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Hello and welcome to the College. 

We pride ourselves on preparing you with the knowledge and skills 
you will need to take your next steps, whether they are progressing to 
further study, gaining a place at university, starting an apprenticeship 
or entering employment. 

As a MET student, you have access to a wide range of support to 
help you to achieve your goals, including careers guidance, pastoral 
mentoring, counselling, additional learning support, financial support 
and work experience.
 
This student handbook contains all of the important information you 
will need for the start of your course. However, if there is anything at 
all that you are not sure about, please do ask a member of teaching 
or support staff as we are all here to support you during your time at 
college.

Your course is designed around your interests and areas for 
development. On successful completion, you will have a solid 
foundation to progress onto either the next level of education or into 
employment. Developing your mathematics and English skills further 
will also be a key feature of your learning. Employers want employees 
to have maths and English qualifications and for some of you, this will 
be included in your programme. We will also support you with finding 
work placement opportunities which will provide you with real life 
experiences to supplement your learning. 

Being part of our college community also means you have access to 
a huge range of other activities such as our Student Council, being 
part of award winning sports teams, fundraising, trips, and enrichment 
activities.  

Education is your route to success and future employment and it is 
key you make the most of everything the College has to offer you. Be 
kind to one another, attend all of your classes and work hard and we 
will look forward to celebrating your successes with you.

Helena Thomas
Principal

Principal’s welcome
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MET Values

We live by our MET Values, which apply to 
both staff and students. They govern:

• How we do things
• How we treat others
• What we say and how we say it
• How we expect to be treated

Your responsibilities

• Attend all of your Study Programme classes 
on time

• Treat everyone with respect and kindness
• Ensure your use of language is appropriate 

and professional
• Be a good team member
• Always do your best
• Wear your College ID badge

Ambitious

To succeed in life, even the most talented people have to show tenacity and drive. 
Our students work hard now to build themselves a brighter future.  

Community-focused  

For 150 years, our college has produced some of our region’s greatest talent. 
Working together, we are all delivering for our local community.

Inclusive

We welcome people from all walks of life in all subjects in one of the UK’s most 
vibrant and cosmopolitan city regions. We recognise that people have different 
starting points and different goals.

Creative

We are known for our creative spirit. Everyone at the College is encouraged to 
take risks and solve problems in new and sometimes unique ways.

Excellent

We strive for excellence in everything we do, in our own work and in our 
expectations of our students.

Our values

Unlocking potential.  

Celebrating ambition.  

Transforming lives.

College mission
By equipping our students with the knowledge and skills 
they need, we will prepare them for life and for work.

By encouraging, supporting and inspiring them, we will 
build the self-belief, confidence and resilience they need to 
meet their goals and aspirations.
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When you start college we will make sure you: 

• Are given information on what you have to do and 
where you have to go

• Are aware of what is involved in all aspects of your 
Study Programme

• Are designated a tutor, and if needed, a Pastoral  
Mentor to support you through your Study Programme

• Understand college procedures and regulations
• Are assessed to identify your individual needs and 

additional learning support is arranged if required

You will be given information about: 

• Student support services
• Financial support
• College facilities available to you
• Enrichment activities available to you

When you are on your Study Programme you can expect: 

• Good teaching, enjoyable learning and thorough  
assessment

• Support that is individual to your needs
• To develop your English and mathematics skills and 

ability appropriate to your level
• To be treated equally, fairly and with respect
• To be given a Student Voice and share your views
• To be given information, support and guidance on your 

progression and employment opportunities
• The opportunity to attend Get Involved and Get Active 

enrichment activities outside of your timetable

We will provide: 

• Well qualified and experienced staff
• Teaching that suits the way you learn
• Target Time that helps you keep on track and achieve 

your targets
• Regular feedback on the progress you are making
• Appropriately equipped and safe classrooms,  

workshops and salons
• Access to our Learning Resource Centre (LRC) and 

online learning
• Student support services including counselling,  

Pastoral Mentors and impartial careers advice
• Effective college procedures to keep you safe

Support equal opportunities: 

• Respect, celebrate and value the rich diversity of 
everyone who makes up our college community

• Equality and Diversity is actively promoted throughout 
all of our services and activities

• We are firmly opposed to any form of discrimination 
and we will take positive action when necessary to 
minimise the impact of disadvantage

• We will provide a positive environment where  
discrimination, harassment or victimisation are  
not tolerated

Around college: 

• Always wear your Student ID and show it when asked 
by a member of staff

• Act with respect, politeness and consideration to 
students and staff. Any form of bullying, including via 
social media, will be treated seriously and may lead to 
exclusion from college

• Behave and speak in a way that does not offend 
others, i.e. using abusive language, sexist or racist 
behaviour or anti-social behaviour such as spitting

• Never be violent, aggressive or intimidate others
• Behave, act, communicate and dress in a manner that 

is courteous and respectful to both students and staff
• Follow the College’s Health & Safety rules at all times
• Read the College’s IT Acceptable Use Policy
• Do not allow part-time work to interfere with your  

college commitments
• Treat all college property with respect
• Smoking is discouraged. If you wish to smoke, please 

do so only in the designated areas
• Keep us informed of any issues; we will try and  

help you

In class, workshops and salons: 

• Take responsibility for your own learning and for finding 
out what is expected of you on your Study Programme

• Work hard, attend 100% of your timetable, arrive on 
time and stay until the end

• Submit all your work within the agreed deadlines
• Take an active role in class without disrupting lessons
• Follow your class rules
• Notify us if you have a valid reason for not attending 

college or if you are delayed
• Agree with your tutor what you need to do to catch up 

if you have been absent
• Make sure all work produced is your own work
• Do not take food or drink (with the exception of water) 

into classrooms, workshops, salons or the LRC
• Speak to your tutor if you are thinking of leaving the 

course
• Ask for help if you need it

What you can expect

5

What we expect
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Supporting your Study Programme
The MET is committed to supporting you to develop a wide range of essential skills which will prepare you for 
your future. Your study programme is unique to you and your needs, interests and skills, and is designed with 
your end goals in mind. Each part of the programme is important and we will work to support you with every 
element so that you get the most out of your time at the MET.

Individual Learning Plan 

You will use your online Individual Learning Plan (eTrackr) 
with your tutors to record and monitor your support 
needs, your attendance and lateness, and your Study 
Programme progress. As a live system, it will provide 
up-to-date information about your progress for you, your 
tutor and other key people to access. This may include 
your parents or careers if you are under 18 years old, your 
employer if you are an apprentice, or other agencies which 
have a valid, specific and legal reason to know about 
your progress. 

Study Programme tutorial 

Each week you will meet with your tutor for tutorial. 
This will include a programme of group activities about 
keeping safe, health, money management, careers 
and employability support. There will also be time 
each week for you to set and review your learning and 
progression targets. Your tutor will also ensure you 
are completing all the different elements of your Study 
Programme and will be a point of contact for you if 
you need extra help or have a concern that could be 
preventing you from attending College or progressing 
with your studies.

Initial assessment 

At the start of your Study Programme you will complete an 
initial diagnostic assessment regarding your literacy and  
numeracy skills. This is not a test, but will show us if you 
need any additional support and what areas you will need to 
focus your attention on. 

Additional Learning Support (ALS)

There is a wide range of support available to learners  
with learning difficulties and/or disabilities.  
 
We are happy to talk to learners with learning difficulties 
and/or disabilities (or parents, carers, advocates if you  
prefer) about the support available to you in college.  
 
You can contact us in the following ways:
 
Brighton:  
01273 232583 
learningsupportbrighton@gbmc.ac.uk   

Worthing/Shoreham: 
01273 273076 
learningsupportworthing@gbmc.ac.uk

If you haven’t already gained a GCSE grade 4 or above  
in English or mathematics, you will continue with these 
subjects as part of your Study Programme. So whether  
you are looking to move onto further training, university  
or employment, you will have the opportunity to achieve  
the qualifications you need to progress.

English and mathematics

Virtual Learning Environment (VLE) 

The College uses the Google suite of apps as our  
VLE, giving access to course information, to complete 
surveys, and communicate. Tutors will also use the VLE  
to conduct online learning activities.

Your course tutor will use a combination of learning 
resources and Google apps to support your studies 
including Google Drive, Classroom, Meet, Chat  
and Calendar. 

The use of the Google Drive provides a safe working 
space to store your coursework, presentations, notes, 
homework and assignments. You also have access to a 
college Gmail account.

For more details about the support available, visit the 
ALS section of the Student Landing Page.

Enrichment

Work 
experience

Employment 
skills

Main 
qualification

Progression 
support

English 
and 

maths

Study  
programme

Tutorials

Independent 
study
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This is the key tutors will use to correct spelling,  
punctuation and grammar

Spelling sp

Punctuation p

Grammar gr

Wrong word used v

New paragraph needed //

Your guide to literacy 
and numeracy
We are committed to developing your English and  
mathematics skills in every aspect of your work at  
the College.

Marking and feedback 

Improving your English skills will help you get higher 
marks in your course work. Before handing work in: 

• Look at your previous English targets to make sure 
you haven’t made the same mistakes again

• Read through your work carefully and correct any 
errors 

Tutors will mark your work and help you 
improve your English skills by: 

• Giving you feedback and suggestions
• Highlighting up to five key spelling, punctuation and 

grammar errors  

You can improve your work by: 

• Reading your feedback carefully and ask  
questions about anything that isn’t clear

• Making any necessary changes and correcting 
spelling, punctuation and grammar errors

7
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Employability 
Learning a new vocational skill is only one part of what 
college life is about. Here at the MET, we will ensure you 
are given the opportunity to develop a wide range of skills 
that will help you achieve a bright and successful future.

We recognise that real and meaningful work experience 
enhances your future employment opportunities and 
ensures you are better prepared to be successful and 
productive in the workplace.

There are many ways for you to gain and develop 
employability skills and some of these may include  
work-related activities such as a visit to a local employer, 
an employer engagement activity within the college, and a 
work experience or industrial placement.

74% of employers 
think work experience 
is critical or significant 

when recruiting  
young people

74%

8

Work Experience 
All full-time students are given the opportunity to 
access a high quality external work placement to 
increase their employability awareness and skills. 

What will I gain from a work placement?

• Develop new skills
• Increase in confidence
• Become more independent
• Work in a team
• Develop skills and knowledge for your  

CV and future interviews
• Do something different
• Gain career ideas
• Learn about the world of work
• Gain a sense of achievement

During your time with us, you will be told when you 
are scheduled to be going out on work experience. 
This might be for a day, a block week, or an extended 
placement of 1–2 days per week.

You will receive more information about work 
experience from your tutors during a tutorial and we 
have experts in our Careers and Employability team 
who are always on hand to answer your questions.

During your work experience placement you will need 
to keep a record of your tasks, hours, achievements, 
and the progress you make against your placement 
targets. This information can then be used to update 
your CV or to provide evidence towards your 
coursework. Once you return to college, you and your 
tutor will fully evaluate your experience and reflect on 
the skills and experience you have gained. 
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Help and support with  
industry placements 

We have a knowledgeable and 
approachable team on hand to support 
you in achieving a successful industry 
placement. If you have been invited to 
participate in an industry placement, 
you will be working together with our 
Employability Coordinators to set up 
and monitor your placement. 

Please feel free to contact  
the team at wex@gbmc.ac.uk 
for more support, guidance  
and advice.

2

Industry placements
 
Some 16-18 students studying a full time Level 2 or 3 course will participate in an industry placement which 
is an extended work placement of at least 45 days alongside their time in college with an employer in a role 
aligned to a student’s vocational qualification, meaning students will be learning the relevant technical skills for 
their industry. Those eligible for bursary support for expenses such as travel, will continue to receive this when 
on placement.

What are the benefits?

• Build and develop technical skills, increasing competence and the ability to progress into skilled 
employment. 

• Further develop “soft skills” such as communicating, teamwork and problem solving.

• Gain deeper knowledge of the running of a business and general commercial principles.

• An opportunity for personal growth: develop self-reliance, step out of your comfort zone, build confidence 
and learn about yourself.

• Identify strengths and preferences for future career options.

• Potentially secure a job or apprenticeship with the employer afterwards and on completion of your course.

• Build a valuable working relationship with an employer, resulting in a more meaningful reference to use for 
future job applications.

• Grow your network in the industry (including making contacts in other organisations) which might help you 
to identify future job roles.

9
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Please wear  
your ID badge  
at all times

Student services 
Student services is your ‘one stop shop’ for the  
services that ensure your time at the MET is all you 
want it to be.  
 
Our friendly and experienced Student Services team 
can provide you with support and information on 
many areas such as: 

• Course options and careers
• Financial support and advice
• Learning support
• Support with social and personal issues

Come and talk to us 

There’s no need to make an appointment, just 
pop in to the Student Centre or Support Hub at 
your campus, and one of our friendly team will be 
happy to help. 

ID Cards 
You should wear your student ID card at all times 
when you are in college. 

To keep our College safe, all staff, students and  
visitors are required to wear ID badges at all times 
when they are on site. These must be easily visible. 

Your ID card also functions as a library card for  
access to the Learning Resource Centres, as well  
as for entry to exams.

If you have any issues with your ID badge, please 
speak to your teacher or a pastoral mentor. 
Replacement badges can be purchased from  
Student Services.

• Counselling
• Work experience 
• Enrichment activities 
• Volunteering opportunities
• Student Council
• …and much more!

You’ll find more information about all the  
support we provide on the following pages.
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Financial support
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What is available? 

16-18 year olds 

If you can evidence that your household income is less than 
£26,000 from work related earnings and/or state benefits/ 
you are in care or a care leaver/you are claiming benefits in 
your own name, you may be entitled to support with travel 
kit and equipment costs, a college meal contribution of 
£2.41 or the Guaranteed Bursary (up to £1,200 per year). 

Advanced Learner Loan
If you paid for your course with an Advanced Learner Loan 
and can evidence that your household income is less than 
£35,000 from work related earnings and/or state benefits, 
you may be entitled to support with travel, kit and equipment 
costs, college meal contribution and childcare fees. 

19+ year olds 

If you didn't pay for your course with an Advanced Learner 
Loan but can evidence that your household income is less 
than £30,000 from work related earnings and/or state 
benefits, you may be entitled to support with tuition fees, 
travel, kit and equipment costs, college meal contribution 
and childcare fees. 

 

How to apply

You can apply for bursary funding online at
gbmc.ac.uk/bursary

Brighton students 

T: 01273 667788 ext 474/394
E: financialsupport@gbmc.ac.uk

Worthing students

T: 01903 273014
E: student.support@gbmc.ac.uk
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Wellbeing support

Mental Wellbeing Advisers

Our Mental Wellbeing Advisers are here to help 
you if you are struggling with significant stress, 
worry, anxiety, depression, having difficulty coping, 
sleeping, eating, or suffering with any kind of trauma.

They are here to talk to you about your mental health, 
with a view to identifying issues that are affecting 
you, be it at college or in terms of your general 
wellbeing. They are non-judgemental and keep 
information as private as possible. 

Their support includes basic assessments around 
mental health, offering 1:1 sessions to help you 
cope better, and referring you on to specialist mental 
health or counselling services for diagnosis and 
treatment where needed. They will also link with 
parents and carers when requested, and talk to  
professionals, tutors or other staff members on your 
behalf if needed.

You should speak to your Pastoral Mentor in the 
first instance, and they can refer you to the Mental 
Wellbeing Advisor for your campus.
 
 

Counsellors

We all face difficult experiences in our  
lives from time to time that may cause us  
to feel upset or anxious. Counselling provides 
a safe and confidential space for you to explore 
personal and emotional issues about any aspect of 
your life. These issues do not have to be related to 
college. The counsellor will support you to  
understand what's going on for you and to look at 
ways forward.

If you would like to talk to a counsellor here at 
college, you can ask your Pastoral Mentor to make 
a referral for you, or you can contact us directly at 
counsellors@gbmc.ac.uk   

We know that sometimes you might need some 
extra support in order to keep on top of things and 
make the most of your time at college. Here at the 
MET, we offer a range of support services so there 
is always help available if you need it.
 
 

Pastoral Mentors

The Pastoral Mentor team are here to support you 
with any issues that may be impacting on your 
ability to achieve and enjoy your time at college.

The team have an open door policy and offer a 1:1 
non-judgemental service to all students.  

You can talk to your Pastoral Mentor about 
anything that’s troubling you in or outside of 
college. This could include relationship and 
friendship issues, sexual health, financial or 
housing concerns, substance misuse, physical or 
mental health needs, or any worries or anxieties. 
Your Pastoral Mentor will offer support and can 
liaise on your behalf, if required, with tutors and 
external agencies. They can also refer you for 
specialised support in or out of college where 
needed. 

Every campus has at least one Pastoral Mentor, 
and the team run regular information sessions and 
events. You are also welcome to drop in anytime for 
a chat.

You will be introduced to your campus  
Pastoral Mentors during your first few weeks. You 
can email them at mentor@gbmc.ac.uk or you 
can also find them in the following locations:

  Central Brighton: PT6.02c

  East Brighton: Student Centre

  West Durrington: Room 101b & c

  Broadwater: R3b & c

  Shoreham: A2

12
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Our Careers Advisors are situated 
at our Central Brighton and 
Broadwater Campuses. You are 
welcome to drop-in and ask careers 
related questions or book a one-to-
one appointment with our specialist 
adviser. Our careers advisers 
will also be available at the other 
campuses on certain days. These 
days and times will be advertised 
on the Student Landing Page.

For more information,  
please contact us at:

careers@gbmc.ac.uk

How to access our services

Careers guidance

As a MET student, our experienced and friendly 
Careers team is here to provide you with impartial 
advice and guidance to support your aspirations, 
explore the opportunities that are available to you, and 
to help you plan your next steps after you complete 
your course. Our aim is to help you assess your own 
skills, values and interests, and match these interests 
into a Career Plan.

The Careers team is able to provide you with  
support in:

• Making realistic career choices
• Identifying your next steps  
• Applying to university 
• Apprenticeships 
• CV writing 
• Volunteering 
• Job searches and applications
• Interview skills 
• Mock interviews and more

We offer support in a variety of ways:

• One-to-one career guidance appointments
• Lunchtime career pop ups
• Workshops
• Career surgeries
• Employer visits and talks
• Careers fairs
• Online information and printed literature
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College facilities

Learning Resource Centres (LRCs) 

We have LRCs at each of our campuses which are 
open to all students. At the centre of college life, 
they provide access to a range of computers, flexible 
study areas and course related resources, including 
both online and as part of our large library collection. 
Relevant items can be borrowed from any of our 
campus LRCs by presenting a current College  
ID card. 

The library service has a collection of over 80,0000 
books, a large periodical collection, DVDs and music 
CDs. Find information on the Student Landing Page 
about these and access to various online resources, 
both in college and at home, including e-books, 
journal articles, e-learning resources and our 
streaming service, Planet eStream.

The LRC computers provide access to the 
internet, Google Suite of apps, MS Office, relevant 
specialised software and the VLE to support learning 
and skills development. Additionally, you can use our 
multi-functional devices for printing, photocopying 
and scanning.

We have a skilled, enthusiastic and friendly team 
available to support you and your studies. Staff are 
on hand to support you with using the resources, 
software, equipment, WiFi and troubleshooting 
problems with your logins.

To provide a clean and pleasant study environment 
for all our users, please note food and drink are  
not allowed in our centres with the exception of 
bottled water.

Places to eat  

You will find refectories at all campuses that  
provide fantastic variety and value for money. These 
are open throughout the day with a breakfast, lunch 
and early evening service. In line with COVID-19 safety 
measures and to reduce queuing time, food will be 
served in takeaway containers.

Should you have any dietary requirements, please 
speak to a member of the catering staff who will be 
happy to help. 

Vending machines are also available, offering drinks, 
snacks and confectionery. 

OVER 
80,000 

BOOKS

14
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Training Restaurants 

The Brooks Coffee shop at West Durrington is  
a counter service bistro run by students, serving  
light lunches and snacks Tuesday to Friday,  
9.30am to 2.15pm. 

The Arundel Restaurant at the West Durrington  
Campus and the Gallery Restaurant at the Central 
Brighton Campuses are run by our Hospitality 
& Catering students. They are open to the public 
during term time and are also available for private 
hire. They regularly serve lunches and dinners during 
term time, as well as catering for private functions. 

To book a table, request an events brochure or speak 
to a member of the restaurant team, please call 
01903 273160 (Arundel) or 01273 667711 (Gallery). 

Metro Hair and Beauty Salons

The salons at the Broadwater and Central Brighton 
Campuses are run by students under the supervision 
of experienced staff. The latest hair, beauty and holistic 
treatments are offered to students, staff and the public 
at discounted rates. Retail products are also available at 
competitive prices.

To find out more, or to book an appointment, contact 
the team on 01903 273444 (Broadwater) or  
01273 667790 (Brighton Central).  

Art Shops 

There are art shops at our West Durrington 
and Central Brighton Campuses, with a well 
stocked range of art supplies and stationery 
for you to buy.  

15

Please note that the use of our facilities  
is subject to the latest COVID-19 
guidelines and additional safety measures 
may be required.

Please check the Student Landing Page 
for any updates.
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Keeping safe

Safeguarding

The College has a responsibility to make sure you are 
safe and we will try to help you if you are in a situation 
where you are unsafe. This is called Safeguarding and 
includes emotional abuse, neglect, sexual abuse,  
violence, physical abuse and exploitation. 

The College’s Safeguarding procedures are on the  
Student Landing Page or you can get a copy from the  
Student Centre. 

If you or someone else could be at risk, please tell us as 
soon as you can by:
• speaking to your tutor or Pastoral Mentor
• contacting the Safeguarding Team by emailing  

safeguarding@gbmc.ac.uk
• using the KEEP SAFE button on the Student 

Landing Page

Equality and Diversity

A key part of Keeping Safe is that the whole College 
community believes that the College, our Study  
Programmes and wider environment should be open, 
accessible and welcoming to people from different 
backgrounds. 

If we are aware of any bullying or harassment it will be 
challenged and action will be taken. If it happens to you, 
we will support you in dealing with those responsible. 

If you feel you are being unfairly treated or abused 
because of who you are, then report any incidents to 
your tutor, the Student Centre or a member of the  
Pastoral Mentor team.

Prevent

The Prevent Strategy is the Government’s response  
to a rise in terrorism and extremism activity in the UK 
and abroad. This means intervening to stop people  
becoming involved in extremism, terrorism, or far left  
or far right political extremism. People who are  
vulnerable to becoming involved in terrorism can be any 
age, from any group, faith, ethnicity or background. The 
MET has a legal duty to protect students from the risk of 
radicalisation. Every member of staff at the College has 
received Prevent training and the Safeguarding team are 
always available if there are concerns in this area. 

British Values

We actively promote values which help our students 
to develop a strong sense of social and moral 
responsibility. These are:
• democracy — we value the student voice
• mutual respect — we will always challenge 

prejudice or discriminatory behaviour
• rule of law — we have agreed rules and
• expectations so our college is a positive and safe 

environment for all
• individual liberty — we provide opportunities to 

develop confidence and self-esteem as individuals
• tolerance of different faiths and beliefs — we 

promote opportunities to celebrate and learn about 
different cultures and religions 

Anti-Bullying

Bullying is any behaviour that is unwanted, unwelcome, 
inappropriate and unacceptable to the person receiving 
it, causing them unease, stress, distress and a possible 
loss of self-esteem. 

The MET is committed to ensuring that all students are 
part of the college environment free from any form of 
harassment or bullying. The College will not tolerate any 
form of bullying or harassment, including cyber bullying, 
and will take firm and decisive action to protect students 
from harm. Our Anti-Bullying and Harassment Policy 
is on the Student Landing Page or you can get a copy 
from the Student Centre.

We want the college to be a place where you can  
study and feel safe, respected and listened to  
regardless of your background, how you look or any 
other aspect of your life. We want you to feel confident 
that you can speak out and know you will be heard.

The College needs to know if you or someone you know 
is being bullied or is having to deal with unwelcome 
behaviour. Bullying may take various forms; in person, 
via social media, by text or email. Any form of bullying, 
harassment or discrimination is absolutely unacceptable. 

ID badges 

You are required to bring and display your college  
ID badge every time you attend college. This is a  
safety measure to ensure the whole college is secure, 
and you will be stopped by staff if it is not visible.  
You will be issued with an ID badge when you join the 
college, and will need to purchase a replacement if 
you lose it. If you have any issues with your ID badge, 
please speak to your teacher or a pastoral mentor.

16
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Stay safe online

Our computers, online resources and networks are a 
great resource that we want you to use to help your 
studies, but when doing so you must ensure you do so 
responsibly and safely. Please ensure you comply with 
our Acceptable Use of IT Policy at all times —this can 
be found on the Student Landing Page. 

We make every effort to ensure you keep safe when 
using our technology, but we ask that you:

• Understand there are risks associated with using 
computer networks which include accessing illegal, 
harmful content (such as games or websites, images 
or videos with inappropriate content), as well as 
viruses and other harmful programs

• Understand that college IT systems are primarily 
intended for educational use and you do not use them 
for personal or recreational use

• Listen carefully to instructions from your tutors or 
other college staff members and take part in sessions 
on e-safety

• Read the Acceptable Use of IT Policy and ensure  
you are complying

• Never share your passwords with anyone, for any  
site or system you use

• Never attempt to use the username or password of 
another person

• Never give out or post personal information about 
yourself or others when online

• Think very carefully about who can see any content 
you post online before you do so — would you 
be happy for strangers, parents or possible future 
employers to see it?

• Respect others’ work and property and do not 
access, copy, remove or otherwise alter any other 
user’s files without the owner’s knowledge and 
permission

• Never download copies (including music and videos) 
where work is protected by copyright, and when 
using sources from the internet in your work, you will 
reference these appropriately

• Never use the technology for cyberbullying, which 
includes sending or posting offensive messages, or 
harassing others

• Immediately report any unpleasant or inappropriate 
behaviour, material or messages that make you feel 
uncomfortable to the Pastoral Mentor team or your 
teacher

• You can use the KEEP SAFE button on the  
Student Landing Page to contact the Pastoral  
Mentor Team directly

Some of the risks you should be aware of when 
using technology are: 

• It is not always easy to know who can see personal  
information or images on the internet

• When communicating with others on the internet, it 
is difficult to know if someone is who they say they 
are. People can often be dishonest about who they 
are and their intentions

• Personal information or images may be posted on 
the internet without your consent

• Cyberbullying via text or social media sites can  
happen. Ensure you report it immediately so we can 
help you

• Opening email attachments from unknown people or  
downloading software or materials from the internet 
will greatly increase your chances of getting a  
computer virus

Please remember that: 

• For your safety and security, the College monitors 
your use of all our IT systems, which includes things 
like your use of the internet, email and Google

• You are responsible for your own actions both in 
and out of the college

• If you do not follow the Acceptable Use of IT 
Policy and are found to be using technology 
inappropriately, it will be treated as a  
disciplinary matter

• This may also apply if you are out of college 
and where the inappropriate behaviour involves 
members of the College; for example, cyber-
bullying, use of images or personal information, or 
harming the College’s reputation

• You may lose access to the college network, be 
suspended from college, and in the event of illegal 
activities, the police may be involved

17
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What to do in an emergency? 
 
On discovering a fire: 

• Sound the nearest fire alarm and leave the  
building immediately

• Go to the appropriate assembly area. On the way, 
inform the Duty Caretaker of the location of the 
fire if it is safe to do so 
 

On hearing the fire alarm:  

• Leave the building immediately and assemble 
in the area indicated on the nearest fire notice. 
Please note your Fire Evacuation Symbol

Health and safety

DO NOT stop to collect  
personal belongings 

DO NOT use the lifts 

DO NOT re-enter the building 
until authorised

The MET places great importance on the health,  
safety and welfare of our students and visitors.

You will have a health and safety introduction at  
the start of your Study Programme so that you are 
familiar with important health and safety information 
such as what to do when the fire alarm sounds or an 
accident happens and what risks are present in your 
vocational area.

If you have any health, safety and welfare questions 
or concerns, please tell your tutor.

More information is in the Health and Safety Booklet 
or on the College VLE.
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What are you entitled to?

• An induction to health and safety at the start of 
your Study Programme and at each new location 
or placement

• Full information on the College’s (and where 
appropriate, the work placement or employer’s) 
health and safety policy, responsibilities 
and procedures

• Information on supervision arrangements
• Information on any risks associated with the  

Study Programme
• Advice on, and ready free access to, suitable 

personal protective equipment or facilities
• Information on restrictions which apply to any 

action or activity you might be involved in. For 
example, restrictions on the use of certain  
machinery or vehicles

COVID-19
We are closely following all government 
guidance to ensure we have the required 
health and safety measures in place to keep 
our staff and students safe. 

We have produced a short “Staying safe at 
college” guide for students which outlines 
all the measures we have implemented and 
the processes you need to follow when you 
are on campus. Please ensure you have 
read this carefully.

As this guidance is subject to change, 
please keep an eye on the Student Landing 
Page for any updates.

At the time of publication (August 2020), 
the measures and processes we have 
implemented include: 

• The introduction of one-way systems  
wherever possible

• Increased number of hand sanitisation 
stations across all campuses

• Encouraging staff and students to 
maintain a two-metre distance from 
other people wherever possible

• Staggered start, break and finish times

• Limiting the number of people in toilets 
and washrooms at any one time

• Reducing the maximum capacity of lifts

• Introducing a ‘grab and go’ system in 
the refectories

What to do if you think you might have 
COVID-19

If you experience symptoms of COVID-19 
whilst on campus or having recently been on 
campus, you must report this to your tutor 
immediately. We encourage you to access 
the NHS testing facilities and inform your 
tutor of the results. 

Should you have a confirmed case of 
COVID-19 or you are contacted by the NHS 
Test & Trace Team, you must self-isolate for 
14 days and let your tutor know.
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Get involved

Get Active 

There are many opportunities for you to get active 
throughout your time at college. There are gym and 
sports facilities at East Brighton Campus, discounts 
available for local gyms, as well as free lunchtime and 
after college activities at every campus.

A weekly schedule of opportunities to Get Active will 
be published on the Student Landing Page.

If there is anything else you’d like to see running, 
please email your ideas to your Student  
Experience Coordinator:

  studentexperience@gbmc.ac.uk

 

When you aren’t studying, there are loads of  
activities and opportunities for you to have fun, make 
new friends, get active, support your local community, 
or take part in something to boost your CV. Previous 
enrichment activities include: 

• Student Voice 
• Sports activities
• Practical activities such as student newsletter  

and bike maintenance
• Social activities such as ice skating, games  

and TV clubs, and Thorpe Park trips
• College events such as diversity days and  

Mental Health Awareness Week
• Citizenship and fundraising 

Freshers’ Week 

This year our annual Freshers’ Week takes place 
between 21–25 September. There will be lots of 
activities (online and in person) to get involved with.

20
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Event Description

Autumn Term

Freshers’ Week A week of fun activities and competitions online and in person.

Black History Month A national awareness campaign highlighting and celebrating black history. 

Dyslexia Awareness 
Week

National campaign with a theme of ‘21st Century Dyslexia’ focused on myth busting and awareness raising.

World Mental Health Day World Mental Health Day is an opportunity to raise awareness of mental health issues and to promote 
support available.

Student Council The first in a series of Council meetings for all Course Representatives.

Anti-Bullying week An awareness campaign.

World Aids Day An international day dedicated to raising awareness to help fight HIV.

International Day of 
Persons with Disabilities

An international awareness day promoting the rights and wellbeing of persons with disabilities, and 
increasing awareness in every aspect of life.

Spring Term

Sexual Health Awareness A national campaign promoting positive sexual health and healthy relationships. 

Wellbeing Month The MET will be running a series of activities and events to help promote and improve physical and mental 
wellbeing.

Chinese New Year Celebrating Chinese New Year, also known as the ‘Spring Festival’.

LGBT History Month Celebrating the lives and achievements of the LGBT community, promoting tolerance and raising awareness.

Student Council The second in a series of Council meetings for all Course Representatives.

Safer Internet Day Safer Internet Day is organised by Insafe each February to promote safer and more responsible use of online 
technology and mobile phones across the world.

National Citizens’ Service NCS will be hosting a number of information events about their programmes. A mix of residential stays, 
outdoor activities and community/volunteering action.

Self-Injury Awareness Day A global awareness campaign raising awareness about self-harm.

National Careers Week During this week there will be a range of workshops, employer visits, careers  
promotions, advice and guidance to inspire you as you prepare for the world of work.

International Women’s 
Day

A worldwide event with a human rights theme, highlighting the social, economic, cultural and political 
achievements and contributions made by women.

Red Nose Day: Comic 
Relief

A global charity fundraising event. Look out for comedy events and display.

International Transgender 
Day of Visibility

A time to celebrate transgender people and raise awareness of the discrimination trans people can face.

Summer Term

Green Week Our Green Week will include a range of activities and events to promote environmental awareness and help 
protect our planet.

Student Council The third and final Council meetings for all Course Representatives.

Mental Health Awareness A global campaign raising awareness about mental health. 

Preparing for HE For those students preparing to progress onto university, there will be sessions  
running to include information on HE study skills, accommodation, and lots more.

Healthy Eating Week Activities and events to promote healthy eating, drinking and physical activity, and celebrate healthy living

Refugee Week A programme of activities and events to celebrate the contribution of refugees to our community, and 
encourage better understanding.

20

Cross-college events
A series of events that will take place throughout the year celebrated within your tutorials and across all campuses. Please 
check the Student Landing Page for dates.
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Student Voice 

Tell us what you think so that together we can make a  
positive difference to your college. We want you to be  
involved in discussing and deciding on things that affect 
your experience at the MET. We want you to influence what 
we do and how we develop new ideas.  

Student Voice is about: 

• Listening to your concerns, interests and needs
• Involving you in discussions that are relevant and  

important to you
• Making changes as a result of what you say

Student Reps

Each course group will elect one or two students to be their 
Student Representatives. By becoming a Student Rep you will 
be a spokesperson for your peers and have the opportunity to 
influence the College’s environment and education provision. 
Your course group will elect their Student Reps during a 
tutorial session at the beginning of term.

Student Reps gain a lot of experience to add to their CV 
or Personal Statements and are able to directly impact the 
college experience for current and future students – be  
the change!

The Student Council
Student Reps are part of the Student Council and are 
part of the Student Leadership Team – the ‘voice’ of the 
College. The Council meets at least once a term at each 
campus to discuss issues that are important to you and 
your peers.

The Student Executive
Up to 12 Student Reps from each campus will have the 
opportunity to join the Student Executive. 

The role of the Executive is to monitor the progress of 
actions arising from the Student Council, and take an  
active role in supporting cross-college events and activities.  
The Executive will work closely with the Student  
Experience Coordinators and have the opportunity to  
meet with the College Principal who chairs the termly 
committee meetings.

Focus Groups
Course focus groups will be held throughout the year for 
students to have a formal opportunity to feedback and 
discuss any issues relating to their course. 

Student Governor
Each year at least one Student Rep is elected to be the 
Student Governor and appointed to serve for the academic 
year. Student Governors attend meetings with the College 
Board of Governors to reflect the views of students at the 
highest decision making level.

Student Governors are able to give student opinion and 
thoughts on projects, initiatives and strategy long before 
they are put into practice.

Student surveys
Student surveys take place in October, November and 
March. All students will be asked to complete these online 
to provide us with valuable information on how you feel 
about key issues, your experience of starting at college, the 
teaching and learning, and what it is like to be a student at 
the MET. 

Equality and Diversity Representatives

By becoming an E&D Rep you will represent the  
views and interests of other students who hold an identity  
characteristic which might otherwise be under-represented 
in the College’s decision making process. 

If you are interested in becoming an E&D Rep, please  
contact your Student Experience Coordinator to find  
out more. 

Get in touch 

Brighton campuses:  
Jaine Honeywell | jaine.honeywell@gbmc.ac.uk

Worthing and Shoreham campuses: 
Harry Meale | harry.meale@gbmc.ac.uk
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Thinking about Higher Education?

If you’re considering applying to university, or  
considering whether Higher Education is right for  
you, there is plenty of support available from our 
Widening Participation team who will be running  
a series of workshops and events throughout the  
year including:

What is Higher Education? 

• An overview of the different types of degrees  
and apprenticeships available

Tips on how to make a successful 
application

• Looking at the application process in more detail 
and how to write a good personal statement

Personal statement 1:1 support 

• 1:1 support for students who need help with their 
personal statement

Interview preparation support

• Preparation workshops and mock interview  
practice to help you prepare for university  
interviews

Preparing for Higher Education

• Includes information on student finance,  
accommodation, budgeting, student support 
services and student employment opportunities. 

Find out more 

To find out more, or to book onto any of these sessions, 
contact your Widening Participation Officers: 

Brighton: Jo Tolley 
joanna.tolley@gbmc.ac.uk, 01273 667788 ext 593 

Worthing/Shoreham: Rosie Jones 
rosie.jones@gbmc.ac.uk, 01903 273463

MET Progression Promise 

We guarantee a place on an internal  
university-level course for all final-year Level 3 
students, provided they complete their course 
and meet any other offer conditions. Under 
the promise scheme there is no need to apply 
through UCAS.
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Student Behaviour Code
We expect high standards of behaviour from all our students. We want every student to have the opportunity to 
learn and to feel safe and supported. We will not tolerate bullying or harassment or any other behaviour  
that makes you feel uncomfortable about being in college or prevents you from studying. This Code applies  
to all students. Any member of college staff can challenge your behaviour and ask you to identify yourself by  
showing them your ID card. If you are not able to meet these expectations, we will use our Student  
Disciplinary process to give you warnings and the chance to improve.

To meet the Student Behaviour Code:

Around the College you need to:

• Always wear your Student ID and show it when 
asked by a member of staff

• Act with respect, politeness and consideration to 
students and staff. Any form of bullying, including 
via social media, will be treated seriously and may 
lead to exclusion from college

• Behave and speak in a way that does not offend 
others, i.e. using abusive language, sexist or racist 
behaviour or anti-social behaviour such as spitting

• Never be violent, aggressive or intimidate others
• Behave, act, communicate and dress in a manner 

that is courteous and respectful to both students 
and staff

• Follow the college’s Health & Safety rules at  
all times

• Read the college’s IT Acceptable Use  
Policy

• Do not allow part-time work to interfere with your 
College commitments

• Treat all college property with respect
• Smoking is discouraged. If you wish to smoke, 

please do so only in the designated areas
• Keep us informed of any issues; we will try and 

help you

In class, workshops and salons you need to:

• Take responsibility for your own learning and for 
finding out what is expected of you on your Study 
Programme

• Work hard, attend 100% of your timetable, arrive 
on time and stay until the end

• Submit all your work within the agreed  
deadlines.

• Take an active role in class without  
disrupting lessons

• Follow your class rules
• Notify us when you have a valid reason for not 

attending college or if you are delayed
• Agree with your tutor what you need to do to catch 

up if you have been absent

Consequences

Students who do not follow the Student Behaviour 
Code will be supported by teaching and student  
support staff to work through any problems. However, 
where a student continues to break the standards of 
behaviour, our College Disciplinary Process will be 
implemented. It is everyone’s responsibility to manage 
and maintain these standards to help make the College 
a professional, safe and supportive place to learn. You 
may not be able to progress on your current Study  
Programme or onto other college courses if you break 
the Student Behaviour Code and improvements in your 
behaviour are not made following support via our  
Student Disciplinary Process.

Student Disciplinary Process

The College has a Student Disciplinary Process which 
explains the actions that will be taken if your behaviour is 
unacceptable. Initially any member of staff can issue you 
with a Stage 1 Action Plan. If your behaviour does not  
improve, your tutor or Curriculum Head will support 
you to produce a Stage 2 Action Plan. The aim of this 
is to help you make the required improvements to your 
behaviour. This will be recorded on your eTrackr. If your 
behaviour continues to be unacceptable, you will then 
be asked to attend a Stage 3 Formal Meeting with your 
Curriculum Head. In some cases when there has been a 
serious incident, you may go straight to this stage. One 
possible outcome of this Stage 3 meeting is that there 
will be a recommendation that you attend a Stage 4 
Formal Hearing with your Assistant Principal or another 
member of our Senior Leadership team. You have a 
right to appeal at all stages. Full information about the 
Student Disciplinary Process is on the Student Landing 
Page or you can get a copy from the Student Centre.

• Make sure all work produced is your own work.
• Do not take food or drink (except water) into 

classrooms, workshops, salons or the LRC
• Speak to your tutor if you are thinking of leaving  

the course
• Ask for help if you need it

24
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We expect you to: 

• Be present for 100% of your timetabled Study 
Programme sessions

• Report your absence via the eNotify app or via the text 
line to explain if you are not able to come to college

• Be in class ready for the start of your lesson — if you 
arrive after the start of the class you will be late

• Know your own attendance levels and regularly review 
them on eTrackr

• Not take on work or other commitments that clash 
with time at college

• Complete outstanding work from missed classes 
as homework

Attendance and punctuality
Two of the most important ways of ensuring success on your Study Programme and in future employment is 
to be there (attendance) and to be on time (punctuality).

Your tutors will: 

• Make sure you know about our expectations regarding 
attendance and punctuality and explain what will happen 
if you do not meet these expectations

• Follow up within 24 hours any time you are absent from 
any class

• Ask you to explain why you are late if you arrive 
after the start of the class

• Review your attendance record and discuss it with you 
on a regular basis

• Refer you to a Pastoral Mentor if you need support to 
improve your attendance or punctuality

• We will always take into account and be  
responsive to students with disabilities, learning 
difficulties or other support needs that may affect your 
attendance or your ability to arrive on time. In these 
circumstances, we ask that you discuss this with your 
lecturers or with our Additional Learning Support team 
at an early stage so we can work with you to ensure 
that reasonable adjustments and support are in place.

Reporting absence  
 
If you are unable to attend college you 
must notify us by 9.00am either through 
the eNotify app or the text line.

Via the eNotify app:

Go to your app store and search 
for eNotify by VLE. 

Register with your college email, 
verify your account with the 
access code sent to your email, 
and you’re good to go!

Via text line: 

Text: 07860 064616 starting your 
message with ABS

In your message, you will need to 
include your name, date of birth, 
student ID, course and  
reason for absence. 

If your details are unclear or 
missing, your absence will be 
recorded as unauthorised.

5 minutes  
late each day =

Did 
you 
know?

3 missed days  
in a year
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Term dates and planner

2020 2021

September October November December January February March April May June July

1st End of 
term 2
1/04/21

Half
End of 
term 3

2nd Week 12 term 2/07/21

3rd Week 5 Week 8

4th Week 8

5th Start of 
term 2

Week 3

6th 5/01/21

7th Start of 
term 1

Week 5

8th 7/09/20 Week 1 Easter 
break

9th Week 1 Week 13 Week 7

10th Week 6 Week 9

11th Week 9

12th Week 4

13th Week 2

14th Week 6

15th Week 14

16th Week 2 Half Week 8

17th End of 
term term Week 10

18th Week 10 18/09/20

19th Start of 
term 2

Week 5

20th Week 3 19/04/21

21st Week 7 Week 1

22nd

23rd Week 3 Week 9

24th Week 7 Week 11

25th Week 11 Christmas 
break

26th Week 6

27th Half Week 4

28th term Week 2

29th Week 4 Week 12

30th Week 12

31st

Autumn term

7 September–18 December 2020

14 weeks

Half term

26 October–30 October 2020

Spring term

5 January–01 April 2021

12 weeks

Half term

15 February–19 February 2021

Summer term

19 April–02 July 2021

10 weeks

Half term

31 May–03 June 2021



27

Useful contacts

27

Summer term

19 April–02 July 2021

10 weeks

Half term

31 May–03 June 2021

Campus receptions

Broadwater: 01903 273456

Central Brighton: 01273 667788

East Brighton: 01273 667762

Shoreham: 01273 456350

West Durrington: 01903 273060 

 

Financial support 

financialsupport@gbmc.ac.uk 

Learning support

Brighton: learningsupportbrighton@gbmc.ac.uk

Worthing/Shoreham: learningsupportworthing@gbmc.ac.uk 

 
Pastoral Mentors

mentor@gbmc.ac.uk

Careers & Employability

careers@gbmc.ac.uk 

Student Experience Coordinators

 studentexperience@gbmc.ac.uk

Widening Participation

wp@gbmc.ac.uk 

Apprenticeships

apprenticeship.team@gbmc.ac.uk

Safeguarding

safeguarding@gbmc.ac.uk
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gbmc.ac.uk

Central Campus
Pelham Street  
Brighton  
BN1 4FA
01273 667788

East Campus
Wilson Avenue 
Brighton  
BN2 5PB
01273 667762

West Durrington Campus
Littlehampton Road  
Worthing  
BN12 6NU
01903 273060

Broadwater Campus
Broadwater Road  
Worthing  
BN14 8HJ
01903 273456

Shoreham Campus
Shoreham Airport  
Shoreham-by-Sea  
BN43 5FF
01273 456350


