student feedback and assessment.  Reports and action points agreed are available from both module and
course reviews.

SECTION 6 YOUR A-Z ESSENTIALS

6.1 Academic Liaison Librarians at the University



Academic Liaison Librarians are qualified to provide learning support and information skills training and
ensure that, where possible, the appropriate information resources you need are available throughout your
course.

Your dedicated Librarian can help you acquire valuable information literacy skills which will enable you to
locate, retrieve, evaluate and use the most relevant resources for your research for specific assessments
and projects.  They publish guides and online tutorials to resources specific to your subject area which are a
good starting point when you need support.

To access Library Matters go to: http://tinyurl.com/or855sj

Students enrolled for this course can access the University’s libraries and the library at Nelson College
London. The College library has multiple collections of all recommended and core text books.

6.2 Academic Misconduct

You are responsible for ensuring that all work submitted is your own, and that it is appropriately referenced.
The University does not tolerate cheating of any kind.  You are strongly advised to familiarise yourself with
the Academic Misconduct Procedures, which list a range of categories of academic misconduct and
associated penalties, covering instances of academic misconduct (plagiarism, collusion, exam cheating).
From the outset of your studies you should receive information and guidance on referencing conventions
and group work activities to ensure that you do not contravene the University’s Procedures.  If you are
unsure about referencing, paraphrasing or group work activities (and what may constitute collusion in such
activities), you should seek advice as soon as possible from the Module Tutor or Personal Academic Tutor
(PAT).

An interactive guide on preventing plagiarism containing student views on plagiarism, interactive
demonstrations on how to reference and quizzes can be accessed at:
http://learning.londonmet.ac.uk/TLTC/learnhigher/Plagiarism/

Further information can be accessed at:
www.londonmet.ac.uk/academic-misconduct

You can also visit the LondonMet Academic Office of the College for further information.

6.3 Complaints

The College has a Student Complaints Policy and Procedures that deal with any concerns raised by the
students including academic and non-academic matters, but excluding review of assessment decisions. For
further information, you can contact the LondonMet Academic Office at NCL.
6.4 Course Transfers

If you intend to change course you should seek advice from your Admin Office. Do not stop attending your
course until a transfer has been agreed and confirmed in writing to you.

6.5 Coursework Extensions

If you have exceptional reasons which prevent you from submitting your coursework on time, you may
request an extension by completing the Extenuating Circumstances Form and providing the supporting
evidence. Requests must be made via the LondonMet Academic Office at NCL. This process applies only to
first submissions and it does not apply to reassessments.



6.6 Coursework Submission

When handing in coursework you must ensure that you have understood and followed all the instructions
provided by the Module Lecturer. For each coursework assessment, the type of submission is specified as
an ‘Online Submission’ via the college VLE, or where a hardcopy is required you will be informed by your
tutor.

The standard submission deadline time for submitting all coursework assessments online is 23:59pm.
Deadline dates are detailed on each Assessment Brief.

Please note that the College does not accept late work. If you have exceptional reasons which prevent you
from submitting your work by the due date and time, please refer to 6.5 above (coursework extensions) or
6.13 below (mitigating circumstances).

It is important that you retain both your electronic receipt of submission to Turnitin and a copy of the
coursework until the results are published.

6.7 Criminal Convictions

If you are a student with an unspent criminal conviction, or you are convicted or cautioned for an offence
during your study, you must notify the College. If you have a spent conviction or caution that is not eligible
for filtering but are studying on a course which is exempt from the 1974 Rehabilitation of Offenders Act
and/or requires a DBS (Disclosure and Barring Service) check, you must also inform the College
immediately.

6.8 Equality and Diversity

The College has an Equality and Diversity Policy which aims to ensure that the students and staff are
treated with respect and that the College does not discriminate individuals regardless of sex, age, disability,
sexuality, religion, race or ethnic group.

Where needed, the College may provide reasonable support, advice and resources to allow access for
students with learning difficulties and physical disabilities.

Support can include:

 Notes/hand-outs in advance
 Permission to record lectures
 Special examination arrangements (e.g. extra time, use of a computer, sheltered accommodation,

amanuensis), alternative assessment arrangements
 Extended assessment deadlines
 Extended library loans
 Accessibility related classroom adjustments
 Screening for a Specific Learning Difference (dyslexia)
 Internal Needs Assessment Report, to identify any adjustments to support you in your studies



 Advice and guidance in applying for study-related funding e.g. the Disabled Students’ Allowance (DSA)
 Assistance with arranging specialist tutoring, mentoring, communication support and /or note takers

Please Note:

1.  There are some aspects of course assessment that cannot be changed. These are known as
‘competence standards’.  A ‘competence standard’ is defined in the Equality Act 2010 as an academic,
medical, or other standard applied for the purpose of determining whether or not a person has a
particular level of competence or ability. These standards must be essential to the course and all
students must be able to fulfil these criteria.  Although in such situations it may not be possible to alter
the format of the assessment, you may still be entitled to adjustments (e.g. extra time). Competency
standards are different to the fitness to practice standards that exist in certain professions, such as
teaching, social work and medicine.

2. You are responsible for covering any costs associated in obtaining medical evidence of your disability/
long-term medical or mental health condition.

3. If you have a disability, long-term medical or mental health condition or a Specific Learning Difficulty,
please contact the LondonMet Academic Office at NCL as soon as possible.

4.  It is your responsibility to update us if your condition changes. We need to know this in order to assess if
there is any additional support you need – so please do stay in touch with us throughout your course.

*Full details are included in the Colleges Equality and Diversity Policy

6.10 ICT Services

The College ICT services will be explained in full to you in the induction week.

6.11 Libraries and Special Collections

You have access to University’s libraries and as well as the College library. The University has three
libraries located at Calcutta House, Commercial Road and Holloway Road. All University libraries house
plenty of computers and comfy informal learning spaces and a large range of up-to-date information and
resources. The electronic resources include e-journals, e-books and databases, which are also accessible
outside the University, via the library catalogue at:
http://catalogue.londonmet.ac.uk/

Additionally, at Nelson College Library you can find multiple copies of all core and recommended text
books.

These libraries have open access networked PCs and printing and copying facilities to support your studies.
In designated areas you can get wireless access to the Internet using your own laptop.

Information on all of our services, library opening hours, borrowing rights, resources and contacts can be
found at: www.londonmet.ac.uk/library

If you wish to know more about the College’s library, you can contact the Academic Office or your Personal
Academic Tutor.

6.12 Marking and grades



The College provides you with marks and grades for the work that you submit for assessment. At module
level, each component of assessed work is assigned a percentage mark with a pass/fail threshold at 40%.

Modules are marked on the following basis:

70% and above First class honours standard
60% - 69.99% Upper Second class honours standard
50% - 59.99% Lower Second class honours standard
40% - 49.99% Third class honours standard
0% - 39.99% Fail

Module marks are calculated to the nearest whole number from the appropriately weighted marks for each
assessment component. However, when determining awards, which are calculated from the applicable
module marks (not normally all module marks), with extra weighting for final year module marks, the overall
mark for your award is calculated to two decimal places.

At the end of each teaching period module results and awards are confirmed by Assessment Boards
(Subject Standards Boards and Awards Boards). Assessment Boards uphold the academic standards of
your course and ensure that each student is treated fairly and equally through the assessment process.

6.13 Mitigating Circumstances

The Mitigating Circumstances process is for students who have exceptional, unforeseen circumstances
which prevent them from attending an examination (or which resulted in their performance in an
examination being significantly impaired) or which prevented them submitting coursework. If you need to
make a claim, independent supporting evidence is required and, if accepted, this will allow you an
opportunity to redo the exam/resubmit the coursework without penalty i.e without capping of the mark.  The
deadline for the submission of claims is four weeks from the date of the assessment concerned (i.e. the
examination date or submission deadline).

6.14 Mode of Study

This is a full-time course delivered through Nelson College London.

6.15 Printing and Photocopying

Printing and photocopying procedures will be outlined in the induction week. Please note that you are not
required to submit any coursework as a printed copy.

6.16 Publication of Results and Transcripts and Awards Certificates

Your marks will be formally confirmed at the end of the academic year, once they have been confirmed by
the Assessment Board for your subject.

An official transcript will be posted to you at your home address on completion of your course, together with
your award certificate. There is no charge for either your end of course transcript or your original award
certificate, but if your certificate is lost you will need to pay a fee for a replacement. Since certificates are



posted out to your registered home address, it is essential that you keep your home address and all
contact details updated in the College’s records system.

6.17 Reassessment

If you fail or do not attempt a component of assessment you will be provided with one reassessment
opportunity during the reassessment period (normally during July following the end of the academic year).
If you pass after reassessment, the component concerned will be capped at 40%.

6.18 Retaking a Module

If, after reassessment, you still have not passed a module, you may need to re-register and to take the
whole module again. You are only permitted to re-register any module on one occasion and a fee may be
charged for re-registrations.

However, you should note that there are limits on the number of modules you can register to gain your
degree.  If you repeat too many modules it will affect your funding, your ability to continue on your course
and, if you are an international student, your right to remain in the UK.

6.19 Student Conduct

The College reserves the right to suspend the enrolment of any of its students, on one or more of the
following grounds:

a. Academic Misconduct as defined in the college policy on Academic Misconduct
b. Failure to meet the expectations and requirements set out in the college’s policy on Student Attendance
and Progression Monitoring
c. Failure to adhere to the college’s Code of Practice on Freedom of Speech

*For further information, please see the “Suspension of Students for Disciplinary Reasons Policy” document
supplied with a copy of relevant College Policies at your Induction Event.

6.20 Student and Staff Charters

Our Student and Staff charters are the means by which we articulate our values into reciprocal
commitments to enhance practice and improve our learning environment. Our charters have been
developed in partnership with students and staff and help us to keep at the cutting edge of new means of
working to enhance your experience as a student.
For further information, please see the London Metropolitan University Student Charter (page 3).

6.21 Taking a break from your studies

We understand that, unfortunately, some students encounter exceptional circumstances resulting in them
needing to take a break from their studies.  The College has procedures in place to support students who
need to take a break from their studies or, in exceptional cases, modify their current programme of studies.

If you are considering taking a break from your studies whilst you are enrolled, you need to seek:

 financial advice from the Student Loans Company (SLC), as any break in studies will count as a
year of student funding and you may not be entitled to benefits in the period you are not studying;
and,



 academic advice from your Personal Academic Tutor to ensure that there are no academic
impediments which could impact upon your return to studies.

Please think carefully about whether taking a break from your studies is right for you and please do contact
your Admin Office at the College for help and guidance, as during an approved break you will not be eligible
to sit examinations, submit coursework or undertake any other form of assessment.

Further information, including the deadlines to request a break, arrangements for the refund of tuitions fees
and, the Request Form, which must be completed prior to the commencement of your break in studies, are
available at the Academic Office.

The maximum break permitted is one year and the maximum period in which to qualify for an
Honours degree (including any agreed breaks) is eight years.

If you leave without prior approval you are at risk of being deemed to have withdrawn from your
course and, as such, not allowed to recommence at a later date.

6.22 Volunteering

Improve your chances of gaining employment by engaging in voluntary activities, which in turn will enable
you to make useful contacts and gain valuable experience. The student development and volunteering
programme, run by Reach, includes: voluntary work experience, mentoring young people, volunteering
overseas, tutoring in local schools, community work and career mentoring. Student volunteering is
undertaken with statutory agencies or charitable and voluntary bodies. It provides opportunities of a
theoretical and practical nature, in fields such as community work, conservation, research, administration,
legal, marketing, PR and education. Visit the University webpage:
http://reach.londonmet.ac.uk/home.aspx



Section 7 The Key Features of your Course

7.1 Course Specification

Course Specification

Part One: ABOUT THE COURSE
1 Name of course and highest award BA (Hons) Hospitality Management (Top Up)
2 Level of highest award (according to

FHEQ)
Level 6 (UG/PG)

3 Possible Interim Awards [click to select
highest award]

n/a

4 Awarding/validating institution London Metropolitan University
5 Teaching institution(s) Nelson College London
6 Total credit for course (for highest

award)
120

7 Faculty responsible London Guildhall Faculty of Business and Law
8 Pattern of attendance Autumn start Full Time

Spring start
Other n/a

9 About the course and its strategy towards teaching and learning and towards blended learning. Please
include details of access to learning facilities, including flexible/open-learning spaces within the Faculty.

This BA (Hons) Hospitality Management Top-Up course provides a progression for holders of relevant
HND/FdA qualifications, and is intended to enable students to take a broader view of both their professional
development and opportunities in the hospitality industry. It provides a framework for understanding
strategic, operational and personnel issues affecting the hospitality industry.

In addition to the focus on the acquisition of intellectual capability and development of managerial skills, the
course will focus on developing transferable and vocational skills. These will be developed through lectures
and technical workshops supported by group tutorials and individual tutorials, delivered by lecturers and
visiting experts from relevant industries. Regular field trips, multi-media demonstrations, academic tutorials,
role play activities, online learning and blended learning will also be available. Effective and on-going support
through the use of structured, targeted individual tutorials and online tutorials will also be offered.

10 Course aims
The Course aims to:

1. Provide a thorough grounding in various concepts, theories and issues affecting organisations in the
Hospitality Industry and related sectors.

2. Undertake research and utilise investigative strategies and techniques to solve complex problems
affecting the Hospitality Industry and related sectors.

3. Develop interpersonal and transferable attributes such as effective communication, teamwork,
leadership, innovation, adaptability, flexibility and being reflective, and to hone critical thinking skills
such as analysis and interpretation, critical evaluation, selection and synthesis, and reasoned argument.

4. Encourage students to explore and examine emerging trends in Hospitality Management, and to use this
to enhance their personal and professional development appropriate to a career in the Hospitality
Industry and related sectors.

11 Course learning outcomes.



Knowledge and understanding:
1. Develop a systematic understanding of the theories, practices and issues affecting the strategic

management and operations of a variety of hospitality organisations.
2. Explore and understand the various internal and external drivers that influence corporate and business

level strategies in order to effectively lead and manage hospitality organisations operating in different
environments.

3. Critically analyse and evaluate the prevailing factors and emerging trends affecting the structure,
functions, activities, regulation and direction of hospitality organisations.

Cognitive intellectual skills:
4. Critically evaluate the range of strategic, tactical and operational issues affecting the different processes

and relationships that exist within different hospitality functions.
5. Critically assess conflicting situations and contexts within the context of hospitality management to

develop informed positions and arguments.
6. Propose better practice and alternative solutions to current hospitality management problems based

upon the application of critical analysis and reflection.

Transferable skills including those of employability and professional practice:
7. Communicate effectively using a range of written and verbal techniques, adapting to emerging trends in

digital media and the use of ICT, competently using and presenting data.
8. Appreciate and enhance capability in terms of self-motivation, organisation and time management,

managing the work of others and working effectively within a team, as applicable to a range of personal
and professional contexts.

9. Demonstrate confidence in undertaking research to analyse complex business and organisational
problems to derive recommendations and develop innovative solutions.

Subject-specific practical skills:
10.Develop and implement effective recruitment, selection and performance management procedures

appropriate to the Hospitality Industry and related sectors.
11.Design and develop practices to enhance hospitality management operations.
12.Formulate and implement strategic plans for hospitality organisations on the basis of a range of strategic

options.
12 Indicative learning and teaching hours for the course.

Method Description and percentage of learning hours

Scheduled learning and teaching
activities

Level 6
Formal Lectures/ Workshops/ Tutorials -

27% of notional learning hours at
level 6

321 Hours out
of 1200
hours

Guided independent studies Level 6
Self-Directed/Online/Blended/Multi-

Media – 72% of notional learning
hours at level 6

867 hours out of
1200 hours



Workplace
observation/Placement/field-
trips/study abroad

Level 6

Work-Based Learning
(Observation/Placement/ Learning
in Simulated Work
Environments/Field Trip) - 1% of
notional learning hours at level 6

12 hours out of
1200 hours

TOTAL LEARNING HOURS FOR THE COURSE 1200 hours
13 Describe the arrangements for promoting reflective learning/personal development planning on this course

Each student is required to meet once in a term in an individual tutorial session with his/her personal tutor
and complete a personal development plan, which is updated every term. As part of the personal
development plan, students are required to assess their cognitive and transferable skills at the end of each
academic year.

The course is delivered through a series of interactive teaching sessions with an emphasis on group
participation sessions using case studies, student presentations and software packages.

Students have four lines of support during their studies including in-class, tutorials, a personal mentor and a
support lecturer.

Some students may come from a variety of educational backgrounds and may have not completed traditional
routes to higher education and therefore such students are required to undertake tutorial sessions on study
skills.  Additional one to one support is available for students.

14 Description of course and its structure.
This distinctive course integrates academic and work-based learning and is intended to equip you with the
vocational skills, competencies and knowledge relevant to your future career in the hospitality industry.

It is a multi disciplinary course - as well as studying topics such as front of house, rooms division and
operations, food and beverage operations, marketing and customer relationship management, you will also
learn about other important aspects of the hospitality industry including finance and human resource
management.

Students will be trained on MICROS - Fidelio software and hardware, enabling them to use MICROS for both
front and back office tasks such as placing food orders from customers and recording total menus sold and
sales. Fidelio is a Property Management System and Computer Reservation System used to book guest
services and record sales.

Relevant industry experience is a valuable aspect of this course. Guest speakers from the Food and Beverage,
Conference and Banqueting and Recruitment fields will share their expertise. There will be educational visits
to various hotels offering a range of guest experiences.

15 Teaching site(s) for course
[click to select location] [click to select location] [click to select location]

16 PSRB accreditations (where relevant) Not Applicable
17 Exemptions from Professional Body

examinations (where relevant)
Not Applicable

18 Principal QAA Subject Benchmark Statement QAA Subject Benchmark Statement in Hospitality,



(where relevant) Leisure, Sport and Tourism
19 Other external reference points FHEQ Level 6
20 Expected length of course Full Time 1 year

Other (please specify) n/a

21 Admissions requirements
The course has been designed for students who meet both of the requirements (A and B) below:
A)
Applicants require a minimum of an HND/FdA or equivalent qualification in a relevant subject.  .

B)

For students whose medium of study at HND/FdA or equivalent qualification is not English are required to
produce evidence of English language proficiency at IELTS: 6.0 or equivalents.

OR

Candidates pass an entry diagnostic assessment organised by the College.
22 Details of organised work experience, work based learning, sandwich year or year abroad available during the

course (if applicable)
In this course, every module incorporates inputs from industry speakers and employers through the provision
of guest speaker workshops and in some cases field trips. It does not provide the opportunity for any direct
work-based learning other than opportunities to bring in existing or concurrent work experience and career
interests into the assessed work, as appropriate to learning outcomes and indicative module content.

23 Other external links providing expertise/experience available during the course
Hospitality Industry experts with vocational skills will be invited as guest speakers during directed learning
sessions with a focus on vocational skills, employability issues or other areas of their expertise.
Field trips will be organised with a view to providing practical observation and real-world application of
concepts and theories relevant to hospitality management.
An added feature of this course is the opportunity to use the “NCL Tours Educational Demo Lab”. The Lab is
equipped with industry-based software e.g. Customer Relationship Management (CRM) Software, ABTA/ATOL
Licensing Scheme, and Guests Booking Software.

24 Arrangements on the course for careers education, information and guidance
Careers guidance and industry contextualisation is embedded throughout the course. The College’s Head of
Employability and the Employer Engagement Office has links with industry and may be in a position to place
suitably motivated and capable students in a variety of hospitality management roles. An employer
engagement event is organised to provide an opportunity for students to meet potential employers and
access advice on careers and CV writing. This day long activity involves external specialists who are invited to
provide advice on finding opportunities. Within the College there is a Student Welfare Office and Academic
Office which all students are able to access. Additionally, students are systematically involved with the
activities of the College and are informed about developments via student representative committees,
programme committees and via a quarterly Newsletter and e-learning platform.

25 Career, employability and opportunities for continuing professional development.
Career guidance and industry contextualisation is embedded throughout the course. Our Head of
Employability and Employer Engagement Office has links with the industry and is in a position to place



students in the industry.  The skills gained on a business and management Top up degree allow you to build
commercial awareness and start contributing to your chosen employer quickly and effectively.

As well as the specific subject knowledge gained from studying for a Top up degree, you will develop many
transferable and work-related skills that are highly valued by employers and which will increase your
employability.

Section Two: COURSE STRUCTURE AND ASSESSMENT
26 Course assessment strategy

Formative, summative and self-assessment and reflection are all part of the assessment strategy for this
course. All summative assessments are internally moderated and aim to assess performance against the aims
of the module and its learning outcomes. These are also externally scrutinised in accordance with the
University’s Quality Assurance (QA) and Quality Enhancement (QE) procedures.

The course and its modules are aimed at developing a broad range of skills among students including skills
and abilities that are highly desired for success in hospitality management. Therefore the assessment within
modules uses a range of assessment vehicles including coursework, presentations and project work. Students
are expected to produce essays, reports and a portfolio for coursework, to deliver presentations, and to
demonstrate effective teamwork and their ability to work with different media and complex multidisciplinary
concepts.

The Research Methods and Project module enables students to develop an in-depth understanding of a
particular research problem and to determine potential solutions.

27 Course Structure Diagram

Level Six- Autumn Intake (Full Time)
Semester Code Title Status Credits Notes

Autumn LT6017GN Hospitality Operations 30
Autumn LT6018GN Strategic Planning for the

Hospitality Industry
30

Spring LT6078GN Emerging Trends in the
Hospitality Industry

15

Spring LT6077GN Issues in Human Resources
Management

15

Autumn
and Spring

LT6P19GN Research Methods and
Project

30

Level Six- Spring Intake (Full Time)
Semester Code Title Status Credits Notes
Spring LT6077GN Issues in Human Resources

Management
15

Spring LT6018GN Strategic Planning for the
Hospitality Industry

30

Autumn LT6078GN Emerging Trends in the
Hospitality Industry

15

Autumn LT6017GN Hospitality Operations 30
Autumn
and Spring

LT6P19GN Research Methods and Project 30



28 Mapping matrix of modules delivering the course learning outcomes
Course learning outcome (list all) Met by module aim/learning outcome (list all relevant

module titles)
Develop a systematic understanding of the
theories, practices and issues affecting the
strategic management and operations of a variety
of hospitality organisations.

Strategic Planning for the Hospitality Industry, Hospitality
Operations

Explore and understand the various internal and
external drivers that influence corporate and
business level strategies in order to effectively
lead and manage hospitality organisations
operating in different environments.

Strategic Planning for the Hospitality Industry, Hospitality
Operations

Critically analyse and evaluate the prevailing
factors and emerging trends affecting the
structure, functions, activities, regulation and
direction of hospitality organisations.

Emerging Trends in the Hospitality Industry

Critically evaluate the range of strategic, tactical
and operational issues affecting the different
processes and relationships that exist within
different hospitality functions.

Strategic Planning for the Hospitality Industry, Hospitality
Operations

Critically assess conflicting situations and contexts
within the context of hospitality management to
develop informed positions and arguments.

Strategic Planning for the Hospitality Industry, Emerging
Trends in the Hospitality Industry

Propose better practice and alternative solutions
to current hospitality management problems
based upon the application of critical analysis and
reflection.

Research Methods and Project

Communicate effectively using a range of written
and verbal techniques, adapting to emerging
trends in digital media and the use of ICT,
competently using and presenting data.

Strategic Planning for the Hospitality Industry, Hospitality
Operations, Emerging Trends in the Hospitality Industry,
Issues in Human Resource Management, Research
Methods and Project

Appreciate and enhance capability in terms of
self-motivation, organisation and time
management, managing the work of others and
working effectively within a team, as applicable to
a range of personal and professional contexts.

Strategic Planning for the Hospitality Industry, Hospitality
Operations, Emerging Trends in the Hospitality Industry,
Issues in Human Resource Management, Research
Methods and Project

Demonstrate confidence in undertaking research
to analyse complex business and organisational
problems to derive recommendations and
develop innovative solutions.

Research Methods and Project

Develop and implement effective recruitment,
selection and performance management
procedures appropriate to the Hospitality
Industry and related sectors.

Issues in Human Resource Management

Design and develop practices to enhance
hospitality management operations.

Hospitality Operations

Formulate and implement strategic plans for Strategic Planning for the Hospitality Industry



hospitality organisations on the basis of a range
of strategic options.

29 Which modules are core-compulsory and thus required to be taken to gain specific awards? Please specify if
there are any combinations of modules that a student is required to take to gain either the highest level
of award or one of the interim awards listed in section3.

All modules are compulsory and must be completed to obtain the BA (Hons) Hospitality Management Top-Up
award.

Section Three: COURSE SPECIFIC REGULATIONS
30 Courses shall conform to both framework and University Academic Regulations. Where a course in addition

has course specific regulations which have been formally approved by the University, these should be
included below.

There are no course specific regulations.

Section Four: OFFICIAL USE AND CODES
31 (Faculty) Course Leader at time of

approval
Margaret Amankwah

32 (Faculty) Source of funding [click to select source of funding 1]
[click to select source of funding 2]
[click to select source of funding 3]
Other: please complete as appropriate

33 (QEU) Original date of approval
34 (QEU) Course approved to run from
35 (QEU) Course specification version

number
36 (QEU) Revision date (specify cohort)
37 (Academic Registry) London Met course

code
38 (Academic Registry) Route code
39 (Planning Office) JACS code1

7.2 Placements/study abroad

There is no requirement for study abroad.

1 JACS codes - https://www.hesa.ac.uk/jacs3



Index of Key online information

Nelson College London https://nelsoncollege.ac.uk/

Academic appeals www.londonmet.ac.uk/appeals

Academic Regulations www.londonmet.ac.uk/academic-regulations

Coursework and Examinations www.londonmet.ac.uk/coursework-exams

International Student Advice http://www.londonmet.ac.uk/international/internation
al-advice/

Mitigating Circumstances www.londonmet.ac.uk/mitigation

Professional Service Departments www.londonmet.ac.uk/services

Programme Planning (Module Registration) www.londonmet.ac.uk/ug-course-information

Student Hubs (first-stop shop for students) www.londonmet.ac.uk/studenthubs

Student Study Hub (learning skills resources) www.londonmet.ac.uk/studyhub

Student Zone http://student.londonmet.ac.uk/

Weblearn https://bblearn.londonmet.ac.uk

Undergraduate Course Information www.londonmet.ac.uk/ug-course-information
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