STUDENT
HANDBOOK
A short guide to help make the
most of your time at Sutton College

MESSAGE FROM THE PRINCIPAL
Sutton College is the Adult and Community Learning
provider of Sutton Council, based in the heart of
Sutton and at Wallington Town Hall. Our mission is to
“To inspire people and transform lives by offering first
class learning opportunities for all.”
We value and respect all our learners, celebrating
individual achievement and understanding that our
learners are all different. You should expect your
time with us to be challenging, fulfilling, demanding
and exciting. Whether you are studying for personal
development and well-being, to gain essential
skills, to access higher education or for career
development, we work with you to prepare you to
inspire you and achieve your learning.
2020/21 is slightly different due to COVID-19 but we continue to offer our high
quality learning both online and safely onsite. Please look through this handbook
and on our website to see the support that is available to you.
We will do everything possible to provide:
• the individual support students need to achieve and progress
• quality teaching with qualified, knowledgeable and experienced staff
• an environment where students feel safe, happy and healthy
Dipa Ganguli
Principal

YOUR REFERENCE INFORMATION
Course Title..............................................................................................
Course Code..........................................................................................
Tutor’s Name...........................................................................................
Your ULN (Unique Learner Number) ...........................................................

COLLEGE CONTACT INFORMATION
Sutton Centre

Wallington Centre

suttoncentre@suttoncollege.ac.uk

wallingtoncentre@suttoncollege.ac.uk

St Nicholas Way, Sutton
SM1 1EA
020 8289 4700

WHAT WE EXPECT FROM YOU
1

Please respect the rights of all students and staff.
Your student ID badge must be worn at all times
and face masks in communal areas

2

STUDENT ENQUIRIES

ADVICE SERVICE

The Customer Enquiry Team, based
at the Sutton Centre is open all year
round.

The Sutton College Advice Service
offers free confidential and impartial
advice & guidance to help you plan
your future learning and work.

Monday – Wednesday 09:00 – 16:30
Thursday - Friday 09:00 – 15:00
020 8289 4700
enrol@suttoncollege.ac.uk
For queries directly related to your
course, please speak to your tutor or
email curriculum@suttoncollege.ac.uk

Bookable & Drop-In sessions available:
Opening Times/Contact
Monday & Tuesday 09:00 – 17:00
Thursday & Friday 09:00 – 15:00
020 8289 4700
advice@suttoncollege.ac.uk

Woodcote Road, Wallington
SM6 0NB
020 8289 4700

Follow all Health & Safety and IT procedures
including COVID-19 Safety Guidelines.
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Report any concerns you may have about your safety or the safety
of others to your tutor or member of the Safeguarding Team.

4
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Evaluate your course by completing our course surveys.
Please do not use your mobile phone or devices during classtime
unless agreed with your tutor.
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Let us know if you have mobility difficulties so that we can develop
a personal emergency evacuation plan with you.

LEARN SAFELY

New class delivery
methods mean safe
learning for all

We are committed to delivering our quality learning
safely to all learners in line with Government guidance.

KEEP A SAFE DISTANCE
Sutton College is committed to delivering quality learning
safely to all, in line with Government guidance.

WASH YOUR HANDS

We have:
- Taken reasonable steps to implement safe
distancing at our sites.
- Restricted class sizes appropriately to adhere to
distancing.

WEAR A MASK

(where appropriate)

- Screens, sanitisers and extra cleaning regimes are
all in place and students will be required to
wear masks where appropriate.
- These and many other procedures will be put in
place to keep students and staff safe at all times.
Please see information posters around the College for more information.
Class Delivery Methods

USE HAND SANITISER
ARRIVE 5 MINS EARLY
(before your class start time)

Our new 20/21 programme has been adapted and we have a reduced number of classes running on
site, with many classes online for the Autumn term and some a mixture of both. If your course will not take
place in class, the method of delivery will be stated in the course title – eg Art History (Online Course)

In-Class:

Online Courses:

Blended Learning:

Flexible Learning:

Steps including
reduced class
sizes have been
implemented to
ensure safe learning
on-site at all times.

These courses will
run entirely online
, usually through
Google classroom.
Support is available.

These courses are
a mixture of online
classes plus faceto-face contact
with your tutor
which could be in a
classroom setting.

These courses
can be started at
any point during
the year and are
generally studied
online.

Safety is our priority and we have put a large number of protective measures in place to ensure that
the College environment is as safe as it possibly can be for you and our staff. These include socially
distanced classrooms, limited numbers on site and a one way system.

GOOD TO KNOW...
COVID-19 - Learn Safely

WiFi

Classes are online or socially distanced in-class. Centres
have new cleaning regimes, student hand sanitiser
stations, one-way systems and new room layouts.

Both College sites have free wifi available to students.
Users will be prompted to sign up for an account using an
email address and password.

Parking

Google Classroom

Sutton Centre:- Gibson Road car park
Wallington Centre:- Library or Shotfield car parks.

Your tutor may leave resources and activities for you on
Google Classroom. Logins & passwords are emailed to all
students to access their personal lessons/resources.

Reporting an Absence
If you really cannot make a class, please let us know as
soon as possible. Complete an absence form on the
website or call 0208 289 4700.

Social Media
Keep in touch & stay informed!
Search Sutton College on Facebook and Twitter.

Term Dates

Student Discounts

Class dates vary depending on the subject you are taking
but generally we follow the term dates of Sutton schools.
Please check with your tutor in the last class before holiday
periods to ensure you are aware of the return date.

As a Sutton College student your are entitled to discounts
from some local businesses & can apply for NUS extra cards.
See the website for full information.

College News & Events
Pick up the latest Student Newsletter, look online to find
out about the latest news & developments for the College
& follow us on Facebook & Twitter too to ensure you are
the first to hear about new courses, offers & information!

Reviews
Have you enjoyed your experience at Sutton College?
Share your thoughts in an online Facebook or Google
review to help future students.

Student Displays
Display areas are available for students to celebrate &
share important festivals or cultural events.
Contact marketing@suttoncollege.ac.uk

For more student information see
www.suttoncollege.ac.uk/students

LEARNING SUPPORT

HAVE YOUR SAY

KEEPING SAFE

If you have a difficulty or disability that
may affect your learning and you’d
like additional help, please tell your
tutor or a member of staff so that we
can help you in your studies.

We are always keen to receive
feedback, comments and
suggestions and you can do this in a
variety of ways: -

Sutton College wants you to be safe and takes very seriously its responsibilties
to provide a safe environment where all learners can study and work together.
Look for the ‘Keeping Safe’ flyer plus information regarding Safeguarding and
the Government’s Prevent Strategy.
Please follow the Learning Safely Guidelines & all COVID-19 related precautions.

Additional Learning Support can offer
support for literacy, numeracy, dyslexia
or similar difficulties, testing for eligibility
for access arrangements in exams,
specialist equipment if you have a
physical learning difficulty and more.
Find out more from our Customer
Enquiry Team on 020 8289 4700
Please note:
Learning support does not include
personal care, arranging or providing
transport.

Course Suggestions
Let us know if you have any ideas for
courses that are not already in our
programme
Evaluations
Your tutor will tell you how to evaluate
& give feedback on your course.
Your Voice
Give us your comments, complaints
or compliments so we can learn from
your feedback
Visit the ‘How Are We Doing’ section
on the website for further details
Meet the Manager
Each term students have the
opportunity to meet with College
managers to tell us what we are
doing right and where we can
improve. See posters/newsletters for
information.

HELP WITH FEES
The College has funds available to
help learners access their learning.
Learner Support Fund
– for accredited courses
Applications for help will be considered
towards the cost of tuition and exam
fees, childcare, books, materials, and
occasionally for travel.
College Support Fund
- for non-accredited courses
Available for help with tuition fees to
those who can demonstrate financial
hardship.

Full information on how to apply for
either of these funds can be found
at www.suttoncollege.ac.uk or call
020 8289 4700.

Don’t give out your personal details and
take care when arranging to meet fellow
students outside the College.
Sutton College expects students to behave in a
way that is in keeping with the College’s values,
respecting staff and fellow students.
Please notify staff if you see any suspicious items or behaviour
on College premises or if the behaviour or comments of
another student make you feel uncomfortable.
If you have any queries or concerns about Safeguarding,
concerns about a student being radicalised, abused or for
more information on the Government’s Prevent Strategy,
please contact our Safeguarding Officers as below.

Sutton College Safeguarding Officers

Dipa Ganguli

Thomas Dillon

020 8405 7036
Prevent Lead

020 8405 7025

SUTTON COLLEGE
PRINCIPAL

VICE
PRINCIPAL

Laurie Nicholls

Michelle Bagshaw

020 8405 7045

020 8405 7048

DIRECTOR OF
LEARNER SERVICES

DEPUTY DIRECTOR
SERVICES MANAGER

Email: safeguarding@suttoncollege.ac.uk
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