The Study Guide
to Barnfield College
Higher Education
Programmes

Thinking of
Higher Education?
Think
Barnfield College

A Guide to Higher
Education course guide
has been produced to
give you an insight into
studying with us.
It is full of valuable information to assist you, not only
when considering your application but also for when
you first start at Barnfield and during your time with
us as we aim to help you realise you ambitions and
support you in ‘being who you want to be’ in your
chosen career.

Welcome

Barnfield College is in Luton a location from which
you can easily access London through its Train
Stations and also it has a comprehensive bus route
and busway. Luton has the added advantage of
being close to the M1 and London Luton Airport.
Luton town centre has bars, restaurants and it is
where the Luton Campus of the University of
Bedfordshire is situated. Luton has the Mall shopping
centre, Cinema, Inspire and the developing Luton
Cultural Quarter. Luton Culture is an arts and cultural
charity which provides performance and exhibition
spaces, studios and a year-round theatre and events
programme at the Hat Factory Arts which is where
this year the Barnfield students and staff held Fashion,
Media, Music and Arts shows and events throughout
the year.
We see the opportunity to work across courses in
integrated projects as strength. By mixing with other
HE students you will benefit from team working, and
networking prospects. By undertaking a placement
or a live project you will develop your CV, hopefully
giving you an edge when it comes to employment.

Qualifications
explained
HNCs (Higher National Certificates) and HNDs
(Higher National Diplomas)
These are work-related vocational Higher Education qualifications, designed
to give you the skills to put your knowledge to use in a career. Highly valued
by employers, they also count towards membership of professional bodies and
other employer organisations.

Foundation Degrees (FdA)
FdA courses are university-level qualifications designed with a particular area
of work in mind, with the help of employers from that sector. FdAs validated
by the University of Bedfordshire offer a route into Higher Education for
people of all ages and once completed, you may ‘top-up’ to a full Honours
Degree either at our partner University of Bedfordshire, or another university.

Entry Requirements to Level 4 courses
(HNC and Foundation Degree)
32 UCAS points or BTEC Level 3 qualification in related subject.

Entry Requirements to Level 5 courses (HND)
BTEC HNC in related subject area or other level 4 in related qualification.
48 UCAS tariff points.

Cert Ed (L4/L5)
50 hours on-going teaching on each year of the course (100 in total) and DBS
clearance. Must have Level 2 English and maths and a minimum of a Level 3 in
the subject that you teach.

PGCE (L6)
50 hours on-going teaching on each year of the course (100 in total) and DBS
clearance. Must have L2 English & maths and a degree (2.2 or higher) in the
subject that you teach.
For information on how to apply, visit www.barnfield.ac.uk/he/how-to-apply.

•

•

Have you completed an application and submitted it to the
relevant Student Finance Company. Make sure you seek advice
and guidance from our student services team if you need it.
You should ensure that you have organised your accommodation
and paid any deposit or pre-payment, if applicable.

On your return
When you return to Barnfield you should:
• Be sure to attend the induction session for your programme.
You will complete enrolment and get your ID card so make
sure to have the necessary documentation to have your fees
assessed
• You can renew your NUS membership and any travel cards
which may entitle you to cheaper travel
• Ensure that you complete and return any forms as requested
before the start of term so that we know any change of address
or who to contact in an emergency.

Progression
Make sure that you have met the progression requirements and If
you need to repeat an assessment that this is completed to allow
you to progress. Seek guidance form your tutor or the Subject
Area Lead for Higher Education if you are unsure if you have met
the criteria.

Before you arrive
Before you start your course check this list
to make sure you are ready.
You will be issued with an equipment list though you may be given
this at induction.
• If you have a medical condition that might, in your opinion,
affect your academic performance or have a specific learning
difficulty such as dyslexia, you should make this known during
enrolment
• If you are a full-time student on a programme which will
bring you into contact with young children and/or vulnerable
adults, then you will need to complete a criminal record check
(known as a Disclosure and Barring Service check) before you
can undertake a work placement. This is a statutory requirement,
designed to protect children and/or vulnerable adults. You
should receive details of what you need to do but if you have
not, please contact the course leader for the programme you
wish to study
• Check the induction and registration dates and times which
have been sent to you
• Ensure that you complete and return any forms as requested as
soon as you are able to
• Apply for any student loans you may want or need to support
your study.

When you arrive to study
Be sure to attend the induction and enrolment sessions for
your programme as this will help you understand the course
requirements, know your fellow students, the staff and where
and when you will be studying. When you enrol, you will collect
your student ID card.

What to bring with you for enrolment:
•
•
•
•

A letter stating your offer
Evidence of entry qualifications (original copies required)
Documents required for assessing your fees and arranging
payment. Please remember to keep at least one copy for yourself
If you have a medical condition, mental health difficulty or specific
learning difficulty such as dyslexia that you feel may cause you
to require alternative assessment arrangements and/or additional
academic support, please bring a copy of the medical or other
appropriate evidence.

Getting Started

Important information for continuing students

Finance

Now you have arrived
If you are new to the area, it is essential that you register with a doctor and/or
dentist in the area where you are living.
Become a member of the National Union of Students (NUS). Membership is
free, giving you access to a range of concessionary rates to theatres, cinemas
and entry to other places of entertainment, reduced price travel on national
and regional coach, bus and rail networks, and many other privileges.
Get to know the Learning Resource Centre so that you know where research
and academic support can be found to help you succeed.

Your ID card
You will be issued with an ID card when you enrol on your course. The card
should be kept safe as it will be valid throughout the duration of your course.
You will need your card to enter campus buildings, to borrow books and other
materials from the libraries and your student number when submitting work for
assessment and when collecting certificates or when logging on to a computer.
If you lose your card, you can obtain a replacement a charge of £5 for
a replacement card.
If you are a University of Bedfordshire student you will also enrol with them
at the start of your course and be issued with a University card as well.

Rules, Regulations & Policies
At Barnfield College we believe that everyone should be treated fairly, with
respect and should be encouraged to reach their full potential. We want you to:
be ready, respectful and safe. There are a range of policy documents you will
have access to.
You will be made aware of policies through:
• Reference in your Handbook given at Induction and available through Moodle
or BREO
• The Induction process itself
• In discussion with your tutor
• In some instances it may be referenced on a project brief for example our
plagiarism policy
• Access to documents through Moodle or BREO.

What if I am not sure I have made
the right choice?
You will need time to adjust to Higher Education and the difference in level,
people, staff and new environments so give yourself a chance. If you feel unsure
about the course being right for you, please seek advice from your tutor who
can offer you guidance on the options available to you.

Changing Your Programme
Please ensure you:
• Consult a member of academic staff, even if you feel certain you have made
the right choice.
• Try if possible to give yourself time to reflect.
• Speak to student services and Careers and ask for guidance on career or
further study choices.
Make sure you are informed of any financial implications and consider how near
you are to completing an academic year before you decide not to attend. That
way you keep your options open and may develop your CV before making your
choice.

Interrupting studies due to Mitigating
Circumstances
You can request to extend your deadline due to circumstances that mean your
studies may be impacted or interrupted, you may need evidence but please see
your tutor at the first opportunity. There will be paperwork to complete so that
an extension can be processed.

Helping you to study at Barnfield

Learning Resource Centre
The Learning Resource Centre (LRC) situated on the first floor of the New Bedford
Road campus and is also on the ground Floor at Enterprise Way Campus. Open long
hours and three evenings per week there are plenty of opportunities to use all the
resources. Via Moodle you can use may resources from home too.
Staff are focussed on maximising student potential through helping you
find the best sources many of information and delivering workshop activities on
developing academic study skills such as essay writing, note taking, time management,
referencing and getting the best out of the LRC material. The LRC collection
encompasses books, journals, newspapers, multimedia and online resources
including e-books.
You will be introduced to the service at induction with follow up sessions through
the year. Level 4 students will be expected to reference a minimum of 10 sources
and at Level 5 a minimum of 15 and the learning resource staff can support you in
meeting this requirement.

Supporting Activities
& Study Support
As HE students you will also have opportunities for additional workshops in Mirosoft
Office, referencing, research and visiting speakers which help you expand your skills
and knowledge and you can also have your say and request specialist activities to
meet your needs through your student representatives.
Borrowing: Books are loaned for three weeks; e-books can be either downloaded
to your device or streamed. In either case you can save your own comments, notes
and bookmarks on your own saved copy.
Renewing: Books can be renewed on or before their return date provided no-one
else needs them. This can be done in person, by email or phone.
Returning: All loaned items must be returned to the counter when you arrive at the LRC.
Reserving: You can find out about our book stock by visiting the LRC Moodle pages
and using the search option. If the item you want is not available, you can reserve
a copy. If we do not have a copy, please ask staff you may be able to buy a copy.
Fines: If you do not return books on the due date you may accrue fines of up to
£1.50 per book. Return or renew them to avoid any costs!
Using a Laptop: We have a bank of 40 laptops for use in the LRC. You need to leave
your ID card with the staff while you have the laptop.
The LRC is a good place to work from and aims to suit all styles of study, group
work, individual study space and research. While there is no dedicated “silent
space” we do separate group and individual study areas. Staff are always on hand
to support you.

Higher Education
Building at New
Bedford Road
No matter which site your main study is
delivered in, as a HE student you will be able
to access the Higher Education Building.
This facility has quiet study areas, sofas to
relax in and laptops that you can access. It also
has a specialist Lecture Theatre providing an
experience more like that of a university, while
you can benefit from small group sizes for
much of your learning.

Your tutor will be involved as there are Health and Safety guidelines
which will need to be followed.

Support and guidance:
•
•
•
•

Staff with detailed, first-hand knowledge of the industry you
wish to enter
Staff who work closely with students to identify suitable
placement opportunities
Guest speaker programme to help provide an insight into the
world of work
Live events for students to showcase their work.

Barnfield College student services and work based provision has
achieved Matrix accreditation. This national quality award is in
recognition of the delivery of high quality information, advice and
guidance.

Its finding concluded that Barnfield
support services:
•

•
•

•

‘are extremely highly regarded by students, apprentices and
employers, in particular the professionalism of the staff who
place the student at the centre of the IAG services.’
Are connected with employers and established meaningful and
effective partnerships.’
’Support for students using the IAG service is considered to be
very good. Assessment of need and individual support leads to
positive outcomes.
‘Very high satisfaction rates reflect the enthusiasm and trust
and the quality of staff delivery.’

Courses may have individual requirements linked to placement in
order to meet assessment criteria, this may be explained at induction
or form part of the application process or you can contact us to
find out more.

Students with Additional
Learning Needs

Eating and Drinking

We offer a range of services for students with
specific learning needs such as dyslexia or visual
impairment; we will discuss your individual
needs and find out about the support packages
which are available and paperwork which may
be needed to support any additional funding
required.

Brasserie B Restaurant - A popular restaurant
which can provide, sit down meals for those
who wish to experience full restaurant service
at various lunch times throughout the week.
The restaurant is also available for events and
party bookings.

Student Engagement
Although staff are able to assist and advise
students on many issues, particularly those
that are academically related, it can sometimes
be quicker and more effective for members of
the Student Services Unit to follow through
requests for assistance. All services, operate
on a drop-in basis although some restrictions
on time are in place. Appointments or referrals
for one-to-one career guidance may be made.

Childcare
Barnfield Nursery provides a high-quality, caring,
child-centred learning environment, with learning
experiences focused on the individual, which
meets the needs of children, parents, staff, the
college and community. Barnfield College’s
Nursery, is situated on the grounds of the New
Bedford Road campus and has been rated
Outstanding second time in a row by Ofsted.
The report graded the quality and standards
of the early year’s provision as outstanding
across all areas.

Sports Facilities
There is a large gym available for students
to use with a range of cardio and fixed weight
machines as well as a free weights area.
Regular sporting teams and events also run
throughout the year via our student services
team.

Refectory - This is based next to the front
entrance serving hot food and also has our
express coffee shop with sandwiches and snacks.

Hair and Beauty
As a student you can book in to take advantage
of the latest beauty treatments and hairdressing
styles in our own Salon. Prices are highly
competitive and depending on the teaching
schedule, you can book in for a cut or
treatment through our hair and beauty
receptionist.

Events
Throughout the year we will have events you
can attend such as the Barnfield College Fashion
Show, art exhibitions, live music events and
trips and visits. We also have a student awards
ceremony and you may have a residential trip
as part of your study.

Student Information & Support

Work Placements & Employer Engagement

All our courses have a vocational work related context. Some
students may take part in exhibitions, live events, fashion shows
or performances, using these opportunities to develop freelance
careers. The tutors aim to help students to obtain relevant work
experience, developing your CV, applying and extending your
knowledge gained through your academic studies, to enable you
to compete with advantage in the industry. You may be encouraged
however to try and find a placement independently as we believe
this is a valuable life skill and we will support you in these endeavours.
Work placements provide a vital understanding and could help you
gain employment and experience in your chosen career.

University Halls
In partnership with the University of Bedfordshire,
Foundation Degree students in their first
year can apply for accommodation within the
University Halls. Students must register with
the University as soon as possible to secure
their place.
To register for student accommodation, you
will need to create an account.
If you do not have an ID, then please contact:
heenquiries@barnfield.ac.uk. Once you have
an account, go to: www.stay.beds.ac.uk/apply

Private rented
accommodation
For private, rented accommodation in Luton,
you should expect to pay £672 pcm* for a
one bedroom flat. Many landlords will require
a deposit and a month’s rent in advance.
References and/or proof of studentship will
also be required. As a full-time student you
may be exempt from Council Tax.
There are many private accommodations
around Luton aimed at the large student
population with easy access to the college.
Student studios may be available for an average
of £160 per week.
*subject to change price correct March 2017

Medical Issues
We strongly advise all students who have not registered with a GP or Dentist
to do so. This includes all students who are living away from home.
Your Student handbook given to you at induction will explain in more detail our
Health and Safety guidance and policies including our Safeguarding Policy. We have
Campus Officers on each site to ensure that all students feel supported and you can
visit the student Hub to speak to a campus officer or student engagement officer.
If you are undertaking a placement at either a school or a nursery or in the community
we advise that you speak to your GP about being vaccinated against Hepatitis B
and tetanus. This is a precautionary measure.

If you have an accident
or suddenly feel unwell
In the event of any accident, injury or illness, you should inform a member of staff
immediately so that a first aider can be called.

Flu or Meningitis?
In the UK every university could experience at least one case of meningitis amongst
its students within the first term. Students are particularly vulnerable to Meningitis
and can easily mistake early symptoms as flu.
Meningitis or septicaemia are rare but can be dangerous if not treated, so:
• Check out the symptoms, and remember: the meningitis vaccine can’t prevent
all strains of these diseases.
• If you are feeling really ill, tell someone.
• If a friend is looking unwell, don’t leave them alone.
• If it gets worse rapidly, get a doctor’s help immediately.
• Not everyone gets all the symptoms and they can occur in any order. If you are
in any doubt call one of the numbers listed, your GP, or NHS direct for advice.
Meningitis symptoms
Severe headache, stiff neck, dislike of bright lights, fever, vomiting repeatedly,
severe sleepiness or confusion, rash
Meningococcal septicaemia
Rash (starts as tiny red pin-prick marks and develops into purple bruises or blood
blisters), fever, vomiting repeatedly, very cold hands and feet, rapid breathing,
pains in the limbs, joints, muscles, stomach pain (sometimes with diarrhoea),
difficulty walking or standing, losing consciousness.

Staying Safe while studying

Student
Accommodation

Plagiarism & Referencing

Defining Plagiarism
Plagiarism is a serious academic offence. Work submitted by a student if it is not
their own, but has been taken from another source which is then hidden from
the marker, either by not referencing it properly, by paraphrasing it or by not
mentioning the original source at all. To help prevent this you will be introduced
to referencing skills so you can correctly refer to and document research without
plagiarising.
Common forms of plagiarism include:
• cut, copied and pasted material you have sourced from the Web
• copying the work of another student
• copying course material or lecture notes and then using them within a text
• copying directly without reference material out of a textbook or journal.
Plagiarism is not just within written work but can be from other sources.
For example it could be replicating the creative work of others.
Correct Referencing and Student Responsibilities
A student is expected to make clear referencing to all sources consulted, both
within the main body of the work submitted and in any separate listing of sources
in their bibliography. Students are required in Level 4 to have a minimum of 10
referenced sources and at Level 5 15 and the nature of the course and how you
might reference therefore depends you area of study.
Plagiarism policy will be made clear and accessible with additional study workshops
on referencing available to you during your course.
As well as College Policies, all work submitted to the University of Bedfordshire
(if you are on a validated course) must adhere to their Plagiarism policies too.
These can be found on BREO and made available also to you through guidance
within your Course handbook. The University and the college use a submission
system called TURNITIN, which can guide staff to incidents of plagiarism and you
will be introduced to this system both at Induction and throughout your course.
Will I get help?
Of course, you will be provided with guidance through workshops during your
studies, handouts and electronic sources on ‘How to reference’ plus additional HE
workshops open to all HE students during your programme. If students are still
unsure then staff can add additional workshops to help support you, working
closely with the Learning Resource Centre who will deliver some of these activities.

The Purpose of Assessment
Over your programme of study you will be assessed using a variety of techniques. Assessment
plays a significant role in your learning experience and is fundamental in reflecting on skills
demonstrated throughout the academic year.
It aims to:
• measure the outcome of your learning, in terms of the knowledge you have acquired, your
understanding of a particular subject area and the skills you have gained;
• provide you with feedback on your progress which will assist you in improving your
performance;
• enable the module lecturers and programme managers to monitor your progress and
the quality of the programme in general.

Types of Assessment
Typically, module assessments involve coursework of various kinds, tests and examinations.
Lecturing staff may, at their discretion, and within reason, modify the method of assessment
to allow achievement of the learning outcomes in cases where a student has an identified
learning need. All modules contain assessment in a form which is designed to guarantee that
the work you produce is your own, unless it involves a team activity, in which case the extent
you are allowed to collaborate and collude will be directed by your lecturer. The assessment
should enable you to develop your knowledge base of a particular industry or vocational context
and a range of subject specific skills and graduate attributes.
An outline of each module’s assessment(s) will be provided by the module lecturer at the start
of the teaching programme and will be contained in project briefs.
Students must complete a range of coursework as part of their programme; essays, reports,
team-work and case studies are all types of coursework. For practical courses this could also
involve the submission of a portfolio of practical work, a marked performance or activity, an
exhibition of work or a visual presentation.

Project and Assignment Briefs
Projects and assignments are launched throughout the academic year and these will be delivered
as a brief: consisting of a title and theme, hand in dates for the assessment of work, the units that
you will be assessed by, activities that will develop work throughout the project or assignment as
well as essential and suggested research that will help to develop appropriate knowledge. It is
important that these briefs are kept safely and referred to as these will help to inform activities
and the production of work. Copies of briefs for both projects and assignments can be obtained
from both BREO and Moodle at any time so that learners will always have access to important
documentation. It is expected that learners will bring a copy of the brief to all lessons as well
as group discussions and one to one tutorials so that activities and suggestions can be mapped
directly to the unit grading criteria.

Assessment

Guidance for Higher Education
Students on Plagiarism

The Handing in of Work
It is important to be clear about when work needs to be handed in for assessment so that you can achieve the
best grade possible. Failure to hand in work to deadline could result in a substantially lower grade as work at
Higher Education level is designed to test time management skills. Your course tutor will make you aware of the
deadline at the beginning of the Project or Assignment and it will also feature clearly on the brief so you know
exactly how much time you have to complete work. Being clear about the start date and end date will mean that
you can plan your time more successfully and manage your activities in both a controlled and independent way.
Tutors will assist in the development of these skills but it is ultimately a learners own responsibility to keep track
of work and hand in coursework to deadline.
The handing in of work will vary depending on what course you are studying and this will be made clear in the
subject area handbook.

This list includes:
1. serious personal injury, such as a broken limb, or a medical condition requiring hospital attention or one with
an incapacitating effect
2. an acute illness such that a reasonable person would have been unable to carry out the assessment task as
required
3. being the victim of a serious crime, such as robbery, burglary or a violent assault during the period immediately
preceding the assessment
4. the serious illness or death of a close relative: normally a partner, parent, child or sibling
5. Birth of a baby and/or unforeseen pregnancy complications.

The difference between Formative
and Summative Assessment

FdA students

There are two types of assessment that learner’s will encounter whilst studying at Barnfield College. The first will
be formative assessment.

For those students following an FdA, completed work will be handed in through BREO and Turn It In. Your tutor
will make you aware of how you can use your Virtual Learning Resource during Induction and will provide you
with training and activities so you can upload work and receive online feedback. Sketchbook or portfolio work will
be handed in to a reception area or designated space and learners will be required to fill out a front sheet which
will be signed and dated by a representative.

Formative Assessment
This is feedback that tutors will give to students in a formal manner and which will indicate their current level
of attainment. Formative assessment will also give some advice to students and possible suggestions on moving
forward with a project or assignment: in order to prepare for a final deadline. A formative grade can be changed
by submitting work for a final, summative deadline.

HNC / HND students

Summative Assessment
Summative assessment is the final grade that will be achieved on a project or assessment. This will be recorded
formally and feedback will be used to record how a grade was reached. The summative assessment will also give
advice to learners on how they can move forward on their next project, by identifying areas of good and weaker
practice.

For HNC and HND students, there will be a formal process of handing in work and this will be directed by your
tutor. All work will be handed in to a designated space and a top sheet will be signed and dated by a representative of
the college on the date of deadline. This will confirm that work was handed in on time and is ready for assessment.

Late Assignments
All late work will be marked as any other piece of work. However, the final grade to be awarded will be decided
only after the Board of Examiners has considered any circumstances. If the Board takes the view that your
extenuating circumstances are genuine, then the original mark will stand; if not, then your grade may be
impacted upon depending on your awarding body therefore please look to your course tutor for guidance on this.
The lecturer’s marks are based solely on the relative merits of the work.

Mitigating Circumstances
There are times when serious and unforeseen events will prevent learners handing in work to deadline or sitting
exams. These are events that mean a learner is not able to participate in the education process for a while and
therefore cannot hand in work for specified hand in date.
These situations are called mitigating circumstances and the college is keen to support learners going through
such events. The college can provide assistance by extending deadlines in these cases as long as they conform
to the college’s description of what constitutes a mitigating circumstance. Barnfield has formalised this and has
identifies situations that constitute support and these are are discussed confidentially.

Fair grading
At Barnfield, we maintain a system of fair grading so that all learners have an equal chance to succeed in any
subject area. In all cases, coursework and assignments will be graded by the lead tutor and then Internally Verified
to ensure that grades have been reached fairly. All courses will have feedback and grading checked throughout
the year to make sure that the fairness policy is adhered to. This means that learners will be graded on the quality
of their work only.
All Higher Education will also have a process of External Verification from an offsite inspector, to ensure that
grading reflects the nature of the work produced. Moderation events between institutions also may ensure that
work is graded externally by other tutors. Our External Examiner reports ensure that learners have confidence in
the system of grading that we operate.

Questioning a grade
If you have any questions about a particular grade, you can discuss this with your personal tutor. You can arrange
a meeting by contacting your tutor personally, who will organise a date and time for a discussion. During this
time, the lecturer can go through the assignment with you and address any concerns that you have. Most issues
can be sorted out at this stage.

Equal opportunity for success

Student Voice

Barnfield College believes that all students should have an equal chance to attain their best grade, in a fair and
supportive environment. In order to achieve this, the college has set out procedures that it expects all students
and staff to follow.

There are many ways in which you can get
your views heard at the college. We will use
surveys and student representatives to inform
change and success at Unit level and Course level.
You may wish to be a student ‘representative’
and form part of the Student Partnership
Council and you may if you are a Foundation
Degree Student be involved in meetings at the
University of Bedfordshire. If you would like to
be a student representative please inform your
tutor. There are also opportunities for student
representative on the board of Governors.

Cheating in coursework,
assignments and exams
Barnfield college expects all learners to participate in their academic studies in an honest way. It will not tolerate
the handing in of work that is not the students own or cheating within exams. This will result in action that could
terminate a learner’s contract with the college.

Grading for equality
of opportunity
The process of grading is designed to adhere to our own and our awarding body guidelines and it is the work that
is marked therefore not the student. The process of double marking, internal verification, moderation and the role
of External Examiners in the assessment process aims to ensure that work is graded in a fair and equal manner.
If you are concerned about your grades please speak to your tutor. If you wish to complain then we have
a complaints policy that students can refer to.

Some examples of student voice:
• If you have any matter relating to your
programme or University you can discuss
this with lecturers
• You will have opportunities to complete
satisfaction questionnaires at regular
intervals
• Students on all programmes are asked to
nominate a student from their group to
represent them and you will have meetings,
where staff and student representatives
from all the Higher Education programmes
can look at matters arising. University of
Bedfordshire students may also take issues
which are linked to study to the Portfolio
boards
• If you are unhappy about any aspect of
provision and you wish to make a complaint,
please refer to the Student Complaints
Procedure
• Student representative Course reports for
Higher Education, these help inform our
End of Year and Mid-Year review process
We have Student Governors and student
representation on the working group
committees.
Student Partnership Council
• Acts as a source of information and advice
for students
• Meets to discuss a range of issues affecting
students
• Members of the Council have a direct link
to Senior Management and ensure student
views are heard.

Specialist Courses

To log on to a computer

Some courses may require access to computer programmes as part of your course
and you will be introduced to this software during your studies. For example,
Media, Art and Design students will be introduced to Adobe Creative Suite as
part of your course and taught the relevant software to meet industry needs.
You may wish to purchase this software to support your studies and you may find
considerable student discount that you can benefit from. Students are part of our
Digital Strategy Meeting that looks at changing facilities and improvements as well
as policy, so they have a say in how we develop IT at Barnfield College.

•
•
•
•

IT Overview

Computing Facilities

•
•

In the Login box, type your Student ID
Press the Tab key
Type your Password
Click OK. On first logging on to the computer, you will be prompted to change
your password.
At the prompt type in your NEW PASSWORD. It must be at least 8 characters
long containing at least 1 upper case character and 1 number.
Now click on the CONFIRM PASSWORD box. Retype your new password and
click OK.

The password change confirmation box should appear. Click OK.

All students have access to computers in the Learning Resource Centre and
Student Enrichment Zone. All computers have access to:
• Microsoft Office 365
• Internet through Internet Explorer and Chrome
• Email either through Outlook or the above web browser
• Dedicated storage through Microsoft One Drive
• Student printing service
Please note that students are able to print as per the fee policy.

Remember you must log off the computer each time you have finished to prevent
other students from accessing your work:
• Click on the Windows Start button (bottom left hand corner of the screen)
• Select Log Off

IT Support

Entering your password will give you access to Office 365 where you will be able
to use email, Calendar, OneDrive (your personal cloud storage area) and familiar
Office applications. Office 365 can be accessed outside of Barnfield College by
visiting the Office 365 Portal.

IT Support is available at each Campus for technical issues including:
• Software/hardware faults
• Data recovery
• File conversion
• Printer faults
• Wireless internet access through EduRoam
• Advice on IT hardware and software
Please note that staff cannot assist students with their assignments or teach
students how to use software. Opening times during term time are Monday to
Thursday 8:30am until 5pm and Friday 8:30am until 4:30pm. Every student has
a Microsoft Office 365 account which contains Microsoft OneDrive.

Using Barnfield Computers
Some students may have been out of education for a while or be unused to
accessing and using computers. Our learning resources staff are there to help and
support you through this. Every student is allocated individual space on Microsoft
One Drive in order to make use of these facilities.
It is recommended that you always remember to keep at least two backup copies
of your documents on portable memory drives/other cloud storage or your home
computer system. Please note that the small USB drives are not a reliable form of
backup which is why the recommendation is to have multiple copies.

Student email is available through your College Office 365 subscription. To access
your student email, click on the Office 365 icon and enter your student ID in the
format: firstname.lastname@barnfield.ac.uk followed by your computer password.

As a Barnfield student you will be expected to adhere to the signed Acceptable
Use Policy and restriction will apply. Guidance and clarity on this policy access will
be made available you and also explained at induction.
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