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WELCOME TO THE MARY WARD CENTRE
We hope your time with us is rewarding and enjoyable.

This handbook is for all students, whether you gieing a coursdor the first
time, oryouare a long time membaeuf the CentreOuraimisto give youas
much information as possibléo helpyou to make the bdsuse of your time
here. Hease t&ke a moment to read itlf youneed more information abouany
of anything doask.

Term time opening hours

The Centreopens at 9.3@very day.

The earolment desk closes &0.00 (16.300n Saturdays and Sundays wheg
areopen).

Term dates
See prospectus and website for term datd$ie Centre is closed completely for
two weeks during the Christmas and Easter holidays.

Out of term time opening hours

Out of term time, reeptionhas limited opening times, whidre shown on the
website and on our voicemail messalijée are closed weekends, out of term
time.

Café opening times

MondaysThurslays9.30-20.5rs

Fridays 9.30.00

Saurdays 9.3016.00

Sundayscafeopens 10.00; variablclosing times in the afternoon; please
enquire on the day.

The café is oksed out of terntime.



BEFORE YOU ENROL
Choosingli KS O2dzNBS GKIFGQ&a NARIKG F2N &2dz

Information and advice
We aim to provide detailed advice aboutiocoursedeforeyouenrol. The
prospectus anaur website arethe mainsources of information

Course descriptions are otme website and available fromeReption.They
provide an outline, describingwhat prior experienceyouneed(if any), giving
details ofstudy materials neededThey also show you what yatan do after
completing the course.

Information and advice about the coursesavailable at all timg, and FReception
is theplace to start. IReceptionO | yidpllyoudirectly, you will be putin touch
with someone who can, sl as someone from thelevantdepartment, or a
specialist tutor.

We aim to provide iformation and adviceinaccordance with th@eedsof
everyone. You might neadifferent format- large print or Braille a quiet
placeto chat, orother speificaNNJ Yy ASYSy (1 &4 @ 1341 YR &

You might bdooking for a course which we do not offer, or would like to find
out what is available in other collegedke havea smallicollectionof
prospectuse®f other collegesReceptioncan copy informationdr you.

If you would like to have a more in depdiiscussion about coursesin hereor
elsewhere we can arrange for you to havecanfidentialhalf-hour interview
with a specialist advisor. Please ask at Reception.

We also have courses for people whamwto improvetheir literacy or learn
English. RRaseseethe informationon page4 about our English (ESOL) and
Literacy classes

Some of our staff speak languagehler thanEnglish In addition, mterpreters
can be providedSome of outeaflets andother documents are available in
other languagesAgain, jist ask.



Visitor passes to try out a class

To try out a class befe enrolling, ask for a Visitétass on the day the class

takes place. Visitor Passes can only be issued for courses of marfothra
sessions, and where there is a space. Attendance as a visitor and subsequent
SYNREtYSYyild 2y (0KS Oflaa Aa SyiuANBte |
has already started.

Students with disabilities

When you enrol, we ask you if ybave support needs including any learning
difficulty or disability. If you agree, we share this information with your tutor. So
that we can help you as best we can, please tick the agree box on the enrolment
form.

If you need any help before or duringwocourse, justaiskat Reception or ask
your tutor. If you wouldike to talk things over, fedtee to contact Paula Suen,
our Learning Support AssistagRQ 7269 607h

If you require completely level access to your classroom, please let us know
whenyou enrol.We will make the appropriate arrangements.

Personal assistance plans
The support ya need will besummarisedn a personal assistancéap. We will
send this to both you and your tutor.

Students with learning difficulties

We do not offer disiete courses for students with learning difficulties. However,
we are happy to try and find an appropriate course for you here at the Mary
Ward Centre, and give you any additional help you need. If we cannot provide
what you need here, we will look for ¢alble courses at other colleges.

Additional learning support

If you need extra help because of learning difficuity can provide additional
learning support. You should ask your tutor, or contact P&ulen our Learning
Support AssistanDR0 7269 6@5).



HOW DO | JOIN?

You can join most of our courses without interview.
However, eme coursesre by application or require the priapprovalof the
tutor; they are marked witlan asteriskn the prospectus.

Application by interview:

9  For these accredited course: Access to Art and DesigPreparing to Teach
in the Lifelong Learning Sector, ITEC coufSesymunity Interpreting and
Translation CounsellingECDL an@LAITNOCN Qualification, APM Intro
and APM Risk Certificate

Refer to the prospectusr our website, or ask at Reception about the
application process and interview dates.

Application by tutor assessment or approval:

9  For English (ESOL) and literacy classesSoecial advice and enrolment
sessiongake placeduring the week before term stds in September; see
prospectus for term dates.

There areweeklyadvice sessionduring term timeon Tuesdays 15.6Q7.00
andWednesday49.3021.30 Dates and times foESOland literacy
assessmensession®ut of term timeare puton our website.

1 For chamber music groups and orchestra. For new studentsassessments
areusuallycarried outat the first meeting of the class in September

Application is by self-assessment:

1  For languages courses above beginner level anidtermediate Bridge. Theae
are selfassessment form® help you judje your level They are available
on ourwebsiteandfrom Reception

All other courses have open enrolment.



ENROL OR APPLY ONLINE, BY POST OR IN PERSON

General advice: enrol or apply as early as you can, as many classes fill up weeks
and months in advance.

Online

For courses where application is by interview, application forms are available on
line. For courses wherro prior approval is requiredull fee payes canenrol
onlineusinga credit card Once thepaymenthasgone throughwe will send you

an emal confirmation You are now ready to startas simple as that.

By post
Use the application form in the centre of the prospectus. Inclyoa credit
card details or send ua cheque and we will confm by return ofpost.

In person
Come into Reception during opening times (see pagel),

Concessionary fees

Details of what benefits allow concessionary fees are on the enrolment form. In
order to give you a concessionary fee nesd to se your concessionary
evidence so enrol by post or in persofY.our evidence for the concession must

be dated within six months of your application. Send us your evidence by post or
bring it with you if you are applying in person.

If yourstate registered pnsionis your sole or maimcome, sign the declaration
on the enrolment form Thisconcession offered by thielary WardCentre the
government does not providautomatic concessions for retired people

Financial help towards the cost of your study

If you are on a low income you capply for financial help towards the costs of
your studies This can include @ntribution towards travetosts materials,
childcare, examsand some course fees. Application forms and guidelines are
available orour website or from Receptiork-unds ardimited and some
applications may be unsuccessfilisk reception stafffiyou needhelp filling in
the form.



Instalments

Instalmentarrangements are availabfer somecoursesYou will be asked to
payaninstalmentwhen you enrglanda payment towardsubsequent terms,
and will be asked taomplete a direct debit agreement for the balanédeaflet
and formare available from Bceptionor from the website Forinstalment
enquiries, contact Amanda Sell@20 7269 6095Instalment arrangements are
not awailable for short courses.

Can | get my money back before the class starts?

People's plans change, and you may need to cancel a coQrsese fees can be
refunded, as long as you give us 10 working days notice in writing, before the
start of the course. There isan adminstration charge(£10 full fee, £5 for
conassiors). Seethe full Refund Policy on our enmkent form and website.
Requests for refundsan be emailedo refundrequest@marywardcentre.ac.uk

2 KIFd KFELIWISya AF GKS Oflaa AayQid NAIAK
On courses of longer than four meetingbwithin three days of thecourse

startinge 2dz RSOARS (KIFG GKS Of lyawe can&efifdd |
the fee

Can | get any money back after the class has started?
. 2dz 62y Qi 06S 8 fuleSskhere &e vErg dhdcial cilgtamcdsyin
which case, you should write to the Head of Department

Membership fees

Membership fees arpayable byall students except for those on ES&pid
Literacy classed he concessionary membership fee is 5@% @ full
membership fee. Sethe prospectusor our websitefor details.

Waiting lists

Whenclasses are full we can put you on a waiting list and offer you a place if one
becomes availablePlacesare offeredto three students at a timegn afirst

come first served basissoif you receive a letteinviting you to enralyou

should contact us immediatelysually, the maximum number on the waiting list

is 1Q



Childcare

We do not have aréchebut may be able to contribute towards the costs of
childcae. There is a&hildcare application formavailablefrom Reception or on
our website.

How to make things easier for you, as a student
For full fee payersf you know the course you want, enrol online.

Use your student membership number (printed on theament receipt) when
enrolling online, for subsequent enrolments.

For concessionary students: bring your evidence, dated within the last 6 months,
when enrolling for the first time. Update your evidence, as appropriate, for
subsequent enrolments.

Checkk y&@ ALISOAFTFAO O2dzNBES NBIjdZANBYSyda
latecomers in the classroommeeting places fooff -site classes.

Enrol early for terms 2 and 3, if you want to contirfumm term 1. Places are not
automatically held for continuing stwahts.

Let reception know of any change of address or phone number, and let us have :
mobile number if you have one.




ONCE YOU HAVE ENROLLED

Who to speak to with queries
Receptionisyour first point of contacb L¥ wS
you will bereferredto someone who can.

v A

SLWiAz2y Ol yQ

Finding your classroom

Alist of roomsand classews displayed opposite the Reception defkyou need
help finding your room, please askhere is lift access to many but not all the
rooms in the Centre. Recepn staff can show you how to use the lift and
explain the level access routes to classrooHexe is a plan of the building.

Café Side Reception Side
Stairs To Roof Garden Stairs To Roof Garden
Rooms 34/35 Admin Offices Art Studio 31
Third Floor . . . . .
Unisex Dilet | Room 32 Admin Office
Lift Rooms 21Print studio23,23A
Room 24 < Access | Unisex Toilgt
O LI i 1
Second Floor Room 25 [f)rlnkllr_lfg Water: C?Orlle
Access viavheelchair lift from23a Access from |ift via wheelcha
ramp through Roors 23a &22, to
Rooms21 & 24.
Room 14 Access _ Access from Lif
First Floor to Lift via ramp toRoom 11
Room 15
Room 12
Mezzanine Floor < Access Room 13
to Lift Access to Lif
Reception Areg
_ < pocess | Ladies Toile
Sculpture Studio C AccessibléJnisexToilet
Ground Floor CaféA Acce_fStS> DrinkingWater Coder
. toL A
Access to Lift o C Disabled Access Entran
Rooms 3A and
Access to Lif
Room B1
Basement Open Accestl Room B5 Access Access Room B3Craft Room
Room B4 to Lift To Lift AL
DSy uQa
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SAFETY AT THE MARY WARD CENTRE

Fire procedure and personal emergency evacuation plans

We all have a respoiislity to respond correctly when the fire alarm sounds.
Your tutor will go through the fire evacuation procedures with you at the start of
your course.

A Fire Action poster is displayed in all rooms. Please note where the fire exits
are, and where the ifeige points are. Do not use the lift during an evacuation.

Practice fire evacuations takeggle every term, and there is a firzvarenes
week once a year. We ask all of you to take part, since it is essential to keep
everyone safe. People with hearinglsishould set them to be alerted when the
fire alarm sounds.

If you think you will need help in an emergency evacuation, tell your tutor or tell
Reception. Remember the Centre has a lot of stairs and you cannot use the lift
during an evacuation. Yotutor will ask the whole class if anyone might need
help if the fire alarm sounds. A personal emergency evacuatem \pill be

made for everyone who needs one. This will be sent to both you and your tutor.

Health & safety and first aid
1 Our aim is to makéhe Centre a safe learning environment, and we take
the safety of all Centre users very seriously.
1 There are trained First Aiders on site, and First Aid boxes in various
locations. Al accidentsare investigated and recorded.
We will call an ambulancenkeded.
1 If you have an accidenReception can call you a taxi if you nesteto get
you home
1 Please keep your belongings secure, do not leave personal items
unattended, andollow anyhealth and safety advice given by your tutor.
1 If you see anything yothink might be hazardous, please report it to your
tutor or Reception.

=



LIFE AT THE CENTRE

letdzd (Y26 AF &82dzQNB | 64aSyi

Ifyodz OF y Qi Q Bt\asSknawzithébly éntil
studentabsence@marywardcentre.ac.ok byphone:020 7269 6086

Wewill tell yourtutor. L ¥ &2dz YAaa | FSg OflaasSasx
youmay receive a call from us.

2 K KFELIWISya AF Ye Oflaa AayQid NHzyyA
Just like the rest of us, sometimes tutors get sick, and classes have to be
cancelled at very shortotice. When this happens, we phone all students as

soon as possibleFor this reason, it is very usefor usto have a mobile phone
number for you, to save you having a wasted jourri&yme cancelled classes

are made up, but unfortunay this is not alays possible

Wetry to keep you informed quicklgbout anychanges to courses

Students on courses which are cancelledh®/Centrewill always be informed
in advance and a full refund or transfer to another courffered.

Common room

Sudents oftenlike to bring their own lunch, buasour café is a franchisge ask

you tonot eat your own food theréWe always try to provide a studenbmmon
room, where you can rest, study or eat your lunch. Because of limited space we
cannot guarantee that there M bea common room every day, but always do

our best todo so. The common room for the day is shawnthe plasma screen
abovethe desk in Receptian

Roof garden

In fineweather, the roof garden is a pleasigplace torest, study.eatyourfood,
or justsocialiseThe garden is a long way up the staifshe weathe isbad, it
might be closel; check with Reception beforgou make the journey

Student seating areas
There arestudent seating areas invo of the lift lobbies and outside Room 3A

10



Open learning room

We have an open learning roomnmom B5 inthe basement, with computers
and other resources for students. The room is staffed byrgjtand is open
every afternoon ancearly eveningMonday to Friday. AdReception for
opening times.

Other local facilities includélolborn Libraryd 15minute walk away)There are
AaSOSNIt AYOISNYySG hlFobthe CantreiRedeptionthasd S
detalils.

Recycling, sustainability and the Green Group

The Centre has® DNBE Sy D NP dzird@rovingogr sustgirdbilityy” (0 2
performance. 8 watch out forcontinuingimprovements in our carbon
efficiency You can helpThere are bins for recycling papearReceptionand cup
recyclingcontainesin two of the toilets.The café also asks you to segqia
rubbish for recycling when you clear your plategeaseurn off lights when you
leave rooms.

Lack of spac@revents us from collectingecyclable waste in large quantities.
But there arerecyclingbins just across the way (Queen Square for glassans,
paper and card

Lost property
Items found in classrooms are returned to Recept®mcheckthere if you have
lost something.

Sorry, no left luggage, please

We cannot look after your bags, coats, rucksacks etc. Wéanever,always
happy to heb peopleup the stairs with their class materials and bookfen
they need it

Community notice board

The board isocated opposite the café, and you cadvertise here at a cost of
50p per week. Please apply t@€&eption who will advise

11



Photocopying

We do not providephotocopying facilities for students. Howev&eception staff
may be able tanakea few copiedor your immediate us®n your coursePlease
give us enoughime before your class for this to happen.

Collecting course work
You tutor or the department concerned will advise you what to do.

STUDENT FEEDBACK

Complaints, requests, and congratulations

We welcome altommens, negative or positiveRPleasause a Student Comment
form, to be found on all staircases, ir€eption, and outsid¢he café. You will
receive a replyf you ask for oneUnlessyou say otherwisgyour anonymous
comments and our replies will be published in tkemly Sudent Bulletin You
canemail commentdo studentfeedback@marywardcentre.ac.uk

Our Complaints Precduresare on our website, an@re availabldrom
Reception.If you have a complaint please raisattthe timewherever possible
so that it can be dealt with immediatelyour tutor or Reception are your first
ports of call. We wilhppointa named persn to investigate.If you are not
satisfied, you cacontact the RrsonalAssistantto the Principal 020 7269 606

Open meetings with the Principal and Vice Principal

Thereare occasionabpen sessionwith the Principal and Vice Princip&ny
aspect @ life at the Centrecan be raisedDates are aduwdised on the plasma
screen in Bception, and around the Centréf you would like to invitehe
Principalor Vice Principdab your class, speak to your tutor and fellow students.

12



GETTING INVOLVED

All students are automatically members of the Centre, and there are
opportunities to get involved you would like to. Details of all the events below
are on displayround the Centre, and on the website:

1 Gome along to the Annual General Meeting of tBead of Trustees The date
isin the prospectusAttending the AGMs a way offinding out more abat
how the Centre is rummeeting other students, staff and Boarmembers and
making your views knowiWe are always lookinipr studentinvolvementin
the Cenre. Information about the Boardsin a folder by the café fireplace.

1 Musicisan important part of the life of the Centrand sudents always like
an audienceEveryone isvelcome to attend theconcersat the Centreand
other venuesLook out for postrs.

T The @S NJ ¢ n Q safflds tirdkzealeKdf @ik to raise money for the Club

1 Art exhibitions are held in the café and dretstaircases. Art students
welcome feedbackand sometimes thework isfor sale.The endof-year
shows havevork of an extemely high standardExhibitions are also held at
other venues. Look out for posters and fliers.

1 The Centrénoldsa Celebration of Achievememventevery other year

1 Many classes organise regular outings to museums, galleries, the theatre,
picnics etc.

1 The Queen Square Fair takes placeatlanfirst Saturday in JulAsk at
Reception if you would like to he]pr run a stall or activityOrjust come
along.

Donations to the Mary Ward Fund

Our aim is that no student is turned away from the Centre throungibility to

pay. We are always fundraising so that we can offer help with fees. Occasionally
we have special appeals. Information will be displayed at reception and around
the Centre. You can donate during the enrolment process, online or by cheque
orcaa K® 6/ KSIljdzSa LI eloftS (2 WeKS al NB
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WHAT WE EXPECT OF YOU AND WHAT YOU CAN EXPECT OF US

Our Equality policies, Student Code of Conduct and Disciplinary Procedure,
Student Charter, and other policies are available from Reception amdiio
website.

Student Charter

Mary Ward students can If we fail in this, you can What we expect of our

expect: expect: students:

1 courteous, helpful and 1 areadiness to accept The Centre has few
friendly staff responsibility for our requirements of its students

{1 impartial, relevant advice shortcomings beyond an insistence on good
and confidential guidance { a willingness to put things manners and thoughtfulness.

§ awareness by staff whento  right ¢tKS / SYyiNBQa |/
refer you to more specialist § workers at all levels summarized below:
help empowered to use their 1 Punctuality, to avoid

§ quality assured teaching initiative to solve problems disrupting fellow students

1 well-planned ourses 1 a straightforward 1 Regular attendance, so tha

1 afirm commitment to complaints procedure for the class can preed as
putting equal opportunities you to share concerns planned
into practice 1 apromptresponse toany 1 Thoughtfulness, namely

{1 formal and informal formal complaint considering the needs of
channels for expressing 1 assurance that we learn fellow students and not
atidzRRSyiaQ oA from our mistakes being overdemanding of

time and attention to the
detriment of others

1 Participatingg
endeavouring to take full
part

1 Following safety
instructions, particularly in
craftareas and instructions
re fire evacuation
procedures

1 Cocoperating with the class
tutor

9 Turning off mobile phones i
class

14



CONTACTING US

To enrol or to get course information:

020 7269 6000

Mon-Fri 9.3020.30

Sat(& Sun when open) 9(816.30

Outsideterm time:

Listen to voicemail message or check website
for opening timesAt certaintimes, eg start of

term, the phones are very busy. Please leave a

message so we can return your call.

To report a student absence:
studentabsence@marywardcentre.ac.uk
or phone020 7269 6086

For general enquiries:
mwenqguiries@marywardcentre.ac.uk

We aim to answer emails within 24 hours, but
at very busy timethe reply timewill be

longer.

For refund requests:
refundrequest@marywardcentre.ac.uk

For disability access and special needs issues:
Paula SuerD20 7269 6075
paula.suen@ marywardcentre.ac.uk

For instalment queries: 020 7269 6095

Messages for tutors:

2§ R2 y20G 3IAGS 2dzi
students. To pass on a message to a tutor,
emailmwenquiries@marywardcentre.ac. ok
phonethe main Centre numbeabove.

To give useedback on any aspect of your
time at the Centre, emalll
studentfeedback@marywardcentre.ac.uk

15
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Specific subject enquiries should be
addressed to the Departmental
Administrator, see below

Humanities (Humanities and Social Sciences,
Health & Social Care, Teaching, Writing and
Publishing):

Mandy Yu: 020 7269 6023
humanities@marywardcentre.ac.uk

Computing, IT and Business:

Charlotte AytorGeorge: 020 7269 6052 (9:30
13.00 hrs daily)

computing@ marywardcentre.ac.uk
business@marywardcentre.ac.uk

Visual and Performing Arts:
Jackie Wamaitha: 020 7269 6042
artsandmusic@ marywardcentre.ac.uk

English and Other Languages:

Michael Turkheim 020 7269 6033
english@marywardcentre.ac.uk
languages@marywardcwentre.ac.uk
CICT@marywardcentre.ac.(ommunity
Interpreting/Translation enquiries)

For Over 60s courses: contact the relevant
subject area as above.

Mary Ward Legal Centre

Free legal advicd-or more information
phone 020 7831 707%r browse their
website:www.marywardlegal.org.uk

%M\ﬁlﬂi‘d(ég‘ntreR SalkAta
42, Queen Square
London WC1N 3AQ
020 7269 6000

This booklet, regularly updated,
is also available on our website
www.marywardcentre.ac.uk
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snary Ward 2 at Dolphin Courg

Webdbve been | ooking for a property to
classroom and common room space for the Mary Ward Centre and
to offer a much needed new home for the Mary Ward Legal Centre.
We 6 mogv found the perfect building only 10 minutes walk away:

Dolphin Court, 8 -10 Great Turnstile, WC1V 7JU

We 60 v e r atasddahn fgndiagn
to buy Dolphin Court and we expect
to have completed the purchase in
December 2010.

We need to raise £200,000 to refurbish the building.

Please will you help us?

8Cash or cheques made payable to O6The Mar
may be left at Reception for Ceri Williams, Principal

8 Credit card payments can be made using the donations form available at
Reception or by contacting Beryl Washington on 020 7269 6062

8 Visit www.justgiving.com/marywardcentre to make your donation online

With your help we can build on the service we provide
and secure the future of Mary Ward for many years to come

mw Mary Ward

MARY WARD CENTRE
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