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Message
from the
Principal
Professor Geoffrey Alderman
DLitt MA DPhil (Oxon), FRHistS, FHEA,
FRSA, FICPD, FCMI, CQP MCQI

Dear Student,

Message
from the
Chair of the
Board of
Governance
Aaron Porter
Chair of the Board of Governance

It gives me great pleasure to welcome
you as a student at Nelson College London.
The Mission of Nelson College London 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 London aims to provide, what the
College expects of you and the quality of the service that you are
entitled to expect from us.

Dear Student,
On behalf of the Board of Governance, I would like to welcome you
to Nelson College London and wish you success in your studies. The
Board has the ultimate oversight of the academic experience and
it is our job to ensure that the College is operating efficiently and
effectively. We are committed to hearing from students directly, and
they are represented on the Board too.
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.

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.

4
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Introduction
Welcome and thank you for choosing Nelson College London.
Nelson College London is a medium-size independent college of
higher education operating in the London Borough of Redbridge.
The College offers its students an educational experience which is
shaped by commitment, enthusiasm, discipline, effectiveness, insight
and creativity: an educational experience which can withstand the
demands of the contemporary world.
For the year 2019-20, the College has been awarded Silver Rating
in the Teaching Excellence Framework (TEF) which showcases that
Nelson College London delivers teaching, learning and outcomes for
its students that meet rigorous national quality requirements for UK
higher education.
The Office for Students (OfS) is the independent regulator of Higher
Education in England. Its aim is to ensure that every student, whatever
their background, receives a fulfilling experience of higher education
that enriches their lives and careers. The College enjoys OfS registration
at the highest level and as part of this process has published an OfSapproved Access and Participation Plan highlighting how the College
will improve equality of opportunity for underrepresented groups to
access, succeed in and progress from higher education. The Access
and Participation Plan can be found on the College website under
Widening Participation.
Within this handbook, the College has highlighted useful information
to help you adjust to the College routine and understand the rules
and regulations that affect students, what the College expects from
you, and what you can expect from the College.
Should you still have any queries about the College and its
programmes of study, please do not hesitate to speak to a member
of the College staff.

6
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Introduction to the HND
Programmes
Higher National Diploma Programmes:
Pearson BTEC Higher Nationals are widely recognised by industry
and higher education as the principal vocational qualifications at
Levels 4 and 5.
Nelson College London offers two Higher National Diplomas*
awarded by Pearson , in Business and in Hospitality Management.
These Diplomas allow entry into the third year of an appropriate BA
(Hons) Top-up degree.
A wide range of students, employers, higher education providers,
colleges and subject experts were consulted to ensure that the new
qualifications meet their needs and expectations. Pearson also worked
closely with the relevant professional bodies to ensure alignment with
recognised professional standards.
There is now a greater emphasis on employer engagement and work
readiness, providing students with a clear pathway to employment or
further education.
Students have also been involved throughout the development of
these qualifications, ensuring that their considerations have been
taken into account.

Key contacts of the HND Programme team:
Name
Mudassar
Mehmood

Margaret
Amankwah
Hakeem
Kazeem
David
Douglas
Aleksandra
Osiniagova

*Name
Subject to
approval each year.
Title
Location
Romeela Registrar
Ilford Campus
Joseph
Aneela
Student
Ilford Campus
Khan
Attendance and
Welfare Officer
Marium Admissions and
Gants Hill
Alam
Attendance Officer Campus
Ceylan
Admissions Officer Gants Hill
Kulucan
Campus
Name
Tatiana
Russell
Hira
Khan
Aneela
Khan
Lucia
Ismail

8
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Title
Academic Manager for HND
Programmes/ Programme
Leader and Chief IV for HND
Business
Programme leader and Chief IV
for HND Hospitality
Management
Programme leader for HND
Hospitality Management
Head of Programme Delivery
(All Programmes)
Head of Academic Services

Email
m.mehmood@nelsoncollege.ac.uk

margaret@nelsoncollege.ac.uk

h.kazeem@nelsoncollege.ac.uk
d.douglas@nelsoncollege.ac.uk
a.osiniagova@nelsoncollege.ac.uk

Email address
r.joseph@nelsoncollege.ac.uk
aneela.khan@nelsoncollege.ac.uk

marium@nelsoncollege.ac.uk
ceylan@nelsoncollege.ac.uk

Title
Disability Officer

Location
Ilford Campus

Email address
t.russell@nelsoncollege.ac.uk

Student Welfare
Officer
Student Attendance
and Welfare
Officer
Disability Support/
Student Welfare
Officer

Ilford Campus

h.khan@nelsoncollege.ac.uk

Ilford Campus

aneela.khan@nelsoncollege.ac.uk

Gants Hill
Campus

l.Ismail@nelsoncollege.ac.uk
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BTEC HND Business
Introduction

•

•

Providing opportunities for learners to focus on the development
of higher-level skills in a business context.
Providing opportunities for learners to develop a range of skills
and techniques and attributes essential for successful performance
in working life.
Providing opportunities for individuals in employment to achieve
nationally recognised vocationally specific qualifications.
Providing opportunities for learners to gain a nationally recognised
vocationally specific qualification to enter employment in business
or progress to higher education.

Edexcel BTEC Higher Nationals are designed to provide a specialist
vocational programme, linked to professional body requirements and
National Occupational Standards where appropriate.

•

They offer a strong, sector-related emphasis on practical skills
development alongside the development of requisite knowledge and
understanding.

This qualification aims to meet the needs of the above rationale
by:

The qualifications provide a thorough grounding in the key
concepts and practical skills required in their sector whilst their
national recognition by employers enables direct progression into
employment.

•

•

A key progression path for Pearson BTEC HND learners is to the
second or third year of a degree or honours degree programme,
depending on the match of the Pearson BTEC Higher National units
to the degree programme in question.

•

Pearson BTEC Level 5 HND Diploma in Business has been developed
to focus on:

•

•

•
•

•

10

•

Providing education and training for a range of careers in business
such as management, administration, personnel, marketing,
accounting and law.
Providing a general qualification which allows flexibility of study
to meet local or specialist needs.
Providing specialist options which meet the needs of the
major functions in business and allow specialisation with career
progression and professional recognition in mind.
Providing opportunities which underpin some of the knowledge
and understanding required for the relevant NVQ level 4 units in
Accounting, Management, and Business Administration.
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•

•

Equipping individuals with knowledge, understanding and
skills for success in a range of administrative and management
positions in business.
Providing specialist routes of study which relate to individual
professions which learners are working or intend to seek
employment.
Enabling progression to an undergraduate degree or further
professional qualification in business or a related area.
Supporting individuals employed or entering employment in the
business field.
Developing a range of skills and techniques, personal qualities
and attributes essential for successful performance in working life
and thereby enable learners to make an immediate contribution
to employers.
Providing flexibility, knowledge, skills and motivation as a basis
for future studies and career development in business.
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Programme Structure for Pearson BTEC Level 5 Higher National
Diploma in Business:
Year 1 – Students will study eight units, with a value of 15 credits each
= 120 credits.
Year 2 – Students will study a further seven units (6 x Level 5 – with a
value of 15 credits each, plus 1 x Level 5 - with a value of 30 credits)
= 120 credits.

HND Business Programme
Structure
Unit
Code
1
2
3
4
5
6
7
9

11
12
32
35
36

40
44

Unit Name
Business and the Business
Environment
Marketing Essentials
Human Resource Management
Management and Operations
Management Accounting
Managing a Successful Business
Project (Pearson Set)
Business Law
Entrepreneurship and Small
Business Management
Total
Research Project (Pearson Set)
Organisational Behaviour
Business Strategy
Developing Individuals, Teams, and
Organisations
Human Resources – Value and
Contribution to Organisational
Success
International Marketing
Pitching and Negotiation Skills
Total
Combined

12
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Credit
Value
15

Level

Comment

4

CORE

15
15
15
15
15

4
4
4
4
4

CORE
CORE
CORE
CORE
CORE

15
15

4
4

OPTIONAL
OPTIONAL

30

(120 Credits)
5
CORE

15
15
15

5
5
5

CORE
OPTIONAL
OPTIONAL

15

5

OPTIONAL

15
15

5
5

OPTIONAL
OPTIONAL

(120 Credits)
(240 Credits)
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Unit Learning Outcomes
Unit 1: Business and the Business Environment
1. Explain the different types, size and scope of organisations
2. Demonstrate the interrelationship of the various functions
within an organisation and how they link to organisational
structure
3. Use contemporary examples to demonstrate both the positive
and negative influence/impact the macro environment has on
business operations
4. Determine the internal strengths and weaknesses of specific
businesses and explain their relationship with external macro
factors.
Unit 2: Marketing Essentials
1. Explain the role of marketing and how it interrelates with other
functional units of an organisation
2. Compare ways in which organisations use elements of the
marketing mix (7p’s), to achieve overall business objectives
3. Develop and evaluate a basic marketing plan.
Unit 3: Human Resource Management
1. Explain the purpose and scope of Human Resource
Management in terms of resourcing an organisation with talent
and skills appropriate to fulfil business objectives
2. Evaluate the effectiveness of the key elements of Human
Resource Management in organisations
3. Analyse internal and external factors that affect
Human Resource Management decision-making, including
employment legislation
4. Apply Human Resource Management practices in a workrelated context.

14
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Unit 4: Management and Operations
1. Differentiate between the role of a leader and the function of
a manager
2. Apply the role of a leader and the function of a manager in
given contexts
3. Demonstrate an appreciation of the role leaders and managers
play in the operations function of an organisation
4. Demonstrate an understanding of the relationship between
leadership and management in a contemporary business
environment.
Unit 5: Management Accounting
1. Demonstrate an understanding of management accounting
systems
2. Apply a range of management accounting techniques
3. Explain the use of planning tools used in management
accounting
4. Compare ways in which organisations could use management
accounting to respond to financial problems.
Unit 6: Managing a Successful Business Project
1. Establish project aims, objectives and timeframes based on
the chosen theme
2. Conduct small-scale research, information gathering and data
collection to generate knowledge to support the project
3. Present the project and communicate appropriate
recommendations based on meaningful conclusions drawn
from the evidence finding and/or analysis
4. Reflect on the value gained from conducting the project and its
usefulness to support sustainable organisational performance.

BTEC HND Student handbook | 2020 - 21

15

Unit 7: Business Law
1.
2.
3.
4.

Explain the basic nature of the legal system
Illustrate the potential impact of the law on a business
Suggest appropriate legal solutions to business problems
Recommend appropriate legal solutions based upon
alternative legal advice provided.

Unit 9: Entrepreneurship and Small Business Management
1. Explore and illustrate the range of venture types that might be
considered entrepreneurial
2. Access the impact of small business on the economy
3. Determine and assess the key aspects of an entrepreneurial
mind-set
4. Examine the different environments that foster or hinder
entrepreneurship.
Unit 11: Research Project (Pearson Set)
1. Examine appropriate research methodologies and approaches
as part of the research process
2. Conduct and analyse research relevant to a business research
project
3. Communicate the outcomes of a research project to identified
stakeholders
4. Reflect on the application of research methodologies and
concepts.
Unit 12: Organisational Behaviour
1. Analyse the influence of Culture, Politics and Power on the
behaviour of others in an organisational context
2. Evaluate how to motivate individuals and teams to achieve a
goal
3. Demonstrate an understanding of how to cooperate effectively
with others
4. Apply concepts and philosophies of organisational behaviour
to a given business situation.

16
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Unit 32: Business Strategy
1. Analyse the impact and influence which the macro environment
has on an organisation and its business strategies
2. Assess an organisations internal environment and capabilities
3. Evaluate and apply the outcomes of an analysis using Porter’s
5 Forces Model to a given market sector
4. Apply models, theories and concepts to assist with the
understanding and interpretation of strategic directions
available to an organisation.
Unit 35: Developing Individuals, Teams and Organisations
1. Analyse an employee’s knowledge, skills and behaviours
required by HR professional
2. Analyse the factors to be considered when implementing
and evaluating inclusive learning and development to drive
sustainable business performance
3. Apply knowledge and understanding to the ways in which
high- performance working (HPW) contributes to employee
engagement and competitive advantage
4. Evaluate ways in which performance management,
collaborative working and effective communication can
support high-performance culture and commitment.
Unit 36: Human Resources – Value and Contribution to
Organisational Success
1. Evaluate the importance of organisational design to the
delivery of sustainable performance
2. Analyse the requirement to develop motivated, knowledgeable
and experienced individuals and teams
3. Apply contemporary knowledge and research to support
emerging HR developments.

BTEC HND Student handbook | 2020 - 21

17

Unit 40: International Marketing
1. Demonstrate how an understanding of marketing contributes
to business strategies in an international context
2. Evaluate entry to a selection of international markets and
define the key success factors
3. Investigate how elements of the marketing plan can be
adapted or standardised across international markets
4. Demonstrate an understanding of how to organise and
evaluate international marketing efforts (multinational, global,
transnational, meta-national etc.)
Unit 44: Pitching and Negotiation Skills
1. Evaluate the context of a negotiation and identify the
information required to prepare for a negotiation
2. Manage documentation relevant to tenders and contracts
3. Develop a pitch to achieve a sustainable competitive
advantage
4. Assess the outcome of a pitch and negotiation.

BTEC HND Hospitality
Management
Introduction
Pearson BTEC Higher Nationals are designed to provide a specialist
vocational programme, linked to professional body requirements and
National Occupational Standards where appropriate.
They offer a strong, sector-related emphasis on practical skills
development alongside the development of requisite knowledge and
understanding.
The qualifications provide a thorough grounding in the key concepts
and practical skills required in their sector and their national
recognition by employers allows direct progression to employment.
A key progression path for Pearson BTEC HND learners is to progress
to a BA (Hons) Top-up degree for the third year, depending on the
match of the Edexcel BTEC Higher National units to the degree
programme in question.
The Pearson BTEC HND Diploma in Hospitality Management offers
a progression route to the professional qualification offered by the
Institute of Hospitality.
Pearson BTEC Level 5 HND Diploma in Hospitality Management
has been developed to focus on:
•

18
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Providing education and training for a range of management
careers in hospitality, licensed retail, food and beverage or leisure
and tourism sectors; for example, food and beverage manager,
front of house manager or events manager.
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•

Providing opportunities for hospitality managers to follow
specialised areas of study directly relevant to individual vocations
and professions within the hospitality industry, including study
within the licensed trade, leisure and/ or tourism sectors, or
specialist culinary arts, leading to a nationally recognised Level 5
vocationally-specific qualification.

•

Developing the individual’s ability to make an immediate
contribution to employment in the hospitality management
industry, through the effective use and the combination of the
knowledge and skills gained in different parts of the programme
providing opportunities for specialist study relevant to individual
vocations and contexts.

•

Providing opportunities for full-time learners to gain a
nationally recognised, vocationally specific qualification to enter
employment in hospitality management or progress to higher
education, vocational qualifications such as a full-time degree
in hospitality management or related areas such as business
management or leisure and tourism management.

•

Enabling progression to an undergraduate degree or further
professional qualification in hospitality management or a related
area providing flexibility, knowledge skills and motivation as a
basis for future studies and career development in hospitality
management.

•

Developing the knowledge, understanding and skills of learners
in the field of hospitality management across a range of sectors,
including those suggested above.

•

•

Providing opportunities for learners to focus on the development
of higher-level skills in a hospitality management context, including
investigatory and research skills focusing on management issues
within the context of hospitality, leisure or tourism.
Providing opportunities for learners to develop a range of skills,
techniques and attributes essential for successful performance in
working life within the hospitality industry.

Programme Structure for Pearson BTEC Level 5 Higher National
Diploma in Hospitality Management:
The Pearson BTEC Level 5 Higher National Diploma in Hospitality
Management consists of eight units in Year 1, plus a further eight
units in Year 2.
Year 1 – Students will study 8 units (all at level 4), with a value of 15
credits each = 120 credits.
Year 2 – Students will study a further 7 units (all at level 5; with a value
of 15 credits for 6 units and one at 30 credits) = 120 credits.
Total credits available for BTEC HND Hospitality Management is 240.

This qualification meets the needs of the above rationale by:
•

20

Developing a range of knowledge and understanding, skills
and techniques personal qualities and attributes essential for
successful performance in working life.
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HND Hospitality
Management Programme
Structure
Unit
Code
2
6
15
7
4
1
5
3

Unit Name
Managing the Customer
Experience
Managing Food and Beverage
Operations
Hospitality Marketing Essentials
Managing Accommodation
Services
The Hospitality Business Toolkit
The Contemporary Hospitality
Industry
Leadership and Management for
Service Industries (Pearson-set)
Professional Identity and Practice

Credit
Value
15

Level

Comment

4

CORE

15

4

OPTIONAL

15
15

4
4

OPTIONAL
OPTIONAL

15
15

4
4

CORE
CORE

15

4

CORE

15

4

CORE

Total
25
19
30
21
18
33
41

Food Service Management
Hospitality Consumer Behaviour
and insight
Global Events
Menu Development, Planning and
Design
Research Project (Pearson Set)
Integrated Hospitality Marketing
Communications
Hospitality Business Strategy
Total
Combined

22
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(120 Credits)
15
15

5
5

SPECIALIST
CORE

15
15

5
5

SPECIALIST
SPECIALIST

30
15

5
5

CORE
SPECIALIST

5

SPECIALIST

15

(120 Credits)
(240 Credits)

Unit Learning Outcomes
Unit 2: Managing the Customer Experience
1. Explain the needs and expectations of market segments for
the service industry
2. Explore the customer experience map to create business
opportunities and optimise customer touch points
3. Investigate the impacts of digital technology in customer
relationship management
4. Apply effective customer experience management within a
service sector business to maximise customer engagement.
Unit 6: Managing Food and Beverage Operations
1. Explore the food and beverage industry including different
styles of food and beverage service outlets, rating systems
and current industry trends
2. Demonstrate professional food and beverage service standards
in a real working environment
3. Compare the ways that different food and beverage operations
use technology to improve operational efficiency
4. Analyse customer motivations and behaviour and how food
service outlets use this information to maximise business
success.
Unit 15: Hospitality Marketing Essentials
1. Explain the role of marketing and how it interrelates with other
functional units in a hospitality organisation
2. Compare ways in which hospitality organisations use elements
of the marketing mix (7Ps) to achieve overall business objectives
3. Develop a basic marketing plan to meet marketing objectives
for a hospitality organisation.
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Unit 7: Managing Accommodation Services
1. Explain the types of accommodation services available within
the hospitality industry
2. Discuss the role of the Front Office department within
accommodation services
3. Assess the contribution of the Housekeeping department to
providing effective accommodation services
4. Explore the role facilities and security plays within
accommodation services.

Unit 5: L
 eadership and Management for Service Industries
(Pearson-set)
1. Review classical management theories and leadership styles
2. Explore the factors that influence different management styles
and structures in a service industry context
3. Assess current and future management and leadership skills
for the service sector
4. Demonstrate management and leadership skills in a service
industry context.

Unit 4: The Hospitality Business Toolkit
1. Investigate how to manage finance and record transactions to
minimise costs responsibly within the hospitality sector
2. Assess how to manage the Human Resources (HR) life cycle
within the context of HR strategy
3. Illustrate the potential impact of the legal and ethical
considerations on a hospitality business
4. Explain the importance of coordinating and integrating various
functions of departments within the hospitality sector.
Unit 1: The Contemporary Hospitality Industry
1. Examine the current structure, scope and size of the hospitality
industry
2. Explore current and anticipated skills requirements in the
hospitality industry
3. Review the internal and external factors that impact the
hospitality industry and how they relate
to current issues
facing the hospitality industry
4. Analyse the current and potential trends and developments
affecting the hospitality industry.

24

BTEC HND Student handbook | 2020 - 21

Unit 3: Professional Identity and Practice
1. Explore the importance of on-going professional development
and self-directed learning to enhance professional identity
and career opportunities
2. Assess own skills, competences and the different learning and
development approaches
3. Design a professional development plan, within a specific
work context
4. Demonstrate a range of service industry and transferable skills
for a job application

Unit 25: Food Service Management
1. Investigate the sourcing and procurement processes within a
food service organisation
2. Evaluate operations management strategies within a given
food service context
3. Explore the importance of ethical management for overall
business success
4. Produce an improvement plan for a given organisational
challenge within a food service organisation.
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Unit 19: Hospitality Consumer Behaviour and Insight
1. Examine the factors that influence hospitality consumer
behaviour and attitudes
2. Demonstrate the ability to map a path to purchase in a
hospitality context, including the decision-making process
3. Evaluate appropriate forms of research to understand
influences on the hospitality consumer
decision-making
process
4. Evaluate how marketers influence the different stages of the
hospitality consumer decision-making process.

Unit 30: Global Events
1. Explore the diversity of the global events industry and the
factors that have influenced its development
2. Evaluate the value, legacy and the impact of events on
the environment in which they operate and appraise the
management strategies used to support responsible event
development
3. Assess the impacts the macro environment has on the global
events industry and their influence on decision-making and
organisational behaviour
4. Evaluate the criteria essential for the successful planning of
specific events.

Unit 21: Menu Development, Planning and Design
1. Investigate how menus are planned and designed to meet
customer and business requirements
2. Determine how to cost and price menus
3. Develop and evaluate menus to meet customer and business
requirements.

26
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Unit 18: Research Project (Pearson –Set)
1. Examine appropriate research methodologies and approaches
as part of the research process
2. Conduct and analyse research relevant to a hospitality research
project
3. Communicate the outcomes of a hospitality research project
to identified stakeholders
4. Reflect on the application of research methodologies and
concepts.

Unit 33: Integrated Hospitality Marketing Communications
1. Evaluate different marketing channels and how they serve
communication objectives for various hospitality organisations
2. Devise communication objectives and justify appropriate
channel selection and integration
3. Design and produce content appropriate to the channel and
communication objectives
4. Demonstrate the ability to critically evaluate a hospitality case
study involving communication strategy, channel choice and
creative content.

Unit 41: Hospitality Business Strategy
1. Analyse the impact and influence which the macro environment
has on a hospitality
2. Assess a hospitality organisation’s internal environment and
capabilities
3. Evaluate and apply the outcomes of an analysis using Porter’s
Five Forces model to a given market sector
4. Apply models, theories and concepts to assist with the
understanding and interpretation of strategic directions
available to a hospitality organisation.
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Name
Mudassar
Mehmood

Attendance
Student attendance at Nelson College London is vital. The Attendance Policy https://nelsoncollege.ac.uk/about/Policies, highlights
that attendance should be maintained above 50% in order to
progress from one term into the next. Should your attendance fall
below the 50% a series of warning letters will be issued to provide
an opportunity for you to improve this. If it remains below 50% by
the end of the semester, you will be at risk of termination from the
course as you have not met the College progression policy. Please
see below the steps taken if your attendance falls below 50%:

Below
50%

Title
Email
Academic Manager for HND
m.mehmood@nelsoncollege.ac.uk
Programmes/ Programme
Leader and Chief IV for HND
Business
Margaret
Programme
leader and Chief IV margaret@nelsoncollege.ac.uk
Reporting your
absence
Amankwah
for HND Hospitality
If for any reason
you are unable to attend classes, you must call ahead
Management
to
notify a member
ofleader
the admin
In the event of health issues,
Hakeem
Programme
for HND team.h.kazeem@nelsoncollege.ac.uk
Kazeem or a Hospitality
Management sufficient and appropriate medical
illness
family emergency,
David
of Programme
d.douglas@nelsoncollege.ac.uk
evidence
willHead
be required
in Delivery
order to excuse
your attendance.
Douglas
(All Programmes)
Aleksandra
Head of Academic Services
a.osiniagova@nelsoncollege.ac.uk
Key
Contacts
Osiniagova
Name
Romeela
Joseph
Aneela
Khan
Marium
Alam
Ceylan
Kulucan

Attendance

Letters
Name

Poor Attendance Letter
1

If your
attendance
has not
improved
from your 1st
Warning
Letter, you will
then recieve a
Termination
Letter.

Once you have recieved this letter you will
have 7 days to respond and improve your
attendance

1st Warning Letter

2

3
4

Termination Letter

If you have not
improved your
attendance 7
days from the
Poor
Attendance
Letter, you will
recieve a your
1st Warning
Letter

Title
Registrar

Location
Ilford Campus

Email address
r.joseph@nelsoncollege.ac.uk

Student
Attendance and
Welfare Officer
Admissions and
Attendance Officer
Admissions Officer

Ilford Campus

aneela.khan@nelsoncollege.ac.uk

Gants Hill
Campus
Gants Hill
Campus

marium@nelsoncollege.ac.uk

Location

Email address

Title

ceylan@nelsoncollege.ac.uk

Student
requestOfficer
letters (e.g.
council tax
letter) will normally be dealt
Tatiana Disability
Ilford- Campus
t.russell@nelsoncollege.ac.uk
Russell
within 2 working days from receipt of the request, however, staff will
Hira
Student
Ilford Campus
h.khan@nelsoncollege.ac.uk
endeavour
to Welfare
prepare letters
as quickly
as possible. The Student
Khan
Officer
Request Form can be obtained from the main College Reception.
Aneela Student Attendance Ilford Campus
aneela.khan@nelsoncollege.ac.uk
During busy times, please be patient as the staff handles enquiries.
Khan

and Welfare
Officer
Lucia
Disability Support/ Gants Hill
l.Ismail@nelsoncollege.ac.uk
ID
Cards:
Ismail
Student Welfare
Campus
Student Officer
ID cards will be issued within seven working days from the

receipt of ID request. The student ID Card Request form can be
available from the main College Reception. There will be a charge of
£5 for each lost/ stolen Student ID Card.

If you have not improved your attendance 14
Letter and you will be permenantly withdrawn
from the college.

28
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Student Welfare
Student Welfare Officers are available to discuss any issues regarding
your welfare at the College.
Equality and Diversity
The College has in place an Equality and Diversity (ED) policy and
an Equality and Diversity Committee (EDC). Both ED policy and EDC
work in conjunction with one another to ensure equality of opportunity
for its students and staff. Along with making sure that the College
practices are in line with the Equality and Diversity Act 2010.
Mental Health Support
The College aims to improve student’s mental health and wellbeing
by providing students with one to one support and wellbeing
awareness workshops. Students can access a global peer support
network through TalkCampus which promotes social connection and
presents an open opportunity for wellbeing conversations. Students
can download the TalkCampus app and join the support community
for students for free.
Please have a look at our
https://nelsoncollege.ac.uk/student-information/talkcampus
Disability Support
The Student Welfare Officer (SWO) is available to speak to students
about their disability and/or learning difficulty and the level of support
available to students. The type of support includes academic, financial
and professional support. Once the student is on the disability register
the SWO will be able to have regular meetings with the students to
ensure that they are receiving the appropriate support here at the
College along with their progression route after their obtaining their
Higher National Diploma.
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Care leaver Support
The College has Student Welfare Officers for students who are care
leavers. The College’s definition for care leavers includes all those who
have experienced care at any stage of their lives, including those who
have been adopted, estranged students and unaccompanied asylumseeking children. The student will need to meet with the Student
Welfare Officers who will establish the level of support available at the
College. The SWO will be available to students throughout their time
here at the College to support them through the Higher National
Diplomas and to progress into employment or further education.
Financial Support
The College is introducing financial support to enable students to
progress through the course and graduate from the College.
NCL Bursary Package*
‘The NCL Bursary Package’ is available to students from disabled or
care-leaver backgrounds. The package aims to support the students
throughout their studies at the College and help them progress after
gaining their qualification. All eligible students are entitled to receive
£1,000/- grant per annum.
The Student Welfare Officers have regular meetings with disabled
and care-leaver students to discuss the level of support required and
provide guidance on the application process for bursary. Please visit
College website for further details on NCL Bursary Package.
https://nelsoncollege.ac.uk/node/248
NCL Hardship Fund*
‘The NCL Hardship Fund’ is available to students experiencing
unexpected financial hardship. The College will fund students via
equipment, goods and services. The student will receive a meanstested individual grant and vouchers of up to £1,000 to ease the
hardship. To be eligible, a student’s residual household income must
not be above £30,000. In addition, they must meet all the eligibility
criteria as outlined on the College website.
https://nelsoncollege.ac.uk/node/248
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Aneela
Khan
Marium
Alam
Ceylan
Kulucan

Student
Attendance and
Welfare Officer
Admissions and
Attendance Officer
Admissions Officer

Ilford Campus

aneela.khan@nelsoncollege.ac.uk

Gants Hill
Campus
Gants Hill
Campus

marium@nelsoncollege.ac.uk

Title
Disability Officer

Location
Ilford Campus

Email address
t.russell@nelsoncollege.ac.uk

Student Welfare
Officer
Student Attendance
and Welfare
Officer
Disability Support/
Student Welfare
Officer

Ilford Campus

h.khan@nelsoncollege.ac.uk

Ilford Campus

aneela.khan@nelsoncollege.ac.uk

Gants Hill
Campus

l.Ismail@nelsoncollege.ac.uk

Key Contacts
Name
Tatiana
Russell
Hira
Khan
Aneela
Khan
Lucia
Ismail

ceylan@nelsoncollege.ac.uk

Assessment How are you assessed?
There is a required mix of core and optional units for the HND
programmes which are selected through consultation with Students,
Teachers and Employers, thereby ensuring the relevance of the
programme. Learners must pass all units in order to be awarded a
BTEC Higher National Diploma. The assessment of BTEC Higher
National qualifications is criterion-referenced and NCL is required to
assess learners’ evidence against published learning outcomes and
assessment criteria. All units will be individually graded as ‘Pass’,
‘Merit’ or ‘Distinction.
To achieve a ‘Pass’ grade for the unit, learners must meet the
assessment criteria set out in the specifications. This provides
transparency to the assessment process the establishment of national
standards for each qualification.
The units all have a standard format, designed to provide clarity
of requirements for learners, assessors and those responsible for
monitoring national standards.
Assessment Instruments:
Assessment methods are designed by NCL and collectively ensure
coverage of all assessment criteria. Each unit provides opportunities
for the evidencing of all grade descriptors. Our assessors are
trained to clearly specify assessment criteria and contextualised
grade descriptors on each assessment method. This further ensures
transparency and that feedback is specific to the criteria, assisting
with the internal standardisation processes.
The tasks and activities are designed to enable learners to produce
evidence that relates directly to the assessment criteria and grade
descriptors, with each assessment method moderated by NCL.
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Practical application of the assessment criteria is encouraged by our
assessors, thereby providing a realistic scenario and typical practice
in the sector concerned.
Grading Higher National Units:
BTEC Higher National Diplomas are assessed at “unit level” and there
will be no overall grade for the Diploma. Each unit will be graded as
a pass, merit or distinction. A pass is awarded for the achievement
of all outcomes against the specified assessment criteria. Merit and
Distinction grades are awarded for higher level achievement.
Pass Qualification Grade:
Learners who achieve the minimum eligible credit value specified by
the rule of combination will achieve the qualification at pass grade.
Merit and Distinction Grades:
Learners will be awarded a merit or distinction qualification grade
through the aggregation of points gained from the successful
achievement of all individual units. The graded section of the HND
is based on the learner’s best performance (in units), at or above the
qualification, to the value of 75 credits.
The number of points available is dependent on the unit grade
achieved and the credit size of the unit.
Teaching Strategies:
As a College, we are aware of the need to identify the various learning
styles of the students that comprise individual classes. Measures can
then be taken to facilitate and encourage all types of learners. This
may incorporate the need for order, structure, creativity, group-work
and practical exercises. In essence, the message for our tutors is to
incorporate as much variety as possible into course delivery.
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Discussion Strategies:
The process of discussion deepens student learning and motivation,
helping to develop views and opinions. HND programmes provide
an excellent environment for this type of interaction. A student’s
critical thinking skills are also improved through the process of writing
assessments for class.
Qualification Credit Value:
A minimum of 240 credits passes, of which 120 are from the Year
1 and 120 credits from Year 2 of the programme, are required for
successful completion.
Academic Feedback
You will receive accurate and useful feedback of your assessments
within four to six weeks of assessments deadline about your academic
performance. You need to keep track of your academic progress, and
therefore you must look at the feedback and use it to see where you
went wrong/ right, for improvement, which will become an automatic
process.
Please have a look at the following policies which are made available
on the college website:
• Assessment Policy
• Extenuating Circumstances
• Assessment Decision review request
• Academic Misconduct
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Students registered at NCL can use VLE, which is available through
the College website. The following materials will be made available
on VLE under each module, every term:

Virtual
Learning
Environment

VLE

The Virtual Learning Environment
(VLE) will be a key aspect to your
studies as you will be required
to use VLE to access lecture
materials, keep up-to-date with
news regarding the college and
submit your assignments.

•
•
•
•
•
•
•
•

Induction Slides (once a year)
Programme Specification
Harvard Referencing System guide
Unit Handbook
Assignment Briefs
Lecture slides
Activities
NCL Cover Page (for submissions)

If you require assistance with VLE, please feel free to contact your
Student Support Lecturers:

To access VLE enter this web
address: nclvle.co.uk
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Academic Support
and Personalised Learning

The College has a dedicated ‘Student Support Lecturer Team’ to
provide additional teaching support to the students. The team
provides guidance to students if they have any concerns about their
academic work or personal development.
The team also identifies struggling students by analysing various
datasets and then designs customised ‘Individual Learning Plan’ to
provide personalised developmental support.
Please see below a list of Student Support Lecturers and other key
information:
Name
Zainab
Mazhar
Naaz
Shaheen
Fazlay Hoque
Mohammad
Noorani
Milon
Mahmud
Nasim Rekha
Khan
Fatima Nayan

Title
Student Support
Lecturer
Student Support
Supervisor
Student Support
Supervisor
Student Support
Lecturer
Student Support
Lecturer
Student Support
Lecturer
Student Support
Lecturer

Programme Email address
HND BUS
zainab@nelsoncollege.ac.uk
HND BUS

n.shaheen@nelsoncollege.ac.uk

HND HM

f.hoque@nelsoncollege.ac.uk

HND HM

m.noorani@nelsoncollege.ac.uk

HND HM

m.mahmud@nelsoncollege.ac.uk

HND HM

n.khan@nelsoncollege.ac.uk

HND HM

f.nayan@nelsoncollege.ac.uk

The College is also committed to provide students with welfare and
pastoral
support. Each student
allocated
a personal tutor and
Name careTitle
Location is Email
Address
student
advisor
who
can
help
students
with
pastoral
needs.
Shiraj Islam Head of Marketing Ilford
s.islam@nelsoncollege.ac.uk
and Work-Based

Campus

Kashka

Employment and

Gants Hill

Mclauchlan

Manager

Campus

Further details
are available in ‘Student Welfare and Pastoral Care
Learning
Support
Policy’.
The link to Ilford
the policyk.omotoye@nelsoncollege.ac.uk
on the College website is as
Kabir
Employability
Omotoye
Officer
Campus
follows:
k.rowlands@nelsoncollege.ac.uk

https://nelsoncollege.ac.uk/sites/default/files/inline-files/
Rowlands
Work Placement
Campus
Manager
Student%20Welfare%20and%20Pastoral%20Care%20Support%20
Bruce
NCL KEC
Gants Hill b.mcLauchlan@nelsoncollege.ac.uk
Policy%20Ver%200.4%20PM.pdf
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Student
membership
The College highly values feedback from
students on the programmes delivered
by the College. The College has in place
a variety of methods to collect student
feedback.
The following forms are used to collect your
feedback:
•
•
•
•
•

Student Feedback Form (every
semester)
Module Evaluation Form (every
semester)
NCL Student Survey (yearly)
Focus group on assignment briefs
conducted with a random sample of
students
Student complaints forms

These forms are used to create reports
which are presented at the meeting. The
College also has student representation
within its Terms of Reference of the
following meetings:

Academic
Planning
Black, Asian and Minorit y Ethnic
Advisor y Group

Programme

1
11

Equalit y and Div ersity

2

10

Student Access and Success
Steering Gr oup

Academic
Board

9

Chair

Studen t

3

Quality Assuranc e
& Enhancemen t

4

Course

8

5

7
6

Progression
Boar d

Subject
Standards
Board

Academic
Assessmen t
Panel

* These meetings have student representation within the terms of reference

40

BTEC HND
HND Student
Studenthandbook
handbook| 2020
| 2019- 21
- 20

BTEC
BTEC
HND
HND
Student
Studenthandbook
handbook| |2019
2020--20
21

41

Progression
The purpose of Progression Policy is to ensure students are monitored
against academic progression and to identify students with poor
academic performance who may require additional support.
It is important that students understand the progression policy as it
highlights the requirements from year 1 to year 2. Once student have
progressed onto year 2, students are required to submit and pass, as
per Pearson requirement, a minimum of 12 units to graduate with an
HND Qualification. The College hold a graduation Ceremony for the
students to praise them on their achievement of attaining an HND.
Please have a look at the Student Attendance and Progression Policy
which is availabe on the College website.

Transcripts
and
Certificated
Student Certificates
Nelson College London is always proud to present students with their
Pearson certificates once they have completed their Higher National
Diplomas. Certificates are awarded during the College Graduation
Ceremony where students will be able to share their achievements
with their family, friends, and fellow peers.
If students are unable to attend the Graduation Ceremony, there are
opportunities to collect the certificates from the College.
Replacement Certificates
If a student requires a replacement certificate, they can either request
it directly from Pearson or contact the College’s Examinations Officers.

Meet requirement
for attendance and
submissions

If a student decides to contact the Examinations Officers, a total of
£80, covering the College’s admin fee and the Pearson certification
fee, is payable to the College. This fee will be reduced to £40 if the
request is made within 28 days of the issue date of the certificate.

YEAR

01

Students can directly reclaim their HND certificates from Pearson by
following the instructions at http://qualifications.pearson.com/en/
support/Services/replacement-certificates.html
Submit
and pass
all units
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Facilities
Teaching Space

At the College students are made aware
of the student code of conduct throughout
their time at the College.
The Student Code of Conduct highlights
the following:

The College occupies circa 20,000 square feet of floor space in its
Ilford and Gants Hill campuses.
The Gants Hill campus, which is owned by the College, has circa
17,000 sq feet of floor space spread across 7 floors (of which
approximately 14,000 sq feet is currently used by the College).
The College campuses can be easily accessed by the public
transport network in London

Treat everyone with respect

IT and Library Facilities

Avoid disrupting others in the class

The College provides IT and Library facilities across both the
campuses located in Gants Hill and Ilford.

Treat all College staff and College property
with respect
Do not use mobile phones during class
All students must attend all classes on time
Lecturers and College staff instructions
should be followed at all times
All assignments should be submitted by the
given deadlines
Have consideration for College health and
safety rules.

The modern ‘Library and Learning Centres’ in both the campuses are
equipped with computers and a wide range of course-specific textbooks. The Ilford campus has a dedicated library with computing
and printing facilities and a separate browsing area for students.
The College also provides e-Library facilities where students can
access Emerald Insight e-Journals and Pearson’s Higher National
Global online platform.
All the computers in the College are installed with industry specific
software, for example:
•  Library and Learning Centre at Gants Hill is equipped with
industry-standard Oracle Opera PMS Hotel Software.
•  Microsoft 365 and Microsoft Teams platform is used to deliver
blended or online learning (both synchronous and asynchronous
delivery).
•  An industry-standard ‘Student Management System’ (Quercus
Student Information System) and a Student Gateway system are
used to cater to the needs of prospective students to support the
application stage.
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After your studies
Learning Resources
The College has VLE (Virtual
Learning Environment) facility
powered by Moodle to offer a
self-paced learning environment
to students where they can
access
learning
resources,
submit formative and summative
assessments and receive feedback.
The College also provides Turnitin
facilities to promote academic
integrity and help students to selfidentify and correct issues with
paraphrasing and citations.

Canteen/Cafeteria
The College offers free snacks,
tea-coffee and fresh water for all
students.

The College has a dedicated Student Careers Service under NCL
Knowledge Exchange Centre (KEC), who are available during your
studies to provide you with the opportunities available to you during
and after you have completed your Higher National Diploma. The
types of opportunities include:
• Work-placement (at NCL or otherwise)
• Internships
Title
Programme Email address
• Name
Summer placements
Zainab
Student Support HND BUS
zainab@nelsoncollege.ac.uk
• Advice on employment
Mazhar
Lecturer
• Naaz
Employment
opportunities
Student
Support HND BUS
n.shaheen@nelsoncollege.ac.uk
• Shaheen
Further education
Supervisor (Top-up at NCL)
Fazlay Hoque

Student Support

HND HM

f.hoque@nelsoncollege.ac.uk

The team will Supervisor
arrange a one-to-one meeting with students and go
Mohammad
Support Form
HNDtoHM
through
a Self Student
Progression
gain am.noorani@nelsoncollege.ac.uk
better understanding of the
Noorani
Lecturer
student’s current position and their progression route.

Milon
Student Support HND HM
m.mahmud@nelsoncollege.ac.uk
Mahmud
Lecturer
NCL
alsoSupport
be running
Employers Forum,
NasimKEC
Rekha will
Student
HND HMworkshops,
n.khan@nelsoncollege.ac.uk
networking
opportunities,
careers
fairs,
open
days
and a variety of
Khan
Lecturer
opportunities
to putSupport
the student
in the f.nayan@nelsoncollege.ac.uk
best position when applying
Fatima Nayan Student
HND HM
Lecturer
for jobs or going
into further studies.

Speak to our employability team for all the opportunities available:
Name
Shiraj Islam

Kabir
Omotoye
Kashka
Rowlands
Bruce
Mclauchlan
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Title
Head of Marketing
and Work-Based
Learning
Employability
Officer
Employment and
Work Placement
Manager
NCL KEC
Manager

Location
Ilford
Campus

Email Address
s.islam@nelsoncollege.ac.uk

Ilford
Campus
Gants Hill
Campus

k.omotoye@nelsoncollege.ac.uk

Gants Hill
Campus

b.mcLauchlan@nelsoncollege.ac.uk

k.rowlands@nelsoncollege.ac.uk
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Prevent
Strategy
The Prevent Strategy has been
put in place to outline the duty
the College has to encourage a
safe and respectful environment
for the students, staff, members
of the Board of Governance and
visitors.
Extract from the Prevent Strategy
(focusing on students):
Students will receive safeguarding
training and information to inform
and raise the awareness of Prevent
agenda:
Information about the Prevent
Agenda and Duty will be
promoted to students by inclusion
in:•
•
•
•
•

Curriculum offerings
Safeguarding posters
Safeguarding policy and
procedures
Online induction information
Training and development
sessions

Safeguarding
Policy
The Safeguarding Policy highlights the provisions in place to support
the welfare of its staff, students and visitors at the College. The
College will ensure that there is a safe environment to work and study.
Extract from the Safeguarding Policy:
2.3 The College will take all safeguarding concerns (including
suspicions) seriously and will report concerns promptly.
2.4 The College has processes in place to check the suitability of
staff and students whose duties and responsibilities involve regular
contact or supervision of children or adults who may be vulnerable.
The College is committed to seeking to ensure that appropriate
suitability checks are carried out in relation to staff including criminal
record checks and other checks where appropriate.
2.5 Safeguarding referrals to the relevant statutory authority will be
made on the basis of identified and considered risk.
2.6 College staff dealing with students or staff who are subject to
safeguarding concerns, will consider what support may be offered to
them both internally (assistance programmes for Staff/Students) and
the signposting of external services that may be appropriate (i.e. local
GPs, Mental Health Services).
Please have a look at the College’s Safeguarding Policy.

Please have a look at our Prevent
Strategy.
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IMPORTANT
LINKS

Name
NCL Website

URL
https://nelsoncollege.ac.uk

Virtual Learning
Environment (VLE)
NCL Policies and
Procedures
Key contacts (Ilford)

https://nclvle.co.uk

Key contacts (Gants Hill)

https://nelsoncollege.ac.uk/team-members-gants-hill-campus

NCL Knowledge
Exchange Centre
NCL E-Library

https://kec.nelsoncollege.ac.uk

Financial Support

https://nelsoncollege.ac.uk/node/248

Academic Support

https://nelsoncollege.ac.uk/node/178

https://nelsoncollege.ac.uk/about/Policies
https://nelsoncollege.ac.uk/team-members-ilford-campus

https://ncll.librarika.com

1
2
3
4

Initial complaint
or academic
appeal

Informal
resolution

Formal
complaint

5
6
7

Review of
complaint

Formal
resolution

Referral to
Pearson/ Edexcel
or university

Mediation

Key contacts:
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52
REVISION
REVISION
ASSESSMENT
PERIOD
ASSESSMENT
PERIOD
ASSESSMENT
PERIOD
ASSESSMENT
ASSESSMENT
PERIOD
PERIOD

14/09/2020
21/09/2020
28/09/2020
05/10/2020
12/10/2020
19/10/2020
26/10/2020
02/11/2020
09/11/2020
16/11/2020
23/11/2020
30/11/2020
07/12/2020
14/12/2020
21/12/2020
28/12/2020
04/01/2021
11/01/2021
18/01/2021
25/01/2021
01/02/2021
08/02/2021
15/02/2021
22/02/2021
01/03/2021
08/03/2021
15/03/2021
22/03/2021
29/03/2021
05/04/2021
12/04/2021
19/04/2021
26/04/2021
03/05/2021
10/05/2021
17/05/2021
24/05/2021
31/05/2021
07/06/2021
14/06/2021
21/06/2021
28/06/2021
05/07/2021
12/07/2021
19/07/2021
26/07/2021
02/08/2021
09/08/2021
16/08/2021
23/08/2021

3
4
5
6
7
8
9
10
11
12
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13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
30
30
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52

SUMMER
SUMMER
SUMMER HOLIDAYS
HOLIDAY
HOLIDAY

ASSESSMENT
PERIOD
ASSESSMENT
PERIOD
ASSESSMENT
ASSESSMENT
ASSESSMENT PERIOD
PERIOD
PERIOD

REVISION

REVISION

TEACHING

TEACHING

TEACHING

Term
Term
Term2
2
2
HALF
TERM HOLIDAY
TEACHING
HALF
HALF
HALF TERM
TERM
TERM HOLIDAY
HOLIDAY
HOLIDAY
VACATION - HALF TERM

TEACHING

TEACHING

TEACHING

TEACHING (Term 3 Starts)

EASTER
EASTER HOLIDAYS
EASTER
HOLIDAY
HOLIDAY

TEACHING

TEACHING

TEACHING

VACATION - HALF TERM

TEACHING

Term
Term
Term1
1
1

TEACHING

TEACHING

TEACHING

TEACHING (Term 2 Starts)

CHRISTMAS
CHRISTMAS
CHRISTMAS
HOLIDAY
HOLIDAYS
HOLIDAY

ASSESSMENT PERIOD

ASSESSMENT PERIOD

REVISION

REVISION

TEACHING

TEACHING

VACATION - HALF TERM

TEACHING

TEACHING

TEACHING

TEACHING

TEACHING

TEACHING (Term 1 Starts)

STUDENTS INDUCTION

07/09/2020

VACATION

31/08/2020

2

WEEK
WEEK
WEEK
WEEK
COMMENCING
ACTIVITY
COMMENCING
COMMENCING
COMMENCING ACTIVITY
ACTIVITY
ACTIVITY

1

WEEK
WEEK
WEEK
WEEK

Academic
Calendar HND
Programmes

ACADEMIC YEAR

2020-21

Term
Term
Term3
3
3
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