
 

Higher Education Student Handbook 
 
This handbook is based on the digital version available to students on enrolling via the 
Student Portal.  
 
In addition to the information provided here will be pages on module handbooks, 
programme specifications and external examiner reports. 
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Welcome - A welcome message from the Principal 
 
Welcome to Plymouth College of Art, where you are now a member of a very special, as 
well as specialist, arts community, run by artists and designers for artists and designers. 
We believe in high quality education for life in contemporary arts practice, as the creative 
catalyst for personal, professional and cultural transformation. 
 
We place the aspirations and support needs of every student at the very heart of our 
creative enterprise and your Student Handbook is designed for you as an easy point of 
reference for guidelines and advice on all aspects of your studentship and describes some 
of the facilities available to you. I hope you find it useful. 
 
Here at the College we know that studentship is not just a matter of skills - it is also a 
question of attributes: creative confidence, commitment, imagination and resilience. 
Qualities where we don't just count what can be measured - we measure what counts. We 
know that these qualities are the key to your personal and creative development, 
transformation and fulfilment. They are what make you, here and now; an artist, a 
filmmaker, a costume designer, an animator, a photographer - a maker.  And they are also 
what drives your practice across art forms. 
 
So in these terms we celebrate social and cultural diversity, and encourage engagement 
with the community and cross-cultural dimensions of learning locally, regionally, nationally 
and internationally. We respect the environment, and have a strong commitment to 
sustainability, and we aspire to the highest standards of contemporary art practice and 
achievement. 
 
We hope that you will share these values, and make them your own. Most of all, we expect 
you to take ownership of, and responsibility for, your learning; your studentship, in other 
words. In the Student Handbook you will find pastoral and academic information and 
advice covering studentship, learner support, resources, assessments and useful contacts 
and guidance to help you on your journey.  Use this advice, so we can help you to help 
yourself. 
 
I look forward to meeting you in your time here and I wish you every success. 

 
 

Professor Andrew Brewerton 
MA Cantab 
Principal and Chief Executive 
 
 



 

 
GETTING TO KNOW PLYMOUTH COLLEGE OF ART 
 
Governance and Management 
 
How the College is governed 
 
The Principal is responsible for the running of the College and is a member of the Board of 

Governors, chaired by David Noyce, which has strategic oversight of our activities.  

Governors are responsible for the leadership, direction and control of the College, with the 

aim of improving its efficiency and effectiveness.  The governing body discharges its 

responsibilities of the duty of care by ensuring that the public funds received are spent for 

the intended purposes and that value for money is obtained.  The Board of Governors has 

the Student Union President as a full member and staff are also represented. 

 

The Principal is assisted in the day-to-day running of the College by the Senior Leadership 

Team (SLT) who meet on a fortnightly basis. SLT consists of the Principal, Vice Principal, 

Registrar, Academic Dean, Director of Communication, Director of Finance and Director of 

Learning, Teaching & Enhancement. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.plymouthart.ac.uk/misc/governance-charitable-status/our-governance/
https://www.plymouthart.ac.uk/misc/governance-charitable-status/our-governance/
https://www.plymouthart.ac.uk/misc/governance-charitable-status/our-governance/


 

The City of Plymouth 
 
The City - Getting Better all the Time 
Plymouth is constantly changing and developing.  Our college is in the middle of an exciting 
‘cultural quarter’ and Plymouth is riding a wave of change that we hope you become part of. 
Check out the interactive and illustrated map of Plymouth (illustration below), highlighting just a few 
of our favourite gems, jaunts and hideaways... 
 
Unspoilt coastline and countryside combined with a vibrant nightlife, arts venues and historic sites. 
Whatever you’re into, there’s something close to Plymouth College of Art for you to enjoy. 
With a safe, friendly environment the City is home to over 25,000 students who have chosen to 
make Devon’s biggest city - Britain's Ocean City - their home. 
 
History 
Plymouth has tales to tell of Drake, Darwin and the Pilgrim Fathers. The old port area – the 
Barbican  – offers narrow cobbled streets and Elizabethan warehouses amongst restaurants, 
cafes, bars, art galleries, a gin distillery and curio museums and shops. Built in the early 1800s, the 
award winning Royal William Yard is a Grade I listed ex-Naval victualling yard where you will find 
restaurants with al-fresco dining, more cobbles, bars, galleries, shops and an eclectic range of high 
quality, local and national events - from monthly good food markets, theatre and outdoor cinemas 
through to live music and circus performances as well as hosting a thriving creative business 
community. 
 
The College and the City 
We are proud of our origins in the City dating back to 21st January 1856 as the Plymouth Drawing 
School.   Since then we have been based in various locations, none of them more than a hundred 
yards or so from our main campus in Tavistock Place; designed by the then City Architect H J W 
Stirling with the new building being formally opened on 29th March 1974.  Less than 30 years later 
it was extended and refurbished with the aim to be the first port of call, locally, for anyone 
interested in Art and Design - it was well set for the future. We have continued to invest in our 
facilities, staff and campus since and indeed the summer of 2018 saw significant refurbishment in 
the campus. 
 
Nature inspiring art 
There are miles of stunning coastline and green spaces to explore. The rugged Dartmoor is close 
by – with perfect locations to paint, film or take photographs. 
 
Plymouth City Council has provided more information about the City here. 
 
Shopping 
Our College is next to the Drake Circus shopping mall but for small, independent shops, there’s a 
wealth of historic areas from the Barbican to the Grade 1 listed Royal William Yard. You can find 
antique and vintage wares, art galleries and plenty of places to stop for coffee or dinner. 
 
 

https://www.thinglink.com/scene/594517394785828866
https://www.thinglink.com/scene/594517394785828866
http://www.plymouth.gov.uk/britainsoceancity
http://www.plymouth.gov.uk/britainsoceancity
http://web.plymouth.gov.uk/britainsoceancity
http://web.plymouth.gov.uk/britainsoceancity


 

Connections and travel 
The train can get you to London in just over 3 hours or you can hop on a ferry straight to France via 
Brittany Ferries. There are reliable coach services to Exeter, Bristol and London with Exeter and 
Bristol (and even Newquay) also having international airports.  If you want to stay closer to home 
there are local ferry services to Mountbatten, Calstock or Mount Edgcumbe or take a trip further 
into Cornwall for the Tate St Ives or The Eden Project. 

Keen to promote sustainable transport Plymouth City Council has provided links to cycling 
information  in the city. 
 
 

 
Illustration by Mat Williams 
 
 
Drama and Dance 
Plymouth’s artistic spirit also shines in the Plymouth Theatre Royal, the largest and best-attended 
regional producing theatre in the UK. The Barbican Theatre is a vibrant and independent theatre, 
supporting young, new and emerging artists. Plymouth Dance connects, creates and celebrates 
dance in the city. 
 
Music and Comedy 
Plymouth Pavilions draws big names in music and comedy, while the Thistle Park Tavern and The 
Junction  along with other pubs and clubs hosts Plymouth’s live music scene.  One Plymouth 
provides details of other venues for music while Plymouth Comedy Club provides details of 
upcoming comedy acts. 
 
Museums and galleries 

https://www.plymouth.gov.uk/parkingandtravel/cycling
https://www.plymouth.gov.uk/parkingandtravel/cycling
https://www.plymouth.gov.uk/parkingandtravel/cycling
http://theatreroyal.com/
http://theatreroyal.com/
http://barbicantheatre.co.uk/
http://barbicantheatre.co.uk/
http://plymouthdance.org.uk/
http://plymouthdance.org.uk/
https://www.plymouthpavilions.com/Online/default.asp?BOparam::WScontent::loadArticle::permalink=arena-main&BOparam::WScontent::loadArticle::context_id=
https://www.thistlepark.com/
https://www.thistlepark.com/
https://www.facebook.com/mutleyjunction
https://www.facebook.com/mutleyjunction
https://www.facebook.com/mutleyjunction
https://www.oneplymouth.co.uk/plymouth-music-scene/
https://www.oneplymouth.co.uk/plymouth-music-scene/
http://www.plymouthcomedyclub.co.uk/
http://www.plymouthcomedyclub.co.uk/


 

Plymouth's main museum and art gallery is currently closed as Plymouth works towards the 
development of The Box - a major new visitor attraction adjacent to the College that will bring to life 
Plymouth’s rich and fascinating history. This is due to open in spring 2020 as the city gears up for 
the Mayflower 400 celebrations and will feature a series of large-scale galleries that highlight the 
city’s fine art, decorative art, natural history, human history, film, photography and archive 
collections. 

 
Music, art and film blend in Plymouth.  Our 
partner Plymouth Arts Cinema (left) is 
known for its independent films and is 
based here in our Tavistock Square 
campus while for the Hollywood 
blockbusters a brand new cinema and 
restaurant complex is due completion, 
close to the College and there is the Vue at 
Coxside. DIY spaces like the Junction are 
passionate promoters of both unsigned 
bands and local makers – hosting live 
music and record launches, alongside 

illustration and zine fairs. 
 
Art projects and collaborations 

If you are looking to get involved in projects during 
your studies here, there are exciting, fresh enterprises 
around the city. The River Tamar Project is a partner 
to the College, while contemporary arts venue 
KARST (left) hosts regular residencies and shows. 
Ocean Studios at Royal William Yard has 
collaborative facilities just waiting for your ideas. 
Home to an array of resident and visiting artists who 
regularly host workshops, exhibitions and events - or 
relax in their Cafe/Gallery space with a coffee and 
slice of cake. 

 

 
Illuminate, Royal William Yard 

 
 

https://plymhearts.org/thebox/
https://plymhearts.org/thebox/
https://www.mayflower400uk.org/about/
https://www.mayflower400uk.org/about/
http://plymouthartscentre.org/
http://plymouthartscentre.org/
https://www.facebook.com/mutleyjunction
https://www.facebook.com/mutleyjunction
http://tamarproject.org.uk/
http://tamarproject.org.uk/
http://karst-projects.org/
http://karst-projects.org/
https://oceanstudios.org.uk/


 

Your Student Charter 

The Student Charter, jointly developed and agreed between the Students' Union and the College, 
is posted on the Student Portal and below: 

 

As Plymouth College of Art students we will… 
● Attend sessions regularly and punctually with a respectful and professional attitude 
● Take responsibility for finding out about programme requirements including deadlines, 

expected levels of attendance and engagement and academic regulations 
● Share our knowledge and opinions; participate in the PCA culture of open communication 

and ask for help when we need it 
● Treat fellow students, staff members and the College environment with consideration and 

respect 
● Be creative and enthusiastic; take part in new things and approach tasks with a positive 

mind-set. Join in! 
● Work to the best of our ability with passion 
● Provide honest feedback to help future College developments 
● Take responsibility for our own learning; explore a wide range of mediums, equipment and 

resources 
● Maintain positive lines of communication with College staff including keeping current 

contact details up to date through the student portal 
● If we pay fees or have a student loan for our studies, we will make ourselves familiar with 

our financial commitment to the College 

 

The College will... 
● Respond to prospective and current students queries and communicate important 

information (e.g. key dates) in an appropriate and clear time frame 
● Aim to ensure that our staff members communicate effectively so that students receive 

consistent information and feedback 
● Provide a safe, accessible and stimulating learning environment 
● Create opportunities for students to gain employability skills and research and prepare for 

their future 
● Provide information on work related opportunities alongside studies 
● Respond appropriately to student feedback and make sure students are represented on 

College boards and committees 
● Clearly describe and explain course requirements and marking criteria 
● Maintain a high standard of facilities and support services and good access to industry 

standard equipment and resources 
● Be clear on course costs (including additional material costs) and promote available 

financial support 
● Advertise what information, support and advice is available in College and locally 



 

● Provide high quality learning and teaching experiences and ensure staff maintain a high 
level of professionalism 

● Actively promote students and their work 

 

The Students' Union will… 
● Create a vibrant College community through a varied and student inspired social calendar 
● Facilitate discussion between students and College staff and support students in raising 

concerns through Student Voice and Staff /Student liaison Meetings 
● Represent students at relevant College committees and meetings 
● Provide clarity in terms of the role and purpose of the SU to students and College staff 
● Signpost students to relevant internal and external support and information 
● Provide students with the opportunities to take agreed roles on the Executive Committee 

within the SU according to the PCA SU Constitution 
● Work to encourage a culture of diversity, equality and respect through campaigns, events 

and opportunities 
● Help develop a culture of social responsibility outside of the College and get involved in the 

local community through volunteering and local projects 
● Promote students’ health and wellbeing through campaigns, events and activities 
● Provide social facilities and opportunities for students including the use of a dedicated 

social space 
● Link students to the promotions, activities and campaigns of the National Union of Students 
● Provide support and guidance to students in setting up and running clubs and societies 

Studentship 
 
What is Studentship? 
Studentship is much more than the business of acquiring learning and skills. Its hallmark is evident 
in various attributes – confidence, commitment, creativity, curiosity and resilience – personal and 
professional qualities that mark the gradual emergence of an individual creative practice. 
 
Your practice is your technical, intellectual and academic currency, and your creative path. No one 
else can do it for you.  It can’t be imitated. And no one can take it away from you once you’ve 
achieved it. 
 
At Plymouth College of Art all students are actively engaged, as emerging or as more established 
artists, in a diverse range of contemporary arts practices, and this practical and intellectual 
engagement we call studentship – making and thinking. 
 
Studentship in art, design and media is a kind of activism, and not just the passive consumption of 
learning; studentship as activism involves high expectations – both of ourselves and of others. 
 
Who is involved in Studentship? 
Studentship is social and it’s individual. Studentship creates communities, it’s interactive, involving 
everyone equally, and excluding no one. 



 

 
Studentship is ethical – it calls for self-respect and respect for others. It values diversity, and 
difference. It enjoys academic freedom, and freedom of inquiry. 
 
Studentship is supported by specialists – teachers, technicians, administrative and support staff, 
and visiting artists – all working together in the very distinctive and open studio, workshop and 
exhibition environments we call Art College. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Your Students’ Union 

The College has a well-established Students’ Union led by the elected President (Rowena Murphy) 
who works alongside a full time Student Union Manager (Paige Nolan) assisted by their executive 
officers. 

The Union has a brand new web page with everything you need to know and it is accessible from 
the home page or at https://www.plymouthartsu.com/  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.plymouthartsu.com/
https://www.plymouthartsu.com/


 

 
College opening times 
 

Term time  

Monday - Thursday 07:45 - 21:00 

Friday 07:45 - 18:00 

Saturday 08:30 - 14:00 

 

Non-term time  

Monday - Friday 07:45 - 18:00 

Saturday Closed 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

ESSENTIAL INFORMATION AND GUIDANCE 
 

Attendance and Absence Reporting 

The College issues online registers for every timetabled session. The data is then made available 
to staff involved with supporting your studentship to help assess your progress. Evidence shows 
that students with higher attendance usually achieve better degree classifications and outcomes. 
All staff are committed to providing a supportive learning environment that enables students to 
achieve their full potential. As a responsible higher education provider we have a duty to monitor 
attendance and act on non-attendance so that students can be supported to complete their 
programme.  
 
You should attend all lectures, seminars, workshops, studio sessions and other activities 
timetabled as part of your studies, and you will be expected to start on time! The HE Student 
Attendance Policy explains why this is necessary, along with the process and penalties that may 
be applied if your attendance falls below expectations. If for any reason, you are unable to attend 
because of illness or other unforeseen circumstances, you must notify your programme team 
(lecturer/tutor) in advance (by email or phone) and should inform the College by using the Absence 
Line (see below). You should make arrangements to catch up on any work missed during absence 
and holidays should not be booked during term-time.  If you drop below a level of attendance 
outlined in the Attendance Policy a review will be made. While evidence of personal and 
unavoidable circumstances such as sickness and bereavement will be taken into account it should 
be noted that poor attendance may also affect any potential bursary payments. 
 
Full details of attendance are included in the HE Student Attendance Policy. 
 
Reporting system 
If absence is necessary, you will need to let us know in advance with as much notice as possible 
using the links below. Go to www.plymouthart.ac.uk/absence for more information - this link is also 
printed on the back of all new (2019 onwards) student ID cards: 
 

● If you are a registered Plymouth College of Art student, please click here and select the 
Report absence (student) button at the top of the page. 

 
You can view your attendance record at any time via ‘My Data’ or alternatively via the MyTimetable 
site. If you have any queries about your recorded attendance please discuss with your tutor. 
 
 

 
 
 
 
 
 
 

https://drive.google.com/file/d/0B29dAXRhgD5sTllQMG1nel9RVG8
https://drive.google.com/file/d/0B29dAXRhgD5sTllQMG1nel9RVG8
https://www.plymouthart.ac.uk/absence
https://www.plymouthart.ac.uk/absence
https://mytimetable.plymouthart.ac.uk/
https://mytimetable.plymouthart.ac.uk/
https://mytimetable.plymouthart.ac.uk/
https://mytimetable.plymouthart.ac.uk/


 

Learning and Teaching 
 
Higher Education Learning and Teaching Framework at Plymouth College of Art 
 
Welcome 
Undergraduate and postgraduate courses at Plymouth College of Art are delivered and supported 
through a diverse range of learning and teaching experiences. Programmes are made up of 
modules, and these units of study are taught and assessed separately. Each module carries clearly 
identified credit value - the accumulation of which will allow students to progress onto the next level 
of their programme. 
 
You will experience a variety of learning opportunities which will be delivered as taught or 
supported sessions, and directed study. You will also have access to college-wide resources which 
include workshops, project spaces, and the Library. A variety of learning and teaching 
methodologies are used to support the development of practice in the context of subject and/or 
cross-subject requirements and the specific module learning outcomes. 
 
Module Elements 
Each module has a set of Module Elements that will be introduced to you at the beginning of the 
semester by the module leader. The Module Leader will introduce learning opportunities, 
college-wide resources, reference material for research, and will clearly identify the learning 
outcomes throughout your learning in the module. You will be supported through the process of 
formative review, feedback, and summative assessment.  
 
Assignment Briefs will introduce the aims and objectives of study within each module, and set out 
the content of learning. This includes information on the deliverable components required for 
assessment submission. The assignment briefs also contain other useful information such as 
indicative reading lists, and formative and summative assessment points. 
 
Learning Hours 
Your learning will consist of a combination of timetabled contact sessions and self-study (including 
personal use of College resources). During your timetabled programme hours, you will have 
contact with academic lecturers and technical demonstrators. This may consist of taught studio 
time, workshops in the College Labs, practical demonstrations, individual and group tutorials, study 
visits, study zone workshops, lectures (including visiting artists) and group seminars.  
 
The ratio of contact hours varies depending on your year of study. An “indicative guide” per week 
is: year 1 (up to 16 hours); year 2 (up to 14 hours); and year 3 (up to 12 hours). The teaching day 
starts at 10am and finishes at 5pm. Wednesdays will be an extracurricular day where exciting 
opportunities are offered on a voluntary basis, such as niche technical workshops, etc. These 
activities are for enhancement and fun, and will not be explicitly connected to academic and 
assessed learning. 
  
Learning Resource Environment  
Alongside specific skills taught and supported within your programme, College resources are open 
access for all students using our Google booking system. We encourage mobility across subject 



 

areas and the development of interdisciplinary practice. A diverse range of workshops will support 
the development of your practice. We also provide a base room for every programme in the 
College, providing a space for learning & teaching, alongside social interaction with your peers. As 
this is a collective environment, students are asked to share responsibility in looking after the 
space and ensure that health and safety requirements are adhered to.  
 
Directed Learning 
Directed learning is an extremely important part of Art & Design graduate and postgraduate 
education and you will be strongly encouraged to develop the ability to take responsibility for 
setting aims for your work. Directed learning will sometimes also be referred to as Directed Study 
on timetables or other Programme information. Directed Study is mapped against taught delivery, 
providing students with the opportunity to engage in individual self-directed study in support of 
learning outcomes. This will be in discussion with, and supported by, your lecturers. The 
organisation of studios and workshop spaces is designed to encourage the exchange of ideas and 
promote peer group learning outside timetabled sessions. 
 
Tutorials 
At tutorials you will work with one tutor either individually or in a small group of students. Tutorials 
are used to discuss goals in relation to work in progress or your longer term progression to further 
study or employment. Individual tutorials will be undertaken in accordance with the Tutorial 
Practice Guidelines - minimum of six scheduled tutorial opportunities throughout each academic 
year with the addition of a feedback and exit tutorial for final year students.  Tutorials will be 
recorded on your online tutorial system (SoMIS).  
 
Individual tutorials are also used to give formative feedback on progress to assignments for 
modules. Group tutorials can be used to discuss work in relation to a project.  
 
OTHER COMMUNICATIONS 
 
Email 
Student emails received during college working hours will normally be replied to no later than one 
working week from receipt. 

● If a member of college staff is away, an ‘out of office reply’ will be used to direct the sender 
to an alternative contact source; 

● College staff will only send student emails during the working day (Mon- Fri; 08:00 to 18:00 
/ library staff during library opening hours).  Emails received outside of this time will be 
responded to at the next available opportunity as detailed above. 

 
Google Classroom: 
This technology sends automatic updates whenever a change is made. Guidance on how to 
manage notifications can be accessed here. 

● College staff will normally only update Google Classroom during their working day (Mon-Fri 
08:00 to 18:00) to prevent untimely notifications; 

● Google Classroom should be checked regularly to support your studies. 
 
 

https://support.google.com/edu/classroom/answer/6141557?co=GENIE.Platform%3DDesktop&hl=en
https://support.google.com/edu/classroom/answer/6141557?co=GENIE.Platform%3DDesktop&hl=en


 

 
Assessment and Feedback 
 
HE Learning and Teaching Framework 
 
Forms of Assessment 
 
Formative assessment is an interim review of your work undertaken at key points during your 
learning. It provides an indicative measure of your progress, allows you to consider your work in 
relation to that of your peers, allows you to agree with staff any adjustments you need to make in 
order to satisfy module requirements, and is designed to help you improve your performance. This 
is a feedback mechanism and does not contribute to the final mark.  
 
Summative assessment is carried out at the end of your module and provides an evaluation of 
your progress, generates a final mark, and determines whether or not you have met the learning 
outcomes to pass the module. 
 
Learning Outcomes 
During your studies at the College, you will: 

○ learn more about yourself and the influences on you 
○ investigate opportunities in learning and work 
○ make and adjust plans to manage change and transition 
○ be provided with subject related advice and guidance. 

 
Feedback 
Feedback is a fundamental part of the learning experience and at PCA and we use a number of 
different approaches to providing supportive and evaluative feedback against student performance. 
Formative feedback might take the form of a verbal appraisal through tutorial, or peer-led 
discussion, and often forms part of critique or seminar discussion on work in progress. Scheduled 
Formative Tutorial points offer a chance for reflective review on individual progress towards 
achieving Learning Outcomes. 
 
Summative feedback provides critically reflective comments at the end of a module, based on the 
work submitted and its achievement of the Learning Outcomes. This takes the form of  written 
assessment feedback, and indicates areas of strength and areas for improvement. It also provides 
a clear articulation of individual performance against each Learning Outcome in the module. In 
addition, students are offered a feedback tutorial with their tutor, with the exception of the final 
major project module in Level 6 , where only written feedback is published.  
 
Submissions 
Work submitted for a summative assessment component cannot be amended after submission, or 
re-submitted. 
 
Extensions to deadlines for submission of coursework may not be granted by members of 
academic staff. A student who misses a deadline or believes that they will miss a deadline should 
submit extenuating circumstances in accordance with the page on Academic Regulations. 

https://sites.google.com/s/1RQ_7wCmBQ9I2LkIGa9sZ0zRYEGz2PryP/p/1zU7XanG-7JHZjoiHhSjmNuyC-JeJjniJ/edit
https://www.plymouthart.ac.uk/documents/Plymouth_College_of_Art_Academic_Regulations_for_2019-20.pdf


 

 
Referrals 
Referrals are covered in the page on Academic Regulations. 
 
Late submission 
Coursework which is submitted after the deadline will be assessed but the results will not be 
entered onto the official record until any claim for extenuating circumstances has been considered. 
Feedback may be given on the quality of the work submitted and an indicative grade awarded. If 
the circumstances are deemed valid, the actual result achieved will be entered onto the record and 
submitted to the Progression and Award Board.  Where coursework is submitted late and there are 
no accepted extenuating circumstances it will be penalised in line with the following tariff: 
 
Submission within 6 working days: a 10% reduction deducted from the overall marked score for 
each working day late, down to the 40% pass mark(for BA(Hons) and 50% pass Mark (MA) and no 
further deduction.  

○ for example a mark of 60% handed in 2 days late will be deducted 2 x (60 x 10%) = 
(60 - 12) = 48% awarded 

○ for example a mark of 60% handed in 4 days late will be deducted 4 x (60 x 10%) = 
(60 - 24 ) = = 36% with minimum 40% awarded 

 
If you fail to submit work for assessment this will be assessed as 0 by the Progression and Award 
Board. 
 
What if I fail? 
If you fail a module, the following may apply in the first instance in line with our Academic 
Regulations: 

○ Resit – a second attempt of an assessment component within a module, following 
failure at first attempt subject to all the following conditions: 

■ You may resit the failed assessment components of a module only once. 
Where there are extenuating circumstances, the Board of Examiners has 
discretion to decide whether a further assessment opportunity shall be 
permitted. 

■ If you do not complete the resit by the date specified you shall not progress 
the programme, except in cases where the process for allowing extenuating 
circumstances has been followed. 

■ If you successfully complete any required resits within a module you shall be 
awarded the credit for the module and the result for the individual 
assessment component capped at the minimum pass mark for the module 
(ie 40%). 

 
Please read this page in conjunction with the page on Academic Regulations. 
 
 
 
 
 
 

https://sites.google.com/s/1RQ_7wCmBQ9I2LkIGa9sZ0zRYEGz2PryP/p/1zU7XanG-7JHZjoiHhSjmNuyC-JeJjniJ/edit
https://www.plymouthart.ac.uk/documents/Plymouth_College_of_Art_Academic_Regulations_for_2019-20.pdf
https://sites.google.com/s/1RQ_7wCmBQ9I2LkIGa9sZ0zRYEGz2PryP/p/1zU7XanG-7JHZjoiHhSjmNuyC-JeJjniJ/edit
https://www.plymouthart.ac.uk/documents/Plymouth_College_of_Art_Academic_Regulations_for_2019-20.pdf


 

 
Student Engagement 
 
Our community 
 
The Student Voice 
We firmly believe in embracing your views and aim to offer structured opportunities for you to have 
direct involvement in assessing and shaping your own learning experience.  The Student Voice 
section on the Student Portal explains the significance of the student voice and the impact it has 
within the College and beyond.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://sites.google.com/s/12geYTIzC-2HJi0HPRnzC3m-xJF4GmRqw/p/12zbz6vD7QT18iI_P_LzDmW244I70aLw9/edit
https://sites.google.com/s/12geYTIzC-2HJi0HPRnzC3m-xJF4GmRqw/p/12zbz6vD7QT18iI_P_LzDmW244I70aLw9/edit


 

Terms and Conditions 
 
The Student Portal contains links to the current and previous terms and conditions. 
 
Existing terms and conditions for 2019/20 are available for information and advice. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.plymouthart.ac.uk/documents/TERMS_and_CONDITIONS/Terms_and_Conditions_for_HE_students_starting_2019.pdf


 

 
Essential IT information 
 
There is a plethora of specialist computer resources available throughout the College. Located 
within the Library is a computer suite with both Macs and Windows PCs, these machines run a 
wide variety of software that can also be found in programme areas. This particular facility follows 
the Library opening hours and is designed to ensure you can continue your studies and projects 
outside of taught sessions.  

Computer facilities and wi-fi are available to you when you have completed the IT inductions and 
you can use your College Username and Password to gain access to this.  

Automatic web and email filtering software is used on the system to block sites that are considered 
inappropriate. If you need to access a blocked site for a specific project, you need to arrange with 
your lecturer for them to contact the College’s Head of ICT to confirm authorisation to use the site. 
Use of the facilities must adhere to the College’s ICT Acceptable Use Policy (see below).  
 
Emails 
The College uses Gmail as the email system and you will be issued with a College email account 
during your IT induction. Email is a major form of communication with your tutors, the Students' 
Union and other College staff so please always use the allocated account and check it on a regular 
basis.  If you have difficulty accessing your allocated account or have queries related to the IT 
systems, wifi access etc, please contact the IT Helpdesk located in the Library or email the IT 
Helpdesk - ithelpdesk@pca.ac.uk. In addition, helpline telephones are placed either inside or just 
outside the IT suites, and alongside the photocopiers which students can use to contact the IT 
Helpdesk. More complex queries on using software related to your programme should be directed 
to your lecturer / technician. 

Please keep your password safe and do not share it with anyone else. If you forget it, don't worry 
as you can reset it by visiting webmail.pca.ac.uk and click on the ‘Forgot password?’ link. 
Alternatively visit the IT Helpdesk in person and they’ll be happy to assist. 

ICT Acceptable Use Policy 
 
The College has an Acceptable Use Policy which must be adhered to by all users - staff and 
students.  The network must not be used for any activity that may be reasonably regarded as 
unlawful or potentially unlawful.  
 
Unacceptable use 

● Creation or transmission, or causing the transmission, of any offensive, obscene or 
indecent images, data or other material, or any data capable of being resolved into obscene 
or indecent images or material 

● Creation or transmission of material with the intent to cause annoyance, inconvenience or 
needless anxiety 

● Creation or transmission of material with the intent to defraud 
● Creation or transmission of defamatory material 
● Creation or transmission of material such that this infringes the copyright of another person 

https://sites.google.com/pca.ac.uk/induction
mailto:ithelpdesk@pca.ac.uk
http://webmail.pca.ac.uk/
http://webmail.pca.ac.uk/


 

● Creation or transmission of unsolicited bulk or marketing material to users of networked 
facilities or services, save where that material is embedded within, or is otherwise part of, a 
service to which the user or their User Organisation has chosen to subscribe 

● Deliberate unauthorised access to networked facilities or services 
● Deliberate or reckless activities having, with reasonable likelihood, any of the following 

characteristics: 
○ Wasting staff effort or Janet resources, including time on end systems on another 

User Organisation’s network, and the effort of staff involved in the support of those 
systems 

○ Corrupting or destroying other users’ data 
○ Violating the privacy of other users 
○ Disrupting the work of other users 
○ Denying service to other users (for example, by overloading of wireless access 

points, or the wired network) 
○ Continuing to use an item of software or hardware after a member of staff has 

requested that use cease because it is causing disruption to the correct functioning 
of the network 

○ Other misuse of the technology, such as the introduction of “viruses” or other 
harmful software 

○ Where the College network is being used to access another network, any deliberate 
or persistent breach of the Acceptable Use Policy of that network will be regarded 
as unacceptable use of the College’s ICT resources 

○ Any deliberate or persistent breach of industry good practice (as represented by the 
current standards of the London Internet Exchange) that is likely to damage the 
reputation of Plymouth College of Art will also be regarded prima facie as 
unacceptable use of the Plymouth College of Art network  

Users shall not: 
● Introduce data-interception, password-detecting or similar software or devices to the 

College’s Network; 
● Seek to gain unauthorised access to restricted areas of the College’s Network; 
● Access or try to access data where the user knows or ought to know that they should have 

no access; 
● Carry out any hacking activities; or 
● Intentionally or recklessly introduce any form of spyware, computer virus or other potentially 

malicious software. 

Exemptions 
Exemption requests to these usage terms for specific projects must be submitted to the Head of 
ICT and an approved response must be received via email. It should be noted that exemption 
requests will most likely involve third parties, so an immediate response should not be expected. 
 
Consequences of Breach 
In the event of a breach of this policy by a User the College may: 

● Disable, or terminate a User’s access to the Network. 
● Erase any material that breaches College Policies 



 

● Disclose to law enforcement agencies and may take disciplinary and/or legal action. 

 

Definitions 
● College Network - all computers, peripherals, networks, software and data. Also IT Facilities 

owned by other organisations or privately owned which are connected to the College 
network or accessing College data through any means. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Student Finance 

Undergraduate degrees 

For 2019/20, fees for our BA (Hons) degrees for UK and EU students are £9,250 per year for new 
students. The fees for part-time undergraduate programmes are half those shown per year. 

For 2019/20, fees for our BA (Hons) degrees for international students are £14,000 per year. We 
do not offer part-time study for international students. 

The financial help on offer and the fees you will have to pay will vary depending on the level of 
course you are studying and your own personal circumstances.  For a useful myth-busting guide to 
fees and finance, take a look at this Money Saving Expert article on student loans.  

Postgraduate degrees 

For 2019/20, fees for our postgraduate programmes are £7,200 per year for full-time UK and EU 
students and £3,600 for part-time students. We also offer a discount of 10% for college graduates 
applying for 2019/20. International students' fees are £12,000*.  

For 2019/20, fees for our MFA programme are £4,800 per year for full-time UK and EU students 
and £2,400 for part-time students. We also offer a discount of 15% for college graduates applying 
for 2019/20. International students' fees are £8,000*. 

* Excluding costs for international students who need a pre-sessional English course and ongoing 
in-year English language support.  

Student loans 

Student Loans for tuition fees and maintenance costs are available to eligible full-time students in 
the UK. Part-time students can apply for the tuition fee loan but not the maintenance loan.  You 
don’t need to pay for your tuition in advance, providing you’re eligible for a student loan. You will be 
able to get a loan from the Student Loans Company and this will cover the full amount of your 
tuition fees, which are paid directly to the College each year.  

If you are an undergraduate student who began your programme before 2016/17 and are already 
receiving maintenance grants you will continue to have access to this service.  You should apply 
for student finance as early as possible. Eligible UK full-time students can also get help from the 
government to cover living costs through a maintenance loan.  The Student Loans Company will 
assess your household income and tell you how much financial help you can expect to receive 
towards your living expenses. 

For more information visit the Student Finance England website or call their helpline on 0300 100 
0607. Please ensure you thoroughly read the guidance in relation to loan repayments which only 
start when you earn more than £25,000 (from 6 April 2018). This has been increased from the 
previous threshold of £21,000.  

You will need to consider two types of costs: 

● tuition fees 

http://www.moneysavingexpert.com/students/student-loans-tuition-fees-changes
http://www.moneysavingexpert.com/students/student-loans-tuition-fees-changes
http://www.slc.co.uk/
http://www.slc.co.uk/
http://www.gov.uk/student-finance
http://www.gov.uk/student-finance


 

● living expenses (accommodation, food, transport, studying expenses e.g. books and 
materials) 

Details of tuition fees are found in the specific terms and conditions pertaining to the year that you 
enrolled. Advice and guidance about any aspect of student funding – tuition fees or financial 
support - for all students is available from our Student Finance team in the Student Hub – please 
drop in, telephone (01752 203423) or email studentsupport@pca.ac.uk. 

Additional Programme Costs 

Additional course costs can consist of equipment, materials and trips 

Additional costs throughout your degree will vary depending on the course you are doing and the 
materials you use, or the trips you go on. Below we have put together some typical costs for a 
three year undergraduate degree. 

Printing & Photocopying 

Rates/average costs: 

● Black & white A4 - 2p  
● Black & white A3 - 3p  
● Colour A4- 5p  
● Colour A3 - 10p  

Not subsidised but provided at cost. Range of annual student spend is £0.02p to £125 (min/max), 
with average spend per student of £11 per annum. 

 

Educational visits 

Educational visits are optional and are subsidised by the College, and the range of costs per 
annum are as follows:  

In general, the highest cost applies for the most expensive single overseas trip offered, and the 
lower part of the range represents costs for a number of different visits offered across each year of 
a programme and generally but not always within the UK. Cost range per year: £50 - £350 in Year 
1, £50 - £400 in Year 2, £50 - £400 in Year 3.  A typical student cost excluding subsistence is 
estimated at £100 in Year 1, £200 in Year 2 and £300 in Year 3. 

Materials & equipment 

Materials and equipment needs vary between courses - for example painting/drawing materials 
(art), fabric and dyes (textiles design), external hard drive (media).  

The cost range per year is £50 - £200 for Year 1,  £50 - £300 for Year 2,  £50 - £400 for Year 3.  

A typical student cost is estimated at £150 for Year 1, £200 for Year 2 and £300 for Year 3.  

College Bursary 

mailto:studentsupport@pca.ac.uk


 

Bursaries will be paid at intervals throughout the year.  Payment will be in accordance with the 
terms and conditions you received upon enrolling  and is dependent on the following: 

● At least 80% attendance recorded on SoMIS 

The bursary is paid at three points throughout the year  – in December, March and May for 
Extended BA, first and second-year students. Third-year students will receive the remaining 
amount of the bursary during the second term in order to help with the costs of purchasing 
materials for their final projects. The College Bursary is available to all Home and EU* 
undergraduate students and it is only paid provided that you maintain at least 80% attendance 
each term.  If you have any question please email registry@pca.ac.uk 

*please note this does not include EU students on exchange programmes (Erasmus+) 

Further financial support 

Additional support can be available for students with learning difficulties or disabilities, including 
mental health conditions. For further information, take a look at the Help if you're a student with a 
learning difficulty, health problem or disability web page. 

There is also additional support available for students with children or dependent adults. Find out 
more about extra financial help on the Student Finance England website. 

If you're a care leaver entering higher education on or after 1 September 2008, and you're starting 
a course before your 25th birthday, you may be entitled to a non-taxable £2,000 bursary from your 
local authority. 

Local Authority Support / Care Leavers 

In England, local authorities have a duty to pay the bursary if you're a care leaver pursuing a 
course of higher education according to your pathway plan. The study can be either full or 
part-time. 

You're entitled to this support if you're a care leaver up to the age of 21. If you're over 21 but under 
25 you could also be entitled, if on reaching the age of 21, you're still being helped by your local 
authority with an agreed programme of education or training. 

This is not part of the student finance package provided by Student Finance England and it's 
disregarded when calculating entitlement to student grants and loans. Any care leaver bursaries 
available from universities are in addition to local authority support. 

To apply, you should contact your pathway planner at your local authority. Or we can ask on your 
behalf. You should ask about the bursary and also whether there is any additional support for care 
leavers from your local authority. If you're eligible, make sure you have this agreed in writing as 
soon as possible. We can help if you need support with this. 

For more information on what each Local Authority provides to care leavers progressing to higher 
education take a look at our local authority support information and this flowchart from the National 
Care Leavers Association is useful to check whether you are eligible. 

https://www.gov.uk/disabled-students-allowances-dsas
https://www.gov.uk/disabled-students-allowances-dsas
https://www.gov.uk/disabled-students-allowances-dsas
https://www.gov.uk/student-finance/extra-help
https://www.gov.uk/student-finance/extra-help
https://www.gov.uk/student-finance/extra-help
https://www.gov.uk/leaving-foster-or-local-authority-care
https://www.gov.uk/leaving-foster-or-local-authority-care
https://www.gov.uk/leaving-foster-or-local-authority-care
https://www.plymouth.gov.uk/youngpeople/youthservices/targetedyouthservices/careleavers
http://www.careleavers.com/what-we-do/young-peoples-project/entitlements/
http://www.careleavers.com/what-we-do/young-peoples-project/entitlements/


 

Campus Locations 

Travel information 

Plymouth is the gateway to the South West and is served by a main First Great Western rail link 
from London Paddington and by Cross Country trains north to the Midlands and Scotland.  There 
are frequent services from Newton Abbot, Torbay, North Cornwall and North Devon.  

If you are travelling via car, enter the postcode PL4 8AT into your SatNav.  The nearest parking 
can be found at Regent Street Car Park just next door to our campus as we have limited parking 
for disabled access only at Tavistock Place. The M5 motorway from Bristol continues from Exeter 
to Plymouth as the A38 Expressway. 

Exeter airport is less than an hour away and there are ferry services from the Plymouth 
International Ferryport from France, Spain and Ireland. 

Stagecoach (South West Falcon), National Express and Megabus coaches travel to Plymouth 
coach station from many areas of the UK. The College is a five minute walk from the coach station. 

Plymouth train station is a 15 minute walk. 

More information at https://www.plymouthart.ac.uk/visiting/getting-here/  

Map of central Plymouth 

 

 

https://www.stagecoachbus.com/promos-and-offers/south-west/south-west-falcon
http://www.nationalexpress.com/home.aspx
http://www.nationalexpress.com/home.aspx
http://uk.megabus.com/
http://uk.megabus.com/
https://www.plymouthart.ac.uk/visiting/getting-here/
https://www.plymouthart.ac.uk/visiting/getting-here/


 

Campus maps 

 

Map showing immediate area 
around the Tavistock Place 
campus 

 

 

 

 

 

 

 

 

 

Map showing the HE Campus 
sites in relation to the Pre 
Degree Campus 

 

 

 

 

 

 

 

 

 

 

 



 

Frequently asked questions 

What can I do if I think I am being bullied? 

The College will not tolerate harassment or bullying in any form and has a Dignity at Study Policy 
(Bullying and Harassment) to combat this.  Also read the Bullying and Harassment section in the 
Student Support part of the Student Handbook.  If you feel that you have been bullied or harassed 
or subject to any form of sexual harassment it is crucial that you report it. Support is available from 
the Students’ Union, lecturers, tutors, College managers or a member of the Student Hub, where 
you can report any concerns.  

Can I make a complaint? 

Yes of course you can.  It is always best to try and resolve any dissatisfaction at an early stage and 
ideally informally at the lowest level possible - this usually works and the Student Union are able to 
help. However, if this cannot be resolved there is a Complaints and Appeals page in the Student 
Handbook to guide you and link you to the Complaints Procedure.  If you do have a complaint it is 
important that you act on it and talk to programme reps,  tutors and lecturers - and if it cannot be 
resolved you can inform the Deputy Registrar (Quality & Performance) who will take the complaint 
forward formally. 

Will I receive Specific Programme details? 

Yes, as you join Plymouth College of Art you will receive an induction to the College and to your 
programme. At your induction you will be provided with access to your Programme Handbook, 
which gives the specifications and details about your programme, and how your progress will be 
supported. 

Where is the best place to get general information? 
The Information Point or 'front of house' desk brings together all the reception and administrative 
support provided to students, staff and visitors to the College and is accessed via the College’s 
main entrance.  The team are on-hand to provide information and to signpost you to where to go if 
you require any assistance - and of course there is this handbook - please tell everyone about it! 

Where can I buy food and drink on campus? 

The Refectory area on the ground floor of Tavistock Place was redesigned and refurbished during 
the summer of 2018 and has now introduced a new menu for 2019/20.  Opening times are 08:30 
-16:00 or as advertised with late opening on Tuesdays.  Vending machines are in service all day by 
the Charles Church lift area and in the Refectory. Within a short walk of the main campus on 
Ebrington Street, Regent Street and on North Hill there are high street supermarkets, independent 
coffee shops/cafes, food outlets and bars.  The main city centre with well known high street stores 
and food outlets is across the road from the main campus both in and beyond Drake Circus 
shopping mall. 

 

https://sites.google.com/s/1RQ_7wCmBQ9I2LkIGa9sZ0zRYEGz2PryP/p/12euC1PRtpJ4CLLFkbaz90T_CoWiiwod7/edit
https://sites.google.com/s/1RQ_7wCmBQ9I2LkIGa9sZ0zRYEGz2PryP/p/12euC1PRtpJ4CLLFkbaz90T_CoWiiwod7/edit


 

Can I Park on campus? 

There is no parking for cars in the College grounds either for staff or students.  We annually review 
the accessibility to our public areas, offices, studios and workshops to ensure that we anticipate the 
needs of all potential students and visitors. There is limited parking for disabled students and both 
motorcycles and bicycles may be brought into the campus with facilities provided.  

Can I have access to a Locker? 

Lockers are limited in number and are located around the College. If you returned your locker 
request form over the summer please make sure you check the locker list, which will be displayed 
on the notice board by The Refectory, during your enrolment and induction period. If you have 
been allocated a locker please collect your key from the Information Point Reception (you will need 
to pay a deposit). 

Is there a Prayer/Contemplation Room? 

There is a multi-faith room / contemplation room on the ground floor of Tavistock Place for those 
who wish to make use of this facility. 

Is there anywhere I can smoke? 

In accordance with UK law there is no smoking or vaping allowed in College premises, including 
the area immediately outside the main entrance.  If you wish to smoke (or vape) you must do so 
away from the public entrance. 

How can I help the college to be environmentally sustainable? 

We are committed to reducing our energy consumption and carbon footprint - to achieve a 34% 
reduction in carbon emissions by 2020. We have made great strides in the last few years in 
reducing our emissions and ask that you help us with this goal.  Over the past year, the College’s 
display energy certificate has been upgraded by one rating. This indicates that the buildings have 
significantly reduced their impact on the environment, subsequently lowering fuel bills, which allows 
for savings across the college to be invested into further sustainability measures. 

We ask that you (and all staff) help us by doing the following: 

○ Use all available recycling facilities across campus 
○ Use own cup/mug in the Refectory when buying hot drinks (with a discount applied) 
○ Save energy and water by turning off all lights and appliances when not in use and 

reporting faulty equipment and dripping taps to the front desk 
○ Shut down computers after using them and turn lights off when leaving a room - 

unless people are still working! 
○ Place litter in one of the litter bins around the campus - there are also designated 

bins for cigarette stubs so please help us keep the campus area clean and tidy - and 
also be aware that there are ‘litter wardens’ in the City Centre who can impose fines 
of up to £150 for littering! 



 

The Gallery 

The Gallery is Plymouth College of Art’s own 
dedicated public exhibition space.  Throughout 
the year, a programme of shows and other 
events brings some of the world’s most 
exciting artists and creative practitioners to the 
College: in addition to helping to put Plymouth 
on the arts map, it gives you a fantastic 
opportunity to learn from leaders in their fields.  

The Gallery specialises in supporting artists at 
various stages of their careers, enabling them 
to produce new exhibitions, and offering 
exciting opportunities to enhance their 
professional practice in fresh and interesting 
ways. Most recently (summer 2019) it hosted 
'Many & Beautiful Things' concerned with that 
time in youth when anything is possible, 
everything is ahead of you, and life is a rush 
for new experiences.  This featured artists 
Naomi Frears, Binelde Hyrcan, Melanie 
Manchot, Santiago Mostyn, Beth Emily 
Richards and Antler Press in collaboration with 
students from Plymouth College of Art. For 
Many & Beautiful Things, Plymouth-based artist Beth Emily Richards returns her attention to an 
icon of hyper-masculinity, Arnold Schwarzenegger. 

 

We have showcased the work of artists including Matt Stokes (as part of We The People Are The 
Work), Abigail Reynolds, Brian Griffiths (as part of The British Art Show 7), Craig Fisher, 
BOUDICCA, Martin Parr, Albert Irvin, Timorous Beasties, Catherine Yass (as part of Walk On). 
Recent exhibitions have included Katie Schwab's 'A Working Building' and our own Dr Stephen 
Paige's 'Meeting the Archive', a culmination of the practice component of the artist's PhD including 
new and existing work that investigates how artists are able to draw attention to the instability and 
heterogeneity of archives. 

The website includes details of upcoming exhibitions.  

The Gallery helps connect the College and Plymouth to the national and international art scene, 
illustrating our outward-facing ethos. The Gallery shows bring exciting artists to Plymouth, often for 
the first time and in a space that is open to the public, for free. At the same time, The Gallery also 
enriches the rest of the College, supporting teaching and learning. 

The Gallery not only provides the chance for you to hear from and be inspired by some of the 
leading names in the arts, but also creates opportunities to get directly involved with exhibition 
preparation through a gallery volunteers programme and other opportunities. You will have the 

https://www.plymouthart.ac.uk/gallery/upcoming-exhibitions/
https://www.plymouthart.ac.uk/gallery/upcoming-exhibitions/


 

chance not just to see the end result of the creative process, but to talk to practitioners about the 
steps that have taken them there. 

We The People Are The Work - Matt Stokes 

 

 

 

 

 

 

 

 

 

 

 

 



 

SUPPORTING YOUR SUCCESS 

Student Support - information if you require support or advice 

Student Support Office 
A range of student support services are available, situated on the centre build first floor, 
comprising: 

● Student Finance 
● Counselling service 
● Management and coordination of inclusive learning support for students with learning 

difficulties or disabilities including mental health issues 
● Health and Wellbeing services, advice, support and referral. 

One of the primary functions of Student Support is to provide initial support for students in distress, 
making referral where appropriate to services within the College or externally, and otherwise 
providing information and support on self-help strategies. Student Support can be contacted by 
telephone on 01752 203434 / 203418, internal phone number 269 or email 
studentsupport@pca.ac.uk. 

If you are struggling to cope for any reason please seek help from the Student Hub and if you are 
in distress or otherwise needing urgent support you will be seen immediately, with subsequent 
access to ongoing counselling or other professional services as appropriate. Student Support 
provides impartial advice on a range of personal issues, with other health and wellbeing services 
including: 

Tuition fees and finance 
Details of tuition fees are found in the terms and conditions for your year of entry at the College. 
Advice and guidance about any aspect of student funding – tuition fees or financial support - for all 
students is available from our Student Finance team in the Student Hub – please drop in, 
telephone (01752 203423) or email studentsupport@pca.ac.uk. 
 
Counselling 
The Student Counselling Service is available to offer support to students who may be experiencing 
distress or difficulties with their College or personal lives. The service is confidential, and seeks to 
promote students’ well-being, independence, resourcefulness, personal development and capacity 
to benefit from the opportunities offered at the College. 

The counselling office is located in the main Student Support block. You can contact a counsellor 
by email counselling@pca.ac.uk or by completing a confidential request form and posting this in 
the secure letterbox outside the counselling office. 

If you are concerned about how to make an appointment the Student Support staff  can help or 
alternatively your tutor can also assist. 

Inclusive Learning Support 
The College is committed to ensuring that all students have reasonable access to all elements of 
their education during their studies. 

mailto:studentsupport@pca.ac.uk
mailto:studentsupport@pca.ac.uk


 

Eligible students can claim for additional support funded by Disabled Students Allowance (DSA). If 
you need help due to a learning difficulty or a disability including mental health issues all you need 
to do is come to Student Support and the staff will be able to advise you on who to contact and 
eligibility. 

You may be eligible for dyslexia screening if you have already disclosed a high level of needs to 
study or feel it is required. To have this funded you will need a minimum of 80% attendance. If you 
can provide evidence of a dyslexia diagnosis from previous education you may be fast tracked for 
a full assessment. 

For specialist eye assessments including, for example, scotopic sensitivity or Irlen Syndrome, you 
will be directed to the University of Plymouth’s Centre for Eyecare Excellence (CEE) in nearby 
Gibbon Street. Again, the Student Hub can support you with this. 

Health and wellbeing 
Help is offered to you in the following: 

○ alternative approaches to health and wellbeing 
○ information and advice for holistic health providers in Plymouth 
○ advice on registering with you GP 
○ mindfulness 
○ managing stress and anxiety 
○ coping with student life 
○ overcoming sleep problems 
○ understanding and developing strategies to help with depression 
○ being in tune with and managing your emotions 
○ dealing with panic attacks 

Part-time Work  
Many of you will obtain part-time jobs to help with your finances. Please remember when 
considering what jobs to apply for, that being over-tired is one of the chief reasons that students 
are not able to cope with their coursework. Try to limit your work to one or two evenings a week or 
at weekends. 
 

Staying Safe 
Plymouth College of Art believes that it is always unacceptable for any student to experience 
abuse of any kind and recognises its responsibility to safeguard the welfare of all students by 
commitment to practice that protects them effectively. The College is committed to: 

● providing a safe learning environment for all students with equal protection from all types of 
harm and abuse 

● identifying children, young people and vulnerable adults who are suffering or are likely to 
suffer significant harm, and taking appropriate action to see that such children, young 
people and vulnerable adults are kept safe, both at home and at the College 

● working in partnership with students, staff and other institutions to promote a safe learning 
environment 



 

● the College complies with recent government legislation regarding ‘Prevent’ responsibilities, 
aiming to raise awareness of the risks of extremism including  radicalisation. 

Any of the staff in Student Support can deal with any safeguarding concerns. If at any point you 
feel you need to talk to someone about any issues around being safe either inside or outside 
College or if you are suffering from emotional distress you should report to the Wellbeing Team in 
Student Support or you can self-refer to a College Counsellor.  Contact details for Student Support 
is as follows: 

Telephone: 01752 203423 

Email: studentsupport@pca.ac.uk  

 

Bullying and Harassment 
 
The College will not tolerate harassment or bullying in any form and has a Dignity at Study Policy 
to combat this. 

Harassment 
Harassment occurs when an individual is subjected to unwanted conduct which has the purpose 
(intentional) or effect (unintentional) of: 

■ Violating a person’s dignity, or 
■ Creating an intimidating, hostile, degrading, humiliating or offensive environment for 

that individual. 

Moreover, harassment is unlawful when it is on the grounds of sex, gender reassignment, marital 
status, race, ethnic or national origin, sexual orientation, age, religion/belief, or for a reason relating 
to a person’s disability. 

It is the individual’s perception of whether the conduct in question was unacceptable that is 
important in determining whether harassment occurred. Where the conduct in question is found to 
have been unintentional, it will be viewed as having the effect of harassment if this could be 
regarded as a reasonable conclusion when taking into account all the circumstances, including the 
complainant’s perception. 

Sexual Harassment 

Sexual harassment is defined as unwanted behaviour of a sexual nature (aka something sexual, or 
related to your gender), which does any of the following: 

■ Violates your dignity - in terms of sexual harassment, it means experiencing 
disrespect because of something sex-related at College. 

■ Makes you feel intimidated, degraded or humiliated - the language hinges on how 
the behaviour ‘makes you feel’, not how the person doing it intends to make you 
feel.  It doesn’t matter if the perpetrator did not mean to sexually harass someone, 
or thought it was just ‘banter’ - it can still be sexual harassment. 

■ Creates a hostile or offensive environment - if behaviour of a sexual nature is 
making someone reasonably feel like they are in that type of environment then it’s 

mailto:studentsupport@pca.ac.uk
https://drive.google.com/drive/folders/1wQqvdI8guPBFf4xXvbAnyAbws2HtSj_s
https://drive.google.com/drive/folders/1wQqvdI8guPBFf4xXvbAnyAbws2HtSj_s


 

sexual harassment. If a victim is treated in a way that fits these categories because 
of their gender, or treated less favourably because they reject or submit to unwanted 
conduct of a sexual nature – that's sexual harassment. For example, if a student 
received a lower grade because they rejected a lecturer coming on to them. 

To class something as sexual harassment, the behaviour only has to fit into one of these 
categories, and not all of them. Examples of sexual harassment can include sexual comments or 
jokes, unwelcome sexual advances or touching, suggestive looks, staring or leering, intrusive 
sexual questions, spreading sexual rumours, and sending emails or pictures of a sexual nature. 
 
Bullying 
Bullying, although not defined legally, is described as offensive, intimidating, malicious or insulting             
behaviour, an abuse or misuse of power through means intended to undermine, humiliate,             
denigrate or injure the recipient. 
 
Examples of forms of Harassment and Bullying 
Harassment and bullying can take many forms. Examples of unacceptable behaviour include: 

■ offensive songs, remarks, jokes, emails or gestures 
■ display of offensive posters, publications and graffiti 
■ unwanted physical contact or advances 
■ offensive remarks about a person’s dress or appearance 
■ offensive remarks about a person’s race, gender, marital status, disability, religion or 

belief, sexual orientation, gender identity or age 
■ shouting, abusive or intimidating language 
■ spreading malicious rumours, allegations or gossip 
■ excluding, marginalising or ignoring someone 
■ intrusions by pestering, spying or stalking 
■ copying communications that are critical about someone to others not required to 

know 
■ deliberately undermining a person by taking credit for their work or constant criticism 
■ removing areas of responsibility and imposing menial tasks 
■ cyber-bullying: that is, the sending or posting of harmful, cruel or offensive text or 

images by e- mail, internet, social networking websites or other digital 
communication devices 

■ communication meant to cause emotional distress and that has no legitimate 
purpose to the choice of communication used and may simply be continuously 
sending an e-mail or other contact to, or with, someone who does not want any 
further contact with the sender. 

 
The above list is intended to give a clear impression of the types of behaviour that the College 
considers to be unacceptable; however it only contains examples and is not exhaustive. It is 
accepted that vigorous academic debate between students, a one-off incident and occasional 
raised voice or argument, of itself will not necessarily constitute harassment or bullying.  
 
Advice and Support 
However, if you feel that you have been bullied or harassed it is crucial that you report it. Support is 
available from the Students’ Union, lecturers, tutors, College managers (such as the Deputy 



 

Registrar (Quality & Performance) or a member of the Student Hub, where you can report any 
concerns.  
 
Further information and emergency contacts 
 
In times of mental health or psychological emergencies dial 999 or if possible attend the local A&E 
unit at Plymouth Hospitals Trust, Derriford.  
 
Or contact the local Samaritans on 11 61 23 
 
Alternative organisations for help 
 
HOPE Line UK 
If you are a young person at risk of suicide or are worried about a young person at risk of suicide 
Helpline: 0800 068 41 41 
email: pat@papyrus-uk.org 
SMS: 07786 209697 
Mon-Fri 10:00 am to 10:00 pm Weekends 2:00 pm to 5:00 pm 
 
Or For Men only: Campaign Against Living Miserably (CALM) 
Helpline is open from 5pm-midnight, 365 days of the year 0800 58 58 58 
Web-chat https://www.thecalmzone.net/help/get-help/ open every day between 6pm – 9pm 
 
First Light (formerly Twelves Company / Skoodhya) (Plymouth Sexual Assault Referral Centre) 
Metropolitan House 
The Millfields 
Plymouth 
PL1 3JB 
Tel: 03458 12 12 12 
Tel: 01752 220 400 Mon-Fri 0900-1700 
 
First Light - Plymouth Sexual Violence and Assault Service 
Helpline: 03458 12 12 12 
email: cove.support@firstlight.org.uk (non-secure) / cove.support@firstlight.cjsm.net (secure) 
 
First Light - Plymouth Counselling and Therapy 
Helpline: 03458 12 12 12 
email: cove.support@firstlight.org.uk (non-secure) / cove.support@firstlight.cjsm.net (secure) 
 
First Light - Cornwall and Isles of Scilly Domestic Abuse 
Helpline: 0300 777 4777 
email: reach.support@firstlight.org.uk (non-secure) / reach.support@firstlight.cjsm.net (secure) 
 
First Light - Cornwall and Isles of Scilly Sexual Violence and Assault 
Helpline: 01872 272059 
email: willow.support@firstlight.org.uk (non-secure) / willow.support@firstlight.org.uk (secure) 
 
Not Alone 

https://www.thecalmzone.net/help/get-help/
https://www.thecalmzone.net/help/get-help/


 

Provides support and advice for transgender and non-binary people aged 16+ in Plymouth. It has 
been set up to provide a safe place for sharing thoughts and feelings for those who need it. 
http://www.notaloneplymouth.co.uk/contact-us/ 
 
Plymouth Domestic Abuse Service 
T: 01752 252 033 (office hours) 
Domestic Abuse 24hr helpline (national) 0808 2000 247 
 
Plymouth Rape Crisis Line 
01752 223584 
 
Police Non-Emergency Number – 101 (or complete online form) 
 
Relate 
0300 100 
 
Plymouth Citizens Advice Bureau 
Advice Plymouth 
Ernest English House 
Buckwell Street 
Plymouth 
PL1 2DA 
 
03444 111 444 
 
Your Ship 
A friendly, non judgemental centre for sexual health and HIV at Derriford Hospital, Plymouth. All 
tests and treatment are free. 
01752 431124 for an appointment or access our walk in and wait clinic. For the following only you 
can drop in at any time: 

■ Emergency contraception 
■ HIV post exposure pophylaxis (PEP) 
■ If you have taken a test for HIV which has come back with a positive result 

 
The Zone 
A charity which provides free and confidential information and support to young people in areas 
including mental health, finance, homelessness, sexual health and more. 
https://www.thezoneplymouth.co.uk/about-us/our-organisation (links to many more support 
services) 
14-16 Union Street 
Derry's Cross 
Plymouth 
PL1 2SR 01752 206626 
 
 
 
 
 

https://www.thezoneplymouth.co.uk/about-us/our-organisation


 

The Library and Learning Lab 

Welcome to your library... 

For the start of the 2019/20 the Library has undergone a refurbishment.  Some information is 
provided here but it is recommended that you check out the newly updated for 2019/20 website!  

Contact information:  

Email: library@pca.ac.uk  / Tel: 01752 203413 

Library opening hours (term time) 

Monday to Thursday 08:30 - 20:00 

Friday 08:30 - 16:30 

Saturday 10:00 - 13:00 

Library opening times (non-term time) 

Monday to Thursday 08:30 - 17:00 

Friday 08:30 - 16:30 

Saturday Closed 

 

The College Library supports both staff and students at every level of their educational journey. 
The library contains 27,000 books, including 4,000 Art books from the Robert Lenkiewicz 
Foundation which are housed in their own private area.  The Library annually subscribes to nearly 
100 journals, 2,000 DVDs and digital recordings, a growing collection of Ebooks, top grade 
previous students’ dissertations and computer games as well as and headphones that can be 
borrowed. The library also provides access to 13 academic online databases, including Jstor, Art 
source and Bridgeman Art.  The Library contains a group work area, individual study spaces and 
additional seating in Room 0.8, for silent study, depending on your learning needs.  

The Library team produces a monthly newsletter and is on hand to provide one-to-one support for 
students, as well as a dedicated research week covering multiple research topics. The Library has 
developed the College’s Harvard Referencing Guide which all students should adhere to and 
provides training in this. 

HE students can borrow ten items at any time and this can be split between any of the resources 
that the Library physically holds. The Library holds books on careers and well-being as well as 
being a dedicated staff library. 

https://sites.google.com/pca.ac.uk/library/home
mailto:library@pca.ac.uk


 

For the start of the 2018/19 academic year the Library introduced a new website that has proved 
very popular. There are course specific library study guides that contain all the resources students 
need, as well as reading lists and help with Harvard referencing - through the Library's own 
Harvard website.  

 

The Learning Lab 

The Learning Lab is new this year and you can find it in the Library. 

It covers a range of areas: 

● Academic skills (previously Study Zone) 
● Careers & Enterprise  
● The Library  
● Student Support* 

The Learning Lab includes Student Support but they are located just opposite the Library. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Facilities and Resources 

Studios and Workshops 

The College has undergone major transformations to learning and teaching facilities providing, 
over 13,000 square metres, some of the best specialist space and equipment available to any art 
students in Europe.  

We continue to invest in our studios and workshops that redefine the relationship between media, 
fine art, digital technology and handcrafted traditions.  We offer the richest, most diverse 
ecosystem of materials, technologies, processes, practices, and exchange of ideas of any art 
school in the UK.  

IT  Suites 
There are a number of IT Suites (both PC & MAC) in Tavistock Place including a mixed IT suite on 
the ground floor as part of the Learning Lab - an open access space that is available for drop in. All 
machines are available on a first come first served basis. IT suites T2.1, T2.2, T2.27 & T1.20, may 
be used for open access when they are not booked for teaching. When teaching is taking place 
only those taking part in the teaching sessions may use the rooms.  

Please refer to the timetable outside the rooms for open access availability. All machines are 
available on a first come first served basis.  The IT Suites will follow Library opening times.  

Equipment Resource Centre (ERC) 
The Multimedia equipment Resource Centre (ERC) at T3.21 is the heart of the College for all your 
creative equipment needs, be it the latest mirrorless cameras, DSLRs, digital video equipment or 
lighting as well as stocking a wide range of photographic and media consumables.  

The resources can be booked online through Connect 2 application software or at the desk in the 
ERC - all you will need is your College ID. You must undergo the relevant induction to the 
equipment before loaning can commence, so please plan ahead.  

Please visit the ERC Bookings for information regarding the in-depth list of resources, a look at the 
rules and procedures, along with detailed information on equipment housed within the facility and 
latest news on our resources.  

Please see the following site for information on ERC / Connect 2 login with policy and 
guidance/announcements plus insurance information: 
https://ercbookings.plymouthart.ac.uk/connect2/  

Fab Lab 
Fab Lab Plymouth is a digital 'fabrication laboratory' based 
in the heart of the campus – for use by students across all 
areas and levels of the College.  
Our Fab Lab is part of a network of over 1,000 official Fab 
Labs worldwide.  
Students from every programme at the College have access 
to the technologies housed within Fab Lab Plymouth, 
allowing them to create work that would otherwise be 

https://ercbookings.plymouthart.ac.uk/connect2/default.aspx
https://ercbookings.plymouthart.ac.uk/connect2/default.aspx
https://ercbookings.plymouthart.ac.uk/connect2/
https://ercbookings.plymouthart.ac.uk/connect2/
https://fablabs.io/
https://fablabs.io/
https://fablabs.io/


 

impossible using traditional methods.  Cutting-edge 2D and 3D design software and machinery, 
including 3D printers and scanners, prototyping tools, laser cutters, vinyl cutters, milling machines, 
and a large CNC router, are housed alongside the Material Lab, Fabric Lab, Imprint Lab and 
Multimedia Lab. This creates the perfect setting to work across traditional making and cutting-edge 
digital technology. 
Situated next to our Craft and Design workshop complex it creates the perfect setting for traditional 
crafts and new technologies to merge - with exciting consequences!  
Full details are on the Fab Lab website: https://fablabplymouth.org/ or via the Fab Lab intranet 
page where booking information can be found.  
 
Material Lab 
In the Material Lab you can acquire haptic – touch-based – and manipulative skills and gain an 
understanding of material properties. Some components of the Material Lab are based in the £8m 
Craft, Design and Fabrication workshops, formally opened by Sir John Sorrell in November 2014, 
including our glass-blowing house, our ceramics space, our metals workshop, and our plaster 
room.  Bookings can be made through https://ercbookings.plymouthart.ac.uk/connect2/ 
 
Fabric Lab 
In the Fabric Lab you will acquire material and process knowledge around texture, pattern, colour 
and construction – interlacing your skill-set through an understanding of textile and fabric 
properties. 
 
Dye and Print – over 30 linear metres of print tables, large and small-scale heat presses, and a 
dedicated dye lab for colouring fabrics, including natural dye processes.  
 
Cut and Sew – industry standard, professional sewing studio layout accommodates a variety of 
production methods including pattern-cutting, millinery and upholstery; specialist machines include 
digital and domestic knit, tufting, and embroidery machines. 
 
Design Software – access to pattern design and cutting CAD system Assyst alongside AVA 
industry standard specialist design and colour software for design practices. Access to WGSN, the 
trend forecasting site used by professional buyers, designers, and creatives. 
Bookings can be made through https://ercbookings.plymouthart.ac.uk/connect2/ 
 
Imprint Lab and Digital Print Bureau 
In the Imprint Lab you will gain expertise across a range of 2D printmaking and mark making 
techniques using various mediums. 

Printmaking – a broad range of printmaking techniques, including etching, collagraph, lino, 
letterpress, monoprint, engraving, intaglio, lithograph up to A0, and bookbinding, you’ll have 
access to multiple presses, including a large Rochart Aquatint press, a Hunter Penrose printing 
machine, an A2 Columbian press and two large Star presses. 

The Digital Print Bureau offers professional and quick print services to all staff and students, 
including wide-format or solvent printing, photo printing, vinyl cutting and finishing. All the services 

https://fablabplymouth.org/
https://fablabplymouth.org/
https://sites.google.com/pca.ac.uk/fablab
https://sites.google.com/pca.ac.uk/fablab
https://sites.google.com/pca.ac.uk/fablab
https://www.plymouthart.ac.uk/blog/in-pictures
https://www.plymouthart.ac.uk/blog/in-pictures
https://ercbookings.plymouthart.ac.uk/connect2/
https://ercbookings.plymouthart.ac.uk/connect2/
https://www.wgsn.com/fashion/
https://www.wgsn.com/fashion/
https://ercbookings.plymouthart.ac.uk/connect2/
https://ercbookings.plymouthart.ac.uk/connect2/


 

offered by the Digital Print Bureau are competitively priced, and in some instances free to use as 
long as you have undertaken an induction for the equipment. 

The range of industry-standard printers include a 42 inch sublimation printer, a Mimaki fabric 
printer, and a solvent printer, and we can print and process a range of media, such as acetate, 
wallpaper, PVC banners, silk and cotton. With wide format printers that allow you to create prints 
up to 42 inches wide, the only size limitation is the roll length (25 metres to 30 metres). 

Additional services include a Dry Lab photo printer for instant photo prints, Risograph printing, 
xerox facilities, and a digital plotter to cut vinyl stickers. A suite of professional print finishing 
equipment also allows you to scan, bind and laminate, and there is a large, fully equipped area for 
trimming and cutting prints. 

The Digital Print Bureau is staffed by a team of knowledgeable and experienced technicians with 
backgrounds in creative and photographic practice. They can help you to achieve highly 
professional results across all kinds of printing, print finishing, and mounting. 

You can find the Digital Print Bureau in our Charles Cross building, on the first floor next to the 
Textiles studio (directly above our Fab Lab). 

More information is available through the website  

Bookings can be made through https://ercbookings.plymouthart.ac.uk/connect2/ 

 

 

 

 

 

https://www.plymouthart.ac.uk/about/facilities/
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Study Abroad 

ERASMUS+ 

The College is part of the Erasmus scheme which is the 
European exchange programme for higher education students. 
Please note that the Brexit referendum decision will not affect 
this aspect of opportunities for students in the current 
academic year with agreement in place until 2020 and 
expected until 2025 (although yet to be formally agreed).  

 

As a student you are able to study abroad as part of your 
degree programme. We currently have a number of European 
institutions which we are in partnership with and have 
opportunities for you to study abroad for between 3 and 4 
months. Please contact the PCA Erasmus team by email 
pcaerasmus@pca.ac.uk or ask your tutor for more information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Graduation and Alumni 

It may seem a long way off but the time goes quickly and when you have completed your degree 
you will be invited to the Graduation Ceremony which is usually held in Theatre Royal Plymouth in 
late October after you have completed your programme.  

The Graduation Ceremony is a special occasion where you can formally celebrate all the hard work 
you put into achieving your degree and enjoy an early opportunity for a student reunion! It is a 
pleasurable event that you, your family, friends and tutors can remember for many years to come.  

You will automatically become a member of the Alumni Association when you graduate from 
Plymouth College of Art. You will be able to take advantage of the wide range of offers and 
opportunities available such as the Studio Access Scheme, discount on short courses, networking 
opportunities, Gallery invites, job alerts and newsletters, careers advice, library access and 
discounted fees for our MA programmes.  

The Alumni section on the College website provides full details.  

 

 

Graduation 2017 by Dom Moore 

 

 

 

https://www.plymouthart.ac.uk/alumni/benefits-and-services/
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KEY PROGRAMME INFORMATION 

The digital version of the handbook provides links to the following: 

 

● Module handbooks 
● Programme specifications 
● External Examiner Reports 

Information on programmes is available: 

Undergraduate courses 

Postgraduate courses 
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Academic Partnerships 

Projects and Partnerships 
In recent years, Plymouth College of Art has considerably developed its activity, presence and 
profile in European-funded partnership projects. We are proud to work alongside a number of 
leading creative institutions across Europe and further afield. 
 
During 2017-2018, the college secured over £600,000 of funding from a range of EU programmes, 
including the European Structural and Investment Funds (European Regional Development Fund 
and European Social Fund), Erasmus+, INTERREG Atlantic Area and Creative Europe. 
 
Our Projects and Partnerships team work with other areas of the College to drive innovative artistic 
practice, increase business-facing activity, facilitating knowledge exchange and SME support, 
start-up incubators, and new kinds of creative and design-led entrepreneurial interventions in youth 
settings. 

Please click for more details of our many projects and partnerships that include the charity, 
Jeremiah's Journey, the Plymouth School of Creative Arts (below) and Street Factory amongst 
many others, local, national and international. 

 

International Partnerships 
As a small specialist art, design and media higher education institution that’s big on collaboration, 
partnership working and interdisciplinary practice and with the creative industries now firmly an 
international job market, we know the importance of connecting with creative practitioners, 
institutions and businesses across the globe. 

https://www.plymouthart.ac.uk/about/projects-and-partnerships/
https://www.plymouthart.ac.uk/about/projects-and-partnerships/


 

Working with our partners across Europe, North America, India, China, Korea and beyond, our 
cultural exchanges and international projects have a significant impact on our students – improving 
their employment prospects, bringing international practitioners and projects into the College, 
creating a rich and vibrant international culture and helping to influence the way we teach. 

As an innovative institution, the College is a Founding Associate of Tate Exchange, a UK Advisory 
Council member of the Creative Industries Federation, a member of the UKADIA, ELIA, CAA and 
Cumulus groups of specialist higher education institutions, a member of the Crafts Council 
Advisory Group, and a Steering Group member of the Cultural Learning Alliance.  

Invitations to many of these groups came in the past five years, creating platforms for the College 
to steer national and international policies in the arts and creative education. 

As the result of a growing national and international profile the college is also being invited to 
engage in partnership with an increasing number of European-funded projects, including STEPS 
(Soft Skills Training Enabling Progression and Sustainability),  Made@EU and the Euranim digital 
skills project, alongside other partners such as: Moholy-Nagy University of Art and Design. A 
developing relationship with the British Council has in the last year seen the College developing 
significant projects in India and Myanmar.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Google Classroom 

Virtual Learning Environment (VLE) 

A virtual learning environment, known as ‘Google Classroom’ is available for use by staff and 
students at PCA. Google Classroom was launched by Google for Education in 2014 as an 
alternative to other VLE’s, such as Blackboard and Moodle, and is a platform which allows 
lecturers to create and upload online learning resources, and set, collect and grade student 
assignments. Lecturers can also utilise existing Google applications, such as Gmail and Google 
Drive to facilitate the creation of documents and communication with students.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ESSENTIAL INFORMATION 

Documents 

You have been provided with many links to documents and web pages in this student 
handbook.  A further simplified page is provided for you here which links to your Student 
Portal so you have a quick link to key documents you may require (these will not be 
accessible until enrolled). 

● Academic documents 

Academic Regulations 

Academic Misconduct Regulations 

Appeals Procedure 

Extenuating Circumstances Procedures 

Module Assessment Board Procedures 

Tutorial Practice Guidelines 

● Other documents 

Access & Participation Plan 

Admissions Policy 

Communication Guidelines 

Complaint Procedures for Students 

Copyright Guidelines 

Dignity at Study Policy (Bullying and Harassment) 

Disciplinary Procedures for Students 

Equality and Diversity Policy 

https://www.plymouthart.ac.uk/documents/Academic_Regulations_for_19-20.pdf
https://drive.google.com/file/d/0B1LwwlCMsRyjN0tuWFhDQkJmdjQ
https://drive.google.com/file/d/0B1LwwlCMsRyjM0U1RWpjRE9NVms
https://drive.google.com/file/d/0B1LwwlCMsRyjc1pCLS1Xb3VVZE0
https://drive.google.com/file/d/0B1LwwlCMsRyjdndHUG5oRUVBRE0
https://drive.google.com/file/d/0B29dAXRhgD5sTGpyTmZ5S29YSGs
https://www.plymouthart.ac.uk/misc/legal-information/ofs-access-and-participation-plan
https://www.plymouthart.ac.uk/documents/Admissions_Policy_2020-21.pdf
https://drive.google.com/file/d/0B29dAXRhgD5sY0p1YkNIcXB2aEdrWjVIZ3Z1Q2tHQjFxdkRr
https://www.plymouthart.ac.uk/documents/reports/Complaints/Complaint_Procedures_for_Students.pdf
https://drive.google.com/file/d/1uOpqAl9dFESBmXvxM9qB79dXSjZUAoqt
https://drive.google.com/file/d/1FOsKiVT_Sd8h-GKEUAllhZeiC4S8BB4z
https://drive.google.com/file/d/0B29dAXRhgD5sZm1vTXlXa2lSUFk
https://drive.google.com/file/d/1ck1bGlHoEqr3D3ceF42gdk16TTAgs7CZ


 

External Speaker and Freedom of Speech Policy 

Guidelines and Procedures for Applicants with Unspent Criminal Convictions 

HE Student Attendance Policy 

ICT Acceptable Use Policy 

Learning and Disability Support Policy 

Library Loans Procedure 

Student Charter 

Student Code of Conduct 

Student Debt Policy 

Student Privacy Notice 

Student Protection Plan 

Student Support Procedures 

Student Transfer Policy 

Support for Study Procedure 

Terms & Conditions (students enrolling in 2019) 

Tuition Fee Refund and Compensation Policy 

 

 

 

 

https://drive.google.com/file/d/0B29dAXRhgD5sR1NNQlEzSEJLRTg
https://drive.google.com/file/d/1_Y6CGOGMkX5-QZUXess1nnVv5N1cTHZR/view?usp=sharing
https://drive.google.com/file/d/1Gn0F3xB6wK4jQc_SquphATKt546SuHHH
https://drive.google.com/file/d/0B29dAXRhgD5sNWVwX2RnTERlcjg
https://drive.google.com/file/d/0B3XH1BH-BpclMm1EXzlzdEEtMnc
https://drive.google.com/file/d/0B29dAXRhgD5sbnVGaEtaSklmWFE
https://drive.google.com/file/d/0B9ffpUSypJ7ZVEdEWkp4NEwzM28
https://drive.google.com/file/d/1S1e8LlwHnMO0L32MCrKkiEATbx3SzZjb
https://www.plymouthart.ac.uk/documents/Student_Debt_Policy_2019.pdf
https://drive.google.com/file/d/1NbvgpQHLoLrB3wXp_udnK5lzRndjVk0K
https://www.plymouthart.ac.uk/misc/legal-information/student-protection-plan
https://drive.google.com/file/d/1omcAI-wHjVoRXINpigbkUEwRpCPtdY9A/view?usp=sharing
https://www.plymouthart.ac.uk/documents/Student_Transfer_Policy.pdf
https://drive.google.com/file/d/0B29dAXRhgD5sOF9NNmlQWTNvWk0
https://www.plymouthart.ac.uk/documents/TERMS_and_CONDITIONS/Terms_and_Conditions_for_HE_students_starting_2019.pdf
https://www.plymouthart.ac.uk/documents/reports/Student_Protection_Plan/Tuition_Fee_Refund_and_Compensation_Policy_2019_0819.pdf


 

 

 

POLICIES, RULES AND REGULATIONS 

Academic Regulations 

Our Academic Regulations define the rules, procedures and requirements governing successful 
progress in BA(Hons) and MA programmes from initial registration through to final award, 
explaining how you achieve the academic credits leading to your award. 
 
The regulations also specify a range of other details including for example our expectations for 
your attendance, how you can apply for extenuating circumstances, penalties for late submission of 
work, what constitutes academic misconduct (and the penalties involved which, in the extreme can 
lead to withdrawal from studies).  
 
Assessment and feedback 
Assessment takes place in two ways and this is detailed in the Assessment and Feedback pages: 
 
Extenuating Circumstances (EC) 
We understand that during the course of your studies, you may encounter unexpected illness or 
misfortunes which go beyond the normal day-to-day challenges. Hopefully, such occurrences will 
have little or no impact on your academic performance. However, we recognise that there may be 
serious circumstances of a medical or personal nature which are beyond your control and which 
may affect your ability to complete a module or may adversely affect the results you are able to 
achieve. If you feel your work is or has been affected in this way, you may be able to ask for 
extenuating circumstances to be taken into account. 
 
It is your responsibility to ensure that the College is notified of any extenuating circumstances and 
to provide supporting documentation such as medical evidence. Extenuating circumstances must 
be submitted as soon as possible after the onset of the circumstances, and no later than 5 
working days after the date of the first assessment affected (except where the circumstances 
themselves mean that you are unable to do so, but in these circumstances we would advise you to 
make contact with your Programme Leader as soon as possible). 
 
Your application will be considered by the Extenuating Circumstances Panel which meets regularly 
throughout the year. It is important that you read the Academic Regulations and Extenuating 
Circumstances Procedure on the portal carefully to make sure you understand what evidence you 
will need to submit and the process for completing the application. On the portal, you will also find 
the Extenuating Circumstances Form you will need to use to submit your application. Full details 
can be found in the Academic Regulations. 
 
Referrals 
If you have received a referral you will fall into one of the following categories: 

■ Extenuating Circumstances. 
■ Non submission of work. 
■ Received less than 40% (50% for MA) 
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The web page https://referral.pca.ac.uk/  gives information on resubmission dates and who can 
help plus a range of FAQs relating to referrals and 
resubmission of work. 
 
Degree classifications 
There are four degree classifications: 

■ First class honours (a 'first') 
■ Upper second class honours (a '2:1') 
■ Lower second class honours (a '2:2') 
■ Third class honours (a 'third') 

 
The classification is worked out on a basis of 1/3 of marks from the second year and 2/3 of marks 
from the third year. 

■ 70% and above is a 'first' 
■ 60-69% is a '2:1' 
■ 50-59% is a '2:2' 
■ 40-49% is a 'third' 

 
Results 
Results and transcripts will not be released until they are confirmed by the Final Examination and 
Progression Board in June 2020 (the meeting where your end of year outcome will be decided).  If 
you require your results to be posted to a specific address other than that on SoMIS, please 
contact the Registry. If you have not received your results letter one week after the scheduled 
posting date (for UK addresses) please contact the Registry. 
 
Appeals 
Every student has the right to appeal against a final grade following the annual Assessment Board 
(on receipt of the formal results letter) and where necessary subsequent Resit Assessment Boards. 
Appeals must be based on evidence noted in the Academic Regulations.  All students are provided 
with a link to the Appeals Procedure and appropriate dates on the formal results letter. The 
Academic Regulations also cover assessments. 
 
Further details on appeals are available on the Complaints and Appeals page. 
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Student Code of Conduct 

The terms and conditions of becoming a student at the College carries with it a responsibility to 
comply with the Student Code of Conduct. Any conduct which adversely interferes with teaching 
and learning, is disrespectful or breaches any element of the Code of Conduct may be subject to 
disciplinary action. The Code of Conduct is referenced in the Student Terms and Conditions and is 
clarified in more detail in the Disciplinary Procedures for Students 
 
On and off-campus and in areas associated with the College students must: 
 

■ behave responsibly and within the law, fostering mutual respect and understanding 
between all members of the College community, on and off campus 

■ recognise and tolerate differing opinions and freedom of speech of others, such as staff and 
peers during academic debate 

■ communicate in ways that does not offend others (not using abusive or obscene language 
or engaging in any form of violence or anti-social behaviour) on campus, digitally (ie social 
media) and within the local community 

■ comply with reasonable requests by members of staff and communicate in a respectful, 
professional manner (such as through email, Google Classroom and social media groups) 

■ ensure mobile phones and other personal media devices remain personal and do not 
interfere with study (ie not using mobiles during lectures) 

■ ensure that information of a personal or sensitive nature is not shared without consent 
(including sharing or sending of personal details, images, memes or recordings etc. of other 
students, members of staff or clients (including others’ work) without permission) 

■ comply with the College Dignity at Study Policy; relating to zero tolerance for bullying and 
harassment; both on and off campus and via digital communications (ie social media) 

■ comply with the College Equality and Diversity Policy; relating to zero tolerance of breaches 
of the Equality Act 2010, including expressions of hatred (ie hate speech) towards 
individuals or groups on account of their protected characteristics 

■ comply with the College ICT Acceptable Use Policy (ie internet for educational use, no 
download or installation of executables, sending or receiving anything that may cause 
offence to others) 

■ attend each timetabled class/studio/workshop session whenever possible (starting the 
session on time and remaining until the time-tabled end of the session) 

■ contribute positively to the work of individual programmes / courses, working in groups 
when required and when in collaboration with other programmes / courses 

■ treat all College property and resources with respect (ie. PCs and items loaned from the 
ERC) extending to the work and property of fellow students and staff 

■ respect the College physical environment, including not littering or graffitiing 
■ act in a way that does not adversely affect College operations including compliance with the 

College’s Health and Safety policies (such as observing fire alarms) and to any specific 
requirements that apply to areas of work/study 

■ disclose immediately to the College, via subject leader, if they are charged with, and/or 
convicted of, a serious criminal offence. 

 
Off campus, the College works hard to build good relationships with the local community. It works 
with local representatives such as Plymouth City Council and the Police in order to help make 
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College campuses and the surrounding areas safe, friendly environments to live and work. In that 
context, students should: 
 

■ help to support these relationships in the way that they conduct themselves in the 
surrounding area 

■ be considerate to neighbours, as well as fellow housemates, especially in relation to noise 
levels and disposal of refuse/recycling 

■ act within the law and not engage in activity or behaviour that is likely to bring the College 
into disrepute. 

 
Non-academic Misconduct - Disciplinary Procedures 
Student misconduct will be dealt with in accordance with the Disciplinary Procedures for Students; 
these procedures also give further examples of how the Code of Code of Conduct could be 
breached including off campus.  These are designed to ensure the provision of a safe, secure and 
respectful environment that supports the learning process and promotes acceptable conduct at all 
times. 
 
The procedures are designed to ensure students are aware of the standards required and can be 
supported where and as appropriate to ensure compliance. However, serious or persistent 
breaches of the Code of Conduct, while thankfully rare, can result in withdrawal from studies. 
 
All students are expected to observe their social responsibilities to the community of Plymouth and 
any other area where they live or are engaged with studies/work related to their programme; to act 
with consideration and respect for the welfare and interests of members of the wider community as 
well as fellow students. We work hard to build good relationships with the local community and 
work with local representatives such as Plymouth City Council and Devon and Cornwall Police in 
order to help make College campuses and the surrounding areas safe, friendly environments to 
live and work. In that context, students should help to support these relationships in the way that 
they conduct themselves in the surrounding area, such as being considerate to neighbours, as well 
as fellow housemates, especially in relation to noise levels and disposal of refuse/recycling while 
also acting within the law and not engaging in activity or behaviour that is likely to bring the College 
into disrepute. 
 
Disciplinary action may be taken if students bring the College into disrepute. 
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Academic Honesty 

The College is required to ensure that its assessments are equitable, valid and reliable.  Any form 
of cheating poses a threat to the academic standards of the College’s qualifications, and to the 
integrity of qualifications awarded to the vast majority of students who achieve their qualification 
entirely by legitimate means.  It undermines the genuine, honest hard work of the vast majority of 
students and our institutional ethics.  
 
The College takes any instances of academic misconduct very seriously and expects all of its 
students to behave in a manner which upholds the principles of academic honesty which are 
fundamental to the values promoted by the College. Academic dishonesty can be described as any 
action by a student which gives (or which has the potential to give) an unfair advantage in an 
assessment, or to assist someone else to gain an unfair advantage, or any activity likely to 
undermine the integrity essential to scholarship and research. Generally, no student should be 
allowed to obtain for themselves, or for another candidate, an unfair advantage as a result of 
academic dishonesty. 
 
With further details in the Academic Regulations and Disciplinary Procedures for Students, 
academic misconduct might include, but is not limited to:  
 

■ Plagiarism: Passing off another’s thoughts, ideas, writings or images as one’s own. 
In order to avoid accusations of plagiarism it is very important to fully reference your 
work using the Harvard referencing system.  

■ Collusion: Submitting work for assessment that has been completed in collaboration 
with others as entirely your own work. This does not apply where you are submitting 
group projects or assessments that are intended to be produced collaboratively.  

■ Falsification: Giving a false excuse for missing a deadline or falsely claiming to have 
submitted work. 

■ Submitting work that is not your own.  
■ Cheating: Attempting to give or receive help in a formal academic exercise; copying 

another’s work; unauthorised possession of notes. 
■ Ghosting: Submitting work for assessment that you have purchased.  
■ Personation: Assuming the identity or another student or allowing someone else to 

assume your identity in order to gain unfair advantage. 
 
It is your responsibility to ensure that any work presented for assessment is your own. 
 
You will be introduced to good academic practice as part of your studies, including use of the 
Harvard referencing system. However, if at any stage you are worried about how your reference or 
otherwise cite your sources, you should not hesitate to speak to a member of your programme 
team or the Library team. 
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Complaints and Appeals 
 
Making a complaint 
 
Sometimes things do not go to plan and you may be considering making a complaint.  The 
College's complaint procedures for students are accessible from the Student Portal  or the main 
College Website. These guidelines provide advice if you are considering a complaint and set out 
the procedures that are in place to enable you to make a complaint.  
 

■ Discuss first – No matter what type of relationship you have with the College and its staff, if 
you believe you have a genuine complaint you should not hesitate in bringing it to the 
College’s attention. Fortunately most issues can usually be resolved informally (Stage 1) 
without having to go through the formal complaints procedure.  This is often achieved 
through open dialogue, preferably with face-to-face discussion with the person you feel is 
responsible for the issue or alternatively by sending an email.  Alternatively there are lots of 
staff who can help you and may be able to raise the complaint on your behalf such as a 
lecturer or programme leader or if the complaint is about them, to another member of staff 
such as the Student Union President or Deputy Registrar (Quality Systems & Performance). 

 
■ Get Support - If you are a student you may prefer to initially talk your concerns through with 

an independent person, for example someone associated with the Students’ Union, the 
College’s counselling service or your personal tutor. You can find out more by contacting 
Student Support. 

 
■ Formal Written Complaint - Only after trying the informal route should you consider a formal 

complaint (Stage 2) in accordance with the Complaint Procedures for Students - you can 
obtain advice from staff or through the procedures and you will be advised on the 
investigation process, how you may appeal if not happy with the outcome. 

 
■ Social Media - Please be aware that the College does not consider public social media 

channels to be the appropriate place to initiate or respond to a complaint, particularly in 
relation to personal or sensitive information. Please show respect for other members of the 
College Community by not publicly discussing complaints via social media. 

 
 
Making an academic appeal 
 
Academic appeals should not be confused with any case of complaint which should be taken up in 
accordance with the Complaints Procedures above. An academic appeal is a request for a review 
decision relating to:  

■ final award outcome;  
■ progression from one stage or level of the course to the next;  
■ assessment on the course. 

 
You can only appeal on the basis that your performance was affected by factors which you were 
unable or unwilling to divulge before the decision that caused dissatisfaction was reached;  

■ that there has been a material administrative error or 
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■ that the decision was not made in accordance with the current regulations for the 
course, or 

■ that some other material irregularity has occurred. 
 
You cannot make an appeal if an extenuating circumstance could reasonably have been raised 
before the meeting of the relevant Progression and Award Board  against academic judgement (i.e. 
because you think you should have got a better mark). 
 
If you do consider an appeal you should first read the Academic Regulations  available on the 
student portal and the Appeal Procedures that will be available at the end of the academic year. 
These documents outline exactly what happens at each stage of an appeal, the timescales for 
dealing with an appeal and what next steps you can take if you are dissatisfied with the outcome. 
Additionally you are advised to speak to your tutor and programme leader informally to attempt to 
resolve the issue or speak to the Deputy Registrar (HE) and seek further advice regarding the 
procedure. 
 
If you still wish to appeal, you must submit your appeal on the Academic Appeal Form available 
which will be made available to you via the staff portal. 
 
Independent Adjudication 
 
The Office of the Independent Adjudicator for Higher Education (OIA) runs an independent scheme 
to review student complaints. We are a member of this scheme. If you are unhappy with the 
outcome you may be able to ask the OIA to review your complaint, appeal, disciplinary case etc. 
You can find more information about making a complaint to the OIA, what it can and can’t look at 
and what it can do to put things right here: https://www.oiahe.org.uk/students. 
 
You normally need to have completed our own procedures (complaint / appeal / disciplinary) before 
you complain to the OIA.  We will send you a letter called a “Completion of Procedures Letter” 
when you have reached the end of our processes and there are no further steps you can take 
internally. If your complaint / appeal is not upheld, we will issue you with a Completion of 
Procedures Letter automatically. If your complaint or appeal is upheld or partly upheld you can ask 
for a Completion of Procedures Letter if you want one. You can find more information about 
Completion of Procedures Letters and when you should expect to receive one here: 
https://www.oiahe.org.uk/providers/completion-of-procedures-letters. 
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Data Protection 
 
We need to keep certain information about you to allow us to monitor, for example, performance, 
achievements and health and safety. It is also necessary for us to process information so that 
programmes can be organised and legal obligations to funding bodies and government complied 
with. To comply with the law, such information is collected and used fairly, stored safely and not 
disclosed to any other person unlawfully. To do this we ensure we comply with the Data Protection 
principles which are set out in the General Data Protection Regulations (incorporated into Data 
Protection Act 2018). 
 
For further information, please see the Privacy Notice for Students which includes how we collect 
and use your data.  For example every year we send some of the information we hold about you to 
HESA (Higher Education Statistics Agency) for statistical research. HESA is the official source of 
data about UK universities, higher education colleges, alternative HE providers. HESA is a 
registered charity and operates on a not-for-profit basis. 
 
Please see the HESA Collection Notice 2018/19 for more information.  
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Health and Safety 
 
The College operates in many different environments using a wide range of equipment and 
provides a safe and healthy environment, using reasonable risk assessment for its students, staff, 
and visitors. We ensure that all students are suitably inducted and trained by competent staff in 
safe working practices to required skill levels. 

Everyone has an important part in creating and promoting a healthy College, by having respect 
and value for their own safety and everyone around them. 

The College’s Health and Safety Policy can be accessed from the Student Portal as well as the 
Health and Safety pages on the College website. Please ensure you observe all health and safety 
requirements as part of your studies. 
 
Emergency procedures 
 
Fire safety 

1. Prevent fires by being careful with all heat sources. 
2. Find where the nearest exit is. 
3. Get to know the fire routine and obey all fire notices. 
4. Always keep passages and staircases clear. 
5. Keep fire doors closed. 

If you discover a fire (no matter how small): 

1. Raise the alarm by pressing the nearest fire alarm call point button and shout "FIRE, FIRE, 
FIRE" 

2. Warn people in the area of the fire. 
3. Leave personal belongings and go directly to your nominated assembly point. 

On Hearing the Fire Alarm: 

1. Act calmly - close all doors and windows (to stop fire spreading). 
2. Help others (with mobility issues) to refuge areas if necessary, (Carers usually take 

wheelchair bound to refuge area).  Tell fire wardens and fire warden based in reception 
where these people are, to allow the fire services to help them out of the building. 

3. Leave by the nearest exit and go to assembly point. 
4. DON'T stop to collect personal belongings. 
5. DO NOT USE THE LIFT. 
6. Report any missing persons to College Staff. 
7. Estates Staff will call the Fire Service. 
8. NEVER re-enter the building until officially told to by Estates Staff. 

First aid 

There are first aid trained personnel and a first aid room is always available at the College. If you 
need first aid help, contact Reception (telephone extension 207/dial 0 in an emergency ), or a 
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trained member of staff .  A list of trained first aid staff is on display on notice boards on each floor. 
Remember to report any accidents, no matter how small to a member of College staff. 

 

Accidents / incidents 

Any accident, incident or 'near miss', no matter how slight the injury or damage must be reported to 
a staff member immediately, so the College can take appropriate action to prevent further harm. 

Use form HSF4   to report an accident – unexpected event causing personal injury 

Use form HSF3   to report an: 

■ INCIDENT – event causing damage to equipment or facilities 
■ NEAR MISS – event that potentially could have caused injury or damage 
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