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Introduction
This Guide for Parents and Carers aims to help you understand how the college works
and will answer questions parents most frequently ask. It also explains how you can
work with us to ensure that your son or daughter is successful and fulfils their potential. 

What we expect
Our expectation of students is that they comply with the college Regulations. Students
are required to indicate their agreement to abide by the college Regulations by signing
a Student Contract.

Our Student Contract is very much about respect for other people, be they staff, students
or visitors to the college, and respect for their property and for the facilities of Bury College,
which exist for the benefit of all students. Students are therefore expected to help us
create an environment where everyone feels safe and comfortable and where they
can work productively to be successful.

In particular, we will expect our students to adhere to our standards and demonstrate:

•    Excellent attendance/punctuality
•    Work of a high standard submitted on time
•    Excellent behaviour either face-to-face or online
•    No harassment
•    No swearing or abusive language
•    Respect for the college site and the belongings of others

All students are expected to come to college fully equipped for learning, to work
purposefully in class and to behave appropriately on corridors, when using facilities
such as the LRC and refectory and whilst in close proximity to the college.



Please also note that:

•    To ensure the security of staff and students we operate an identity card system.  Please 
     assist, if necessary, by ensuring that your son or daughter wears their lanyard and ID card 
     to college each day, and by stressing to them the importance of producing the ID when 
     requested to do so by security guards and members of staff whilst on college premises. 
     Entrance to all college buildings requires students to use their IDs to swipe electronic 
     access gates. Students will not gain entry without their ID and will be required to 
     purchase a replacement at reception.
•    Students are not permitted to invite friends who are non-students onto college premises.
•    For safety reasons, students must not congregate around the main entrances and
     exits of college buildings, sit on or obstruct corridors or stairways.

Attendance
For students to benefit from the tuition and training provided and for them to be successful
they have to attend regularly and on time. Please play your part by:

•    Knowing when your son or daughter should be in college and making sure that they 
     attend and are on time. You can ask your son or daughter to show you their timetable 
     and attendance via their student portal. These are both printable.

•    Arranging holidays out of term time so that attendance at classes is not affected, the
     college calendar is available on the college website. 

•    Requesting any time off for medical or dental appointments, driving tests, job interviews 
     and compassionate leave in advance of the occasion by completing a Leave of Absence 
     Request Form, which can be obtained from college receptions and returned to the 
     Curriculum Directorate Administrator. The absence will be a notified absence on registers. 
     College trips, work placements, university interviews and university open days will be 
     agreed absences on registers on completion of the Leave of Absence Request Form.
     If a student is absent for longer than three weeks they may be withdrawn from 
     college and will be expected to re-enrol at the college’s discretion.



Absence from college
Absence and lateness are monitored closely and when they are unauthorised i.e. when no
contact has been made to explain them, they are followed up.

To monitor attendance
•    An electronic register system is used. 
•    Pastoral Managers and teachers make regular checks on attendance and
     contact parents/carers as necessary.
•    Your son/daughter can check their attendance via the student portal; 
     ask them to show you.

Student Portal
Students can access the Student Portal over the internet. As well as providing information
on attendance records and timetables, it also provides access to the college’s MyVLE
where important information on the course, course assessments and course notes and
resources are stored. This can be helpful when students are working at home or to keep
in touch if off ill. Please encourage your son or daughter to use the Student Portal if they
have access to the internet.

ABSENCE REPORTING
In case of absence, you must telephone Bury College on the

Absence Reporting Hotline to report the absence on the morning
of its first day. The number is:

0161 280 8441



Part-time jobs
Part-time jobs provide valuable income and excellent work skills to include in CVs or
university applications.  However, national research on the subject confirms what we have
found from experience: that if more than ten hours per week of part-time work is
undertaken, it begins to affect study and achievement.  Please assist by ensuring that
your son or daughter does not exceed the college’s recommendation of no more
than ten hours per week part-time employment.

Support for students 
All our full-time students are allocated a personal tutor, a member of the teaching staff
who has responsibility for the wellbeing of your son or daughter in college on a daily
basis. The personal tutor is first point of contact for the student, and indeed in most
cases for you.  Please ask your son/daughter for the name and email address of their 
personal tutor. 

The personal tutor will:

•    Keep you up-to-date with progress of your son/daughter.
•    Assist with resolving any problems that may arise.
•    Be a useful source of information and be able to point students in the right
     direction if a referral is needed to more specific information and guidance.
•    Transmit essential information, including weekly bulletin details.
•    Maintain student records and provide feedback to parents, employers and other
     members of the college’s staff.
•    Provide educational and careers guidance to ensure smooth transition to the next stage.
•    Give encouragement and monitor progress throughout the course.
•    Provide one-to-one tutorials to review progress, remove barriers to success and
     set personal targets.
•    Manage any poor performance by referring to the Pastoral Manager or 
     Curriculum Director and by involving parents.
•    Provide your son/daughter with a course assessment calendar.



Additional pastoral support
•    Support for general medical, physical, hearing or visual disability, study skills or dyslexia
     may be available. Please contact the personal tutor to offer appropriate support or the
     college Additional Learning Support Team on 0161 280 8438.
•    Our Mentoring for Success scheme provides academic support to improve grades or to 
     help secure achievement and can be arranged by the personal tutor.
•    Confidential counselling by the college’s Counsellor and careers guidance can be 
     arranged by the group tutor or directly by calling into Student Services, Millennium 
     Centre or by calling 0161 280 8421. 
•    Details of financial support available and eligibility criteria can be obtained from 
     Student Services in the Millennium Centre or by calling 0161 280 8421.
•    Our college pastoral support team deal with student behaviour, performance and 
     personal issues.  They also work to ensure that students receive appropriate support 
     and that facilities and services meet their needs. They are always willing to answer 
     questions and discuss college issues. Their contact details are listed below. Please 
     do not hesitate to contact them.

Useful contacts in college
Lesley Harrison Head of Pastoral Support
     lesley.harrison@burycollege.ac.uk  •  0161 280 8278

Lindsey Wilson-Willis Curriculum Director – Student Services
     lindsey.wilson-willis@burycollege.ac.uk  •  0161 280 8280

Anne Holt Student Services Supervisor - Finance/Support
     anne.holt@burycollege.ac.uk  •  0161 280 8420

Please telephone any of the Pastoral Team who can advise you of your 
son/daughter’s group tutor:

Pastoral Managers
Ian Allonby ian.allonby@burycollege.ac.uk  •  07739 687033
Craig Mitchell craig.mitchell@burycollege.ac.uk  •  07545 915294
Unmairah Mukhtar unmairah.mukhtar@burycollege.ac.uk  •  07715 848921
Sam Pedley samantha.pedley@burycollege.ac.uk  •  07918 721571
Julie Wilson julie.wilson@burycollege.ac.uk  •  07918 617180



        Group tutor’s name:

    Telephone number:   0161 280

    Email:  firstname.lastname@burycollege.ac.uk

The role of parents and carers in
post-16 education
Whilst parents and carers are not expected to have to assist their son or daughter
with curriculum matters they nevertheless have an important part to play.  You can 
provide support from home by:

•    Taking an interest in their work and progress.
•    Acknowledging the workload involved and giving encouragement.
•    Reminding them of the need to do independent study at home or in the college library. 
•    Reminding your son or daughter to give their studies priority over their social life and 
     part-time job, especially as examinations and coursework deadlines approach.
•    Knowing the timetable your son or daughter is following and therefore when 
     they should be in college, and ensuring full and prompt attendance.
•    Letting us know immediately if your son or daughter is ill or unable to attend 
     college for any reasons not known to us.
•    Keeping us informed of anything that it would be useful for us to know in order to 
     support your son or daughter in college, or to meet their individual needs at
     any particular point in time. 
•    Giving your son/daughter’s group tutor your up-to-date email address/
     contact details so we can follow up any lateness and absence with you.



(M336/14)   Designed and produced by Bury College Communication Team. August 2016

The
Rock

ENDEAVOUR CENTRE

ASPIRE CENTRE

CONSTRUCTION CENTRE

PROSPECTS CENTRE

BEACON CENTRE

SPORTS CENTRE

INNOVATION CENTRE

VENTURE CENTRE

ENTERPRISE
CENTRE

MILLENNIUM
CENTRE

WOODBURY
CENTRE

www.burycollege.ac.uk  •  information@burycollege.ac.uk

For more information contact Bury College on:

0161 280 8280


