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Getting Started 
Start of Study Programme 
The commencement of your study program marks the beginning of the academic year for the 
commencing LIBT student. 

During this time students will: 

� � Receive a student starter kit that contains a schedule for the study program and course 
information. 

� � Be introduced to a range of services and facilities offered by LIBT 

� � Participate in course registration and enrolment 

� � Purchase textbooks 

� � Obtain a Student ID Card 

� � Be introduced to Student Mentors and meet new friends before commencing study 

Important Dates 
Academic Calendar (Foundation and Diploma programmes) 

LIBT has a three (3) semester year.  Intakes occur in February, May / June and September. 
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Academic Calendar (Pre-Masters Certificate) 

The Pre-Masters Certificate is offered annually, commencing in June ready for students to commence 
the MSc in the Brunel University September intake.  The Pre-Masters Certificate contains four 
modules.  Each module contains 48 hours of class contact, 4 hours of revision and 1 final 
examination. 
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Public Holidays at LIBT (2005/2006) 
Christmas Day:  25 December 
Boxing Day:  26 December 
New Years Day  1 January 
Good Friday  14 April 
Easter Monday  17 April 
May Bank Holiday 1 May 
Spring Bank Holiday 29 May 
August Bank Holiday 28 August��
�

LIBT Office Hours 
LIBT is open Monday to Friday from 9.00am-5.30pm.   

The office is closed on weekends. 

LIBT Contact Details 
London IBT Ltd 
At Brunel University, Uxbridge Campus 
Kingston Lane 
Uxbridge, Middlesex UB8 3PH 
Tel: (44) 01895 265540 
Fax: (44) 01895 269704 
Email: student-libt@brunel.ac.uk  
Website: www.libt.uk.com��

LIBT Academic & Administrative Staff 
A list of the LIBT academic and administrative staff is posted on the LIBT Student Portal 
http://libtstudynet.brunel.ac.uk  

Emergency Numbers 
Police, Fire, Ambulance  999 

Brunel University Security  01895 255786 

LIBT emergency number (to be used in extreme emergencies) 07971 644 054 
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LIBT Student Portal 
Students examination results, re-enrolment information, and other important information is posted to 
the LIBT Student Portal daily.  The web address is:  http://libtstudynet.brunel.ac.uk 

Students will be issued with a login name and password when they enrol.   

The following information is contained on the LIBT Student Portal. 

MyServices 

� � LIBT staff list and email addresses 
� � Campus map 
� � Send feedback / comments to LIBT  
� � Latest news 
� � Forms 

MyEnrolment 

� � Timetable 
� � Attendance 
� � Exam timetable 
� � Results 

MyStudies 

� � LIBT forms 
� � Follow your academic progress 
� � View the exam timetable 
� � Receive course notes 

MyProfile 

� � Update your address details 
� � My fees 
� � Change your password and privacy details 

Students should check LIBT Student Portal DAILY for announcements and updates. 
�
�
�
�
�
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Enrolment 
Enrolment for New Students 
Module Selection 

New students will select their modules of study and be issued with their semester timetable.  Modules 
will only be offered if there is sufficient demand.  The college reserves the right to vary, cancel or 
withdraw modules, or to change the timetable at any time. 

Student ID Card 

Upon completion of enrolment procedures, students will be issued with a Student ID Card.  Cards 
will not be issued unless LIBT has received all appropriate student data and fees.  Student ID 
Cards are required for:  

� � access to library facilities 

� � access to computer laboratories 

� � proof of identity at examinations 

� � security matters. 

Lost ID Cards 

Students who lose their Student ID card will be required to replace them. A £10 replacement card fee 
must be paid.  Students should go to the Brunel University Student Services department for card 
replacements. 

Re-enrolment for Continuing Students 
Students who are continuing studies into the next semester will receive notification through the LIBT 
Student Portal regarding dates, fees, etc. 

Students must pay their semester fees before the due date so they are eligible to re-enrol. 

Conditional Enrolments 

Students who have been placed on a conditional enrolment must meet with the LIBT Academic 
Director before they are able to select their modules for the next semester. 

Failure to Re-enrol 

Students who fail to re-enrol one (1) week after the semester has commenced will have their 
enrolment cancelled. 
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General Enrolment Information 
It is the responsibility of students to ensure that all their personal details and enrolment details are 
correct. 

The maximum number of modules students may be enrolled in per semester is three for Diploma of 
Business & Management courses and four for the Diploma of Information Systems & Computing and 
Certificate courses. No student may exceed this number of modules. All Diploma students are 
required to enrol in the compulsory study skills module in their first semester of study. 

A student is deemed to be currently enrolled from the date on which module selection is accepted by 
LIBT until the first day of the next semester, unless: 

� � The student notifies LIBT that he/she is cancelling their enrolment or seeking a Leave of 
Absence. 

� � The student withdraws from their course of study. 

� � LIBT cancels, suspends or excludes a student in accordance with the LIBT Student Discipline 
Policy. 

� � The student has completed all requirements of a course and is eligible to graduate. 

Recognition of Prior Learning (RPL) 

Diploma Courses 

Students may make an application for exemption based on equivalent study at another university or 
educational institute.   Students should complete the Exemption Application form, available on the 
LIBT Student Portal.  Certified copies of academic results and details of course content/syllabus must 
be included with the application. 

The Exemption Application form must be lodged with the Admissions Officer at LIBT by the end of 
the first week of a semester. 

The granting of an exemption must be approved by the Dean (or nominee) of the appropriate school at 
Brunel University.  Students will be notified in writing of the outcome of their application. 

LIBT will only give a maximum of three exemptions for Diploma courses and four exemptions for 
Certificate courses.  Students must enrol and successfully complete the additional LIBT modules to be 
awarded the Diploma or Certificate. 

Foundation Courses 

Students who wish to apply for Recognition of Prior Learning (RPL) based on academic achievement 
and/or relevant work and life experiences should print off and complete the Recognition of Prior 
Learning (RPL) form available on the LIBT Student Portal.  Supporting documentation must be 
attached to the completed form. 

Exemptions will not be given retrospectively. 

Changes to Module Enrolment/Enrolment Variation 

Students may make changes to their original enrolment/module selection within the first week of each 
semester.  Students make changes to their enrolment through the LIBT Student Portal.   

Change of Course 

Students who wish to change their course must print off and complete the Change of Course 
Application form available on the LIBT Student Portal.  Students can only change course at the end of 
the semester.  Students will be notified at re-enrolment if the course change has been approved. 

Change of Address 

Students must advise LIBT of any subsequent change to their mailing and/or contact address in 
London by printing and completing the Change of Address form available on the LIBT Student Portal.  
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LIBT cannot accept responsibility for problems that occur as a consequence of incorrect or inadequate 
information having been provided. 

Leave of Absence from a course 

If students are unable to complete the course they are enrolled in due to medical reasons, 
compassionate grounds or other unforeseen circumstances they may apply for a Leave of Absence. 
Students who wish to take a leave of absence should see the Student Support Officer or the Academic 
Director.  If approved, students are required to complete the Leave of Absence form, have it signed by 
the Academic Director and then hand the completed form together with supporting documentation and 
Student ID Card to LIBT Reception by the end of the fourth week in the semester. 

Students who are granted a Leave of Absence may have already paid course fees to LIBT.  These fees 
will be held until such time as the student commences the course again.  A student may only take a 
Leave of Absence for a maximum of one (1) semester.  Students who subsequently withdraw will be 
bound by the LIBT Refund Policy rules (see Refund Policy) applicable from the date on their signed 
Leave of Absence form. 

Withdrawing from a Course 

Students who wish to withdraw from a course must make an appointment to see the Student Support 
Officer or the Academic Director.  The student will be interviewed and the reason for the withdrawal 
approved or not.  If approved, the student must complete the Withdrawal from a Course Application 
form and submit the form together with supporting documentation.  Students who withdraw will be 
bound by the LIBT Refund Policy rules applicable from the date of their original application to 
withdraw. 
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LIBT Fees and Charges 
Tuition Fees 
Fees for each course are published in the LIBT prospectus together with a section on payment of fees. 

New Students 

New students commencing studies with LIBT are advised in their offer letter of the fees payable and 
how to pay. 

Re-enrolling Students 

Students who are already enrolled in courses at LIBT can access and calculate the provisional invoice 
for their fees on the LIBT Student Portal. The Finance Manager will also send periodical reminders to 
students through the LIBT Student Portal of when the fees are due. Tuition fees are calculated on the 
basis of anticipated enrolment for that semester. 

Tuition fees are payable prior to the commencement of each semester, and are due no later than 
5.00pm on the due date indicated by the Finance Manager. 

�Late payment penalty charges will also be applied to all students who fail to make their payment by 
the deadline given. Students will not be permitted to re-enrol until full payment for all modules has 
been made. 

How to Pay Tuition Fees 

Payment by Direct Debit 

Pay fees directly into the LIBT bank account as follows: 

HSBC Bank 
PO Box 41 
High Street 
UXBRIDGE, Middlesex UB8 1BY 

Account Name:  London IBT Ltd 
Account No:      61896032 
Sort Code:          40 45 08 

Evidence of payment must be provided to LIBT.  Students must bring the bank receipt to LIBT 
Reception so that their student account records can be updated. 

By Mail 

Mail a cheque and deposit slip to: 

London IBT Ltd 
At Brunel University, Uxbridge Campus 
Kingston Lane, Uxbridge, Middlesex UB8 3PH 

Electronic Funds Transfer/Card 

Students can pay by Telegraphic Transfer, Direct Debit, Credit
 <Debit Card* or Internet Banking 
transfer by quoting LIBT’s Sort Code, Account Number and the Student’s ID Number as they appear 
on the deposit slip.  Once payment has been made students are required to advise LIBT immediately 
by phone, fax or email. 

Students may also pay fees directly into the LIBT bank account at any HSBC branch in the UK. 

*Payments by credit or debit card can only be accepted in person by the Finance Manager at the LIBT 
offices. Payment by credit card will incur a 2% commission fee.   There is no commission fee for 
payment by debit card. �
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Other Charges 
Late Payment Fee 

Fees not received by re-enrolling students by the due date will incur a late penalty of £250 plus £50 
per week thereafter for the fees that remain outstanding. 

Dishonoured Cheque Charge 

A charge applies to all cheques that are dishonoured by the drawers’  banks. 

Telegraphic Transfer fee 

Students paying by Telegraphic Transfer should be aware that most banks charge a fee for this 
service.  This fee is usually deducted from the transfer therefore students will be required to pay LIBT 
any outstanding balance. 

Administrative Charges 

Listed below are additional administrative charges.  

Replacement of Student ID Card £10 

Replacement of Diploma/Certificate  £5 

Letters to confirm study at LIBT  £2 

Deferred Examination Application         £10 per subject *  

* (this fee will be refunded if the student sits the deferred examination) 

Refund Policy 
� � For the purposes of the refund policy only, a course is defined as one semester of study in any 

program of LIBT.  

� � If an applicant accepts a place offered by LIBT and pays the fees, it means a binding contract 
is created between the student and LIBT. 

� � Notification of cancellation/withdrawal from module(s), withdrawal or deferral from a course 
of study must be made in writing to LIBT. 

� � In the case of cancellation/withdrawal, the cancellation fee will be calculated as shown in the 
table on the next page. 

� � Students whose enrolment is cancelled by LIBT will not be entitled to any refund of fees.  
Any fee refund is wholly at the discretion of LIBT. 

� � LIBT reserves the right not to offer a course previously advertised at its own discretion.  
Where a student is unable to enrol in a similar course at LIBT and the enrolment is cancelled 
then all fees paid will be refunded within two weeks of course cancellation. 
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Refund of Fees 

If a student is owed any monies the students must complete a Refund of Tuition Fees Application 
available at LIBT Reception. 
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Note: All refunds will be made within four weeks of students withdrawal date 

 

Leave of Absence 

If a student wishes to take a leave of absence from their course after enrolment and within the first 
four weeks of course commencement, LIBT will transfer any fees paid to the next semester.  If the 
student subsequently withdraws, the Refund Policy applies from the date LIBT received advice in 
writing regarding the leave of absence.  If the student applies for a leave of absence from the fifth 
week of the semester, their place will be held, but all tuition fees applicable to that semester will be 
forfeited. 
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Assessment, Examinations and Academic 
Progression 
�

Eligibility for Assessment 
Students are only eligible to receive assessment grades in modules they are officially enrolled in.  A 
student who enrols in a module, but does not complete assessment requirements for the module will 
receive a XN grade and remain liable for the tuition fees. 

Assessment 
Students will be given module outlines for each module they are enrolled in during the first week of 
classes.  These outlines will provide information regarding module content, assessment procedures 
and resource requirements.  Students should see the module lecturer if there are any doubts about the 
assessment requirements.  Module outlines are also available on LIBT Student Portal. 

Class Times/Structure 
All classes are of four (4) hours duration.  The first two (2) hours are normally conducted as a lecture 
and the final two (2) hours allocated to tutorials, workshops, or computer laboratory sessions.  There 
is some variation in structure according to the nature of modules and specific requirements. 

Assignment Submission 
All assignments are to be placed in the Assignment Box at the LIBT Reception by the due date. 
Students should pay particular attention to the rules relating to absence from tests or late submission 
of assignments.  The policy on these issues is stated in the individual module outlines.  The students 
must complete the Assignment Cover Sheet (available on the L IBT Student por tal) and attach it 
to all assignments. 

Assignment Extensions 
At the beginning of each semester module lecturers will provide guidelines on the availability or 
otherwise of assignment extensions.  If, for reasons beyond the student’s control, he or she is unable 
to submit work by the deadline, these guidelines must be followed. 

Examination Regulations 
Examinations are held at the end of each semester.  Examinations for the modules in the Diplomas of 
Business/Management and Information Systems/Computing are moderated by the relevant Module 
Coordinators of Brunel University.   

Timetable 
The examination timetable will be published on LIBT noticeboards and also on the LIBT Student 
Portal approximately four weeks before the commencement of examinations.  Students should check 
the timetable carefully and note the day/time of the examination and the room the examination is 
being held in. 

Examination Clashes 
Sometimes, a student may find they have two (2) examinations scheduled for the same day at exactly 
the same time.  If this is the case, the students should print off and fill out the Examination Clash 
Form available on the LIBT Student Portal and submit the completed form to the Academic Director.  
The student will be advised in writing of their re-scheduled examination times. 
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Examination Times 
Students should assemble outside the examination room 15 minutes prior to the stated examination 
start time. 

Reading time commences at the stated examination start time.  Writing time will commence 
immediately after the reading time is finished. 

Students will not be permitted to enter an examination room after 30 minutes have elapsed from the 
commencement of writing time.  Students will not be allowed to leave the examination room in the 
last 15 minutes of the examination. 

Students with Disabilities and the Examination Process 
Alternative examination arrangements can be made for students with a disability.  These arrangements 
may include extra time, alternative formats and venue or specialised equipment.  Students with 
disabilities should see the Student Support Officer to discuss their situation. 

Rules for Sitting an Examination 
� � Any student who owes fees will not be permitted to sit for examinations. 

� � Students must have their Student ID Card with them for all examinations. 

� � All bags should be placed at the front of the examination room.  Students are strongly advised 
not to leave any valuables in their bags. 

� � No unauthorised materials are to be taken into the examination room.  Students who are 
unsure about what is not allowed in the examination room should ask the examination 
supervisor before the examination commences. 

� � If a student is caught with unauthorised material, the material will be taken from the student.  
The student will be allowed to finish the examination and will be reported to the Academic 
Director at the conclusion of the examination. 

� � Any students whose behaviour is considered unacceptable while examinations are in progress 
will be asked to move to another table and will be reported to the Academic Director at the 
conclusion of the examination. 

� � All mobile phones must be switched off.  Should a phone ring during the examination the 
student will have the phone confiscated for the duration of the examination period.   

� � Remember to bring a calculator, pens and pencils as appropriate. 

Deferred Examinations  

If a student is unable to sit a scheduled examination a deferred examination may be granted if there 
are genuine and extenuating circumstances for which supporting documentation can be provided. 

Criteria for a Deferred Examination 

Supporting evidence, clearly stating specific reasons, must be submitted with the deferred 
examination application.  Headaches, colds, examination nerves, ‘medical condition’ , arriving late for 
the examination, misreading of the examination timetable, public transport did not run, returning 
home, will not be accepted as grounds for a Deferred Examination. 

To be granted a Deferred Examination students must also satisfy the following conditions: 

� � The student must have satisfactory attendance in the scheduled classes for the module. 

� � The student must have completed and passed the semester assessment requirements specified 
in the module outline. 
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How to Apply for a Deferred Examination 

Students are required to print off and complete a Deferred Examination Application form available on 
the LIBT Student Portal.  Students must collect the form themselves.  The completed form, together 
with supporting documentation and a £10 fee for  each Defer red Examination, must be submitted to 
LIBT Reception no later than two (2) days after the scheduled examination.  Saturday and Sunday 
are included in the day count.  The £10 fee will be refunded if the student attends the Deferred 
Examination. 

Note: Submitting a Deferred Examination Application form does not guarantee the application will 
be approved.  If a medical certificate is provided as evidence for not sitting a scheduled examination, 
LIBT may contact the Doctor who provided the Certificate for verification and amplification if the 
Medical Certificate is ambiguous.  If a student applies for a Deferred Examination on trauma or 
hardship grounds, they may be asked to provide a Statutory Declaration.  A Statutory Declaration is a 
legal document sworn as being a true statement in front of a Justice of the Peace. 

The Academic Director will consider applications and students will be notified in writing of the 
outcome.  If a Deferred Examination is granted, the letter will state the day, date, time and location of 
the examination.  Deferred Examinations are held within two weeks after the scheduled examination 
period has finished. 

Students who fail to sit the scheduled Deferred Examination will forfeit their right to sit the 
examination and a fail result will be recorded for the module.  The £10 fee will not be refunded. 

Remark of an Examination Paper 

See Assessment Reviews/Appeals. 

Supplementary Examinations 

No Supplementary Examinations are conducted by LIBT. 
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Special Consideration 
Special Consideration may be taken into account when a student completes a section of assessment, 
for example, a class test, assignment or an examination and the student believes there have been 
adverse circumstances affecting their performance. 

Special Consideration is only given in serious and exceptional circumstances that are beyond the 
student’s control and these circumstances prevent the student from performing at their best for a 
particular piece of assessment. 

Applications for Special Consideration will be accepted on medical, compassionate, and/or trauma 
grounds.  Supporting evidence, clearly stating specific reason, must be given with the application.  
Headaches, colds, returning home, will not be accepted as grounds for Special Consideration. 

Special Consideration Application forms are available on the LIBT Student Portal.  The completed 
form, together with supporting documentation, must be submitted to LIBT Reception when the 
relevant piece of assessment is submitted. 

Applications will be considered by the Academic Director in conjunction with the lecturer for the 
module and an outcome determined.  The student will be notified in writing of the outcome. 

Note: All applications will be considered but submitting a Special Consideration Application form 
does not guarantee a student will be given a pass in a module. 

Applications for  Special Consideration will not be considered retrospectively. 
 

Publication of Results 
An Academic Statement of Results is issued to all currently enrolled students at the end of each 
semester.  This Statement shows the modules studied and the grades obtained and are issued online on 
the LIBT Student Portal. 

A full and final academic statement showing all modules studied and grades attained is issued at the 
completion of a student©s course.  This final academic statement will be posted to the student©s local 
London address. 

Result Grades 
All students enrolled in any module will be graded according to LIBT’s standard grading 
systems as follows: 
 

INTERNATIONAL FOUNDATION PROGRAM 

Grade    Descr iption   Percentage 

HD    High Distinction  80-100 
DI    Distinction   70-79 
CR    Credit    60-69 
P    Pass    50-59 
F    Fail    0-49 
EX    Exempt 
DE    Deferred examination 
XN    Student enrolled in module 
    but failed to complete any 
    assessment requirements 
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DIPLOMA 

Grade    Descr iption   Percentage 

A    First Class Pass   70-100 
B    Upper Second Class Pass 60-69 
C    Lower Second Class Pass 50-59 
D    Third Class Pass  40-49 
E    Fail    0-39 
EX    Exempt 
DE    Deferred examination 
XN    Student enrolled in module 
    but failed to complete any 
    assessment requirements�

Assessment Review/Appeals 
Students may appeal against any component of the assessment for any module they are enrolled in 
including the final result. 

To have assessment in a module reviewed students must complete the Review of Assessment 
Application form available at LIBT Reception.  The form must be lodged within 14 calendar days 
of the publication of results.  A £10 fee is payable before the application will be processed.  The fee 
will be refunded only if the outcome is successful. 

All appeals will be reviewed by the Academic Director, and the LIBT module teacher. A 
recommendation will be made to the Module Coordinator at Brunel University.  If there is any change 
made to the student’s grade, a new Academic Statement will be provided. 

Awards 
Upon successful completion of eight (8) modules in the International Foundation program, students 
will receive their International Foundation program certificate. 

Upon successful completion of six (6) modules in the Diploma of Business and Management and five 
(5) modules in the Diploma of Information Systems and Computing students will receive an Award, 
which is recognised by Brunel University.  

Graduation 
LIBT holds one or two graduation ceremonies a year.  The main ceremony is usually held in October.  

Independent Study Skills 
As a student it is important and also expected that you do study outside of the formal class hours.  
This is referred to as “ independent study” .  Normally independent study means working alone or with 
a small group of friends.  A lot of independent study will involve reading.  Reading lists will be 
provided as guidance.  For every module studied you should aim to do 6-8 hours of independent 
study. 

Progression 
Progression from Foundation to Diploma 

Upon successful completion of the International Foundation Program, that is, having completed and 
passed eight (8) modules, students can proceed to the Diploma program of their choice. 
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Progression from Diploma to Second Year at Brunel University 

On completion of the six designated modules of your Diploma of Business & Management, you are 
eligible to enter the second year of your related degree program at Brunel University, provided that 
you pass five of the six modules at first attempt, and no module has been failed more than once, and 
you have met the University’s English language requirement of IELTS 6.5 or the equivalent. 

On completion of the five designated modules of your Diploma of Information Systems, you are 
eligible to enter the second year of your related degree program at Brunel University, provided that 
you pass four of the five modules at first attempt, and no module has been failed more than once, and 
you have met the University’s English language requirement of IELTS 6.0 or the equivalent. 

�

Students Rights and Responsibilities 
Codes of Behaviour 
LIBT has a number of expectations of students in order to maintain its high standards and to ensure 
the academic integrity of the courses.  It is expected that LIBT students observe the following codes 
of behaviour. 

Attendance 

Attendance is an important element of students’  success in their studies and attendance at all classes is 
strongly recommended.  Poor attendance may adversely affect grades. 

Attendance records will be maintained for each class.  Students who are sick and unable to attend 
class are required to hand in a medical certificate to LIBT Reception within five (5) working days.  
Random checks to verify medical certificates may be made. 

Students who have missed classes for other than medical reasons must complete the Explained 
Absence Form available on the LIBT Student Portal. Supporting documentation must be attached with 
the form. 

Students with unsatisfactory attendance will be summoned to meet with the Student Support Officer.  
Students who do not meet attendance requirements and / or maintain acceptable academic standards 
may be excluded from LIBT – see Academic Progress and Exclusion on page 23. 

Smoking 

It is the policy of LIBT and Brunel University to maintain a clean and smoke free environment.  
Smoking is not allowed inside any of the classrooms or lecture theatres.  Students who do wish to 
smoke must do so well away from any buildings.  Please ensure that cigarette butts are disposed of in 
the smoking bins provided. 

LIBT/Brunel Facilities 

Students must respect the requirements and rules for use of both LIBT and Brunel University 
facilities.  Students who disregard these rules will be subject to disciplinary action both from LIBT 
and Brunel University. 

Classroom Behaviour 

It is expected that there be mutual respect in the classroom.  This means respect between both students 
and lecturers and fellow students.  All students should conduct themselves in an appropriate manner, 
with consideration for others’  right to personal space, speech and culture. 

For minor breaches of these rights (eg excessive noise), the student will be warned by the lecturer.  In 
the event of continued inappropriate behaviour, the lecturer will ask the student to leave the classroom 
for that week’s lecture. 
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For major breaches of these rights (eg violence, harassment or continual problems in behaviour) the 
lecturer will ask the student to leave the classroom and will advise the Academic Director of the 
incident.  In this event a meeting will take place between the Academic Director, lecturer and student.  
A formal warning will be given to the student.  For continued behavioural problems, a student’s 
enrolment may be cancelled. 

Mobile Phones 

Mobile phones should be used with sensitivity and discretion.  Mobile phones and pagers must be 
turned off in classrooms, computer laboratories and examination venues. 

Lateness to Class 

Students are expected to arrive at their classes on time.  It is disruptive to have students walking into 
the classroom after the class has started.  The lecturer may require students to wait until the next break 
to enter the classroom.  If students must leave class early, they should also wait for the break to do so. 

Cleanliness of Classrooms 

No food or drink is to be taken into LIBT or Brunel University classrooms. 

Policies 
Students should be familiar with the following LIBT policies. 

Student Discipline 

LIBT plays an important role in the lives of students.  The students have the right to be treated with 
respect and courtesy by LIBT staff and fellow students in an environment free from harassment and 
conducive to learning. 

LIBT expects students to accept responsibility for their behaviour and to conduct themselves in a 
professional manner at all times, treating fellow students and staff with respect, honesty and courtesy 
at all times. 

General Misconduct 

A student will be deemed to have committed a breach of the LIBT disciplinary policy if they: 

� � Breach any regulation of the College; 

� � Disobey any reasonable order or direction given to them by a staff member; 

� � Knowingly or wilfully damage or destroy any property or premises of the College; 

� � Obstruct or interfere with the proper use of any of the facilities of the College; 

� � Attack, harasses or threaten to attack or harass any person; 

� � Behave in a manner that is disorderly or detrimental to the interests and reputation of LIBT; 

� � Falsify any documentation necessary for entry to the College; 

� � Falsify medical certificates required as proof of illness; 

� � Intimidate or attempt to intimidate any staff member or student; 

� � Use obscene language directed towards any staff member or student. 

Note: Any serious assault or wilful damage will be reported to the police immediately. 

 

�
�
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Procedure for Dealing with Misconduct 

Any staff member or student alleging misconduct by another student is required to report the matter 
immediately to the Academic Director. 

The Academic Director will ask the student to complete the Misconduct Form and attach any witness 
statements to go with the form. 

This matter will then be referred to the Discipline Committee.  This Committee consists of the 
Managing Director, Academic Director, and an academic staff member. 

The Discipline Committee shall review all the evidence submitted and decide whether or not there is 
any case to answer. 

If the case is found to be unwarranted, a letter will be sent to the complainant outlining the findings of 
the committee. 

If the Committee finds for the complainant the student will be sent a letter, outlining the breach of 
misconduct and giving the student a date and time they are required to appear before the Committee.  
The student will be advised that they may bring a representative with them for their disciplinary 
hearing. 

Where the Discipline Committee finds that a breach has occurred the following penalties may be 
applied: 

� � A reprimand – this will be both verbal and in writing; 

� � Exclusion of the student from LIBT; 

� � Where the damage of property is involved the student may be asked to pay towards the 
repairs or replacement of the damaged property; 

� � A written apology to the staff member or student who has made the complaint. 

Academic Offences 

A student will be deemed to have committed an academic offence if they: 

� � Impersonate another student in the attendance at an examination or test; 

� � Pass off another student’s work as their own; 

� � Breaches the published examination regulations; 

� � Behaves in any other manner that is designed or calculated to provide a misleading basis for 
assessment. 

Procedure for Dealing with Academic Offences 

Students who have committed an academic offence will be reported to the Academic Director.  The 
Academic Director will review the offence and if necessary meet with the student.  If the Academic 
Director decides there is a case to be answered the matter will be referred to the Academic Discipline 
Committee.  The Committee will meet and decide on an outcome.   

If the Committee finds that a breach has occurred the following penalties may be applied: 

� � A reprimand – this will be both verbal and in writing; 

� � The cancellation of the student’s result in the examination or work to which the offence is 
related; 

� � The failing of the student in the examination or work to which the offence relates; 

� � The exclusion of the student from LIBT. 
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Plagiarism 

Plagiarism is a form of cheating.  It involves using the language and/or idea of an author and 
presenting it as one’s own work.  The most common form of plagiarism is the copying of passages 
from textbooks or journals without acknowledging the source.  If one copies word for word from 
someone else’s work, the copied passage must be put in quotation marks and the source must be 
accurately acknowledged.  If a passage from someone else’s work is paraphrased, quotation marks are 
not used but the source must be acknowledged. Copying paragraphs from the Internet and 
presenting them as one’s own work is plagiar ism.  I f students download and copy paragraphs 
from the Internet they must identify the source.  I f a student is caught plagiar ising they will be 
failed in that piece of assessment. 

Appeals 

All students have the right to appeal any decision or outcome.  Any appeal must be made in writing 
within five (5) working days of notification of the Committee finding and addressed to the Executive 
Director and Principal.  The Executive Director and Principal will convene the Academic Discipline 
Committee to review the appeal.  

The student will be advised in writing of the outcome of the appeal. 

Cancellation of Enrolment 

LIBT may cancel a student’s enrolment if the student has: 

� � gained admission to the College by misrepresentation, falsification of documents or other 
fraudulent means; or 

� � failed to fulfil the normal requirements for admission or enrolment, or 

� � committed an act of grave misconduct associated with the academic program of LIBT. 

Academic Progress and Exclusion 

LIBT is required to monitor students for compliance with academic course requirements and provide 
opportunities for students to overcome any difficulties they may have with their studies. 

Students must achieve satisfactory academic performance each semester.  Satisfactory performance 
generally means that students must pass 50% or more of their modules each semester.  If a student 
fails to achieve this they may be liable for exclusion from the course or placed on a conditional 
enrolment. 

If a student’s academic progress and/or attendance is marginally unsatisfactory, they may be sent a 
“show cause” letter requesting information on any extenuating circumstances.  If the circumstances 
are genuine and supported by evidence eg. a detailed medical certificate, then a conditional enrolment 
may be granted.  Students who fail to meet the conditions of their enrolment may be excluded from 
LIBT. 

Students who do not meet attendance requirements and/or maintain acceptable academic standards 
may be excluded from LIBT.   

Complaints/Grievance Procedures 

Students who have a complaint about anything related to their studies at LIBT should report to the 
Academic Director.  Every effort will be made to solve the problem.  If the Academic Director is 
unable to do this, then students may make an appointment to see the Managing Director who will 
determine the most appropriate course of action to resolve the problem. 

If a student remains dissatisfied an independent grievance handling/dispute resolution procedure is 
available at cost.   
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Access and Equity 

LIBT is committed to access and equity for all students to ensure no student enrolled in courses are 
disadvantaged.  Policies on access and equity cover the following groups: 

� � Students with any form of physical disability (hearing, seeing) 

� � Gender 

� � People from non English speaking backgrounds 

� � Students with a learning disability, for example, dyslexia. 

Equal Opportunity, Anti Discrimination and Sexual Harassment 

LIBT is committed to the principles of equal opportunity, anti-discrimination and freedom from 
sexual harassment for all its staff and students.  Students who believe they have been discriminated 
against in anyway or have suffered some form of sexual harassment should report the matter to the 
Academic Director immediately.  The matter will be investigated and appropriate action taken to 
overcome the issues raised. 

Data Protection Act 

LIBT is bound by the Data Protection Act 1998.  This Act regulates the way organisations can collect, 
use, keep and disclose personal information.  It gives individuals the right to know what information 
an organisation holds about them and a right to correct any information if it is wrong. Within the UK, 
the Information Commissioner is responsible for overseeing the Data Protection Act and protecting 
your personal information. Further information is available on:-  

http://www.informationcommissioner.gov.uk/eventual.aspx 

LIBT keeps the following personal information on each student: 

� � Personal details (such as name, sex, address, birthday, country of residence, allergies and 
illnesses) 

� � Academic qualifications 

� � Course selections, letter of offer and student acceptance of offer 

� � Academic statements 

� � Passport and visa details 

� � IELTS and TOEFL scores (if applicable) 

� � Employment history (if applicable) 

� � Enrolment details 

� � Attendance records and any medical certificates/approved absence forms given 

� � Parent or guardian details 

� � Financial details. 

LIBT uses the information for: 

� � Correspondence 

� � Assessing applications to study at LIBT 

� � Awarding Diplomas or Certificates 

� � Meeting student visa compliance requirements 

� � Checking payment of course fees. 

LIBT has security systems in place to protect all the information handled from misuse and 
unauthorised disclosure or modification.   
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Students may access their files at an appropriate time by appointment.  To view their file students 
must: 

� � Complete the Request to View Student File form available on the LIBT Student Portal. 

� � The completed form will be passed to the Academic Administration Manager and students 
will be notified in writing of the day, date and time that has been allocated to view the file. 

� � During this meeting the student will be shown both the manual and electronic file. 

If after viewing their files, students are not satisfied with the information contained or consider some 
information to be inaccurate they should write to the Academic Director outlining their concern and 
asking for corrections to be made. 

The student may ask to view their file again to ensure the changes have been made. 

Students with Disabilities 

Students with disabilities should contact the Student Support Officer within the first week of 
commencement of their course.  Special arrangements may be made to assist students with 
disabilities. 

Occupational Health and Safety 

It is a LIBT policy to provide a safe and healthy working environment for all staff and students.  
Please notify a LIBT staff member immediately should an accident or injury occur on campus.  A first 
aid kit is available at LIBT Reception. 
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Student Services, Facilities and General 
Information 
Accommodation 
Accommodation is provided on campus in the Brunel Halls of Residence in the form of a single study 
bedroom with about 50% of the rooms having en-suite facilities.  All Halls of Residence are self -
catering, although meals can be bought on campus at the Student Union or the Refectory.  There are 
also many restaurants and supermarkets in the Uxbridge town centre. 

Further information on the Brunel University Halls of Residence is available on the website.  The 
address is www.brunel.ac.uk/studentinfo/accommodation 

Banks 
A branch of HSBC is available on campus.  Other banks – Lloyds, Barclays, Abbey National are 
located High Street Uxbridge. 

Books - Text 
All students will receive a booklist prior to class commencing. Students will be able to order and 
purchase their text books through the following sources:- 
 

·  Online at www.waterstones.co.uk. - you will need to register to purchase books on this site 
and will also require a debit or credit card for payment. 

·  Books Etc, Unit 240, Upper Ground/High Street, Chimes Shopping Centre, Uxbridge – there 
is easy access by public transport to Uxbridge town centre and Books Etc will be happy to 
organise the ordering of your text books and assist you. 

Books -  Second-Hand 
Students who are completing their course often sell their textbooks to incoming students.  Students 
who have books for sale place notices on LIBT notice-boards or arrange to sell them second-hand 
with the assistance of the Student Support Officer.  Students should check the booklist carefully to 
ensure the second-hand book is the correct edition. 

Cafeteria/Food outlets 
Several food outlets are available on campus.  These include The Refectory, Sports Bar, Café in the 
Lecture Centre, cafes in the Student Union Building.  There is also a general shop selling sandwiches, 
drinks, etc. Students under the age of 18 are not permitted to drink in any cafes or bars selling alcohol. 

Computing Facilities 
Enrolled LIBT students are issued with computer accounts, which allow access to both the LIBT 
Computer laboratories as well as all Brunel computer laboratories. All laboratories will be closed for 
University holidays. 

All students must abide by the Brunel University acceptable Computer User Policy. For further 
information on the policy go to http://intranet.brunel.ac.uk/cc/policy    

For further information the principal means of contacting your Computing Support team is by 
electronic mail to computing-support@brunel.ac.uk, since this brings your enquiry to all members 
of the Computing Support staff simultaneously.  
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For enquiries which require personal contact, you may visit any of the following Computing Support 
offices, between 0900 and 1700 (Monday to Friday, except on days when the University is closed).  

The nearest Internet Café is located within Uxbridge Town Centre at Internet Exchange, 7 Windsor 
Street, Uxbridge, telephone 01895 812020. 

If you require further information please see LIBT Reception. 

Council Tax 
If students rent a flat or house they must complete the Council Tax Exemption Certificate Request 
Form to prevent payment of this tax.  

Counselling Services 
A free, confidential and individual counselling service is available to all students.  No information 
will be disclosed to anyone (either internally or externally) without the student’s consent. 

Types of issues students may need to seek counselling for include: homesickness, loneliness, 
academic related problems, problems relating to drugs or alcohol, harassment, assault and other 
traumatic experiences an issues causing unhappiness or depression. 

Counselling is available by prior appointment. To make an appointment phone the Counselling 
Department on 01895 265070. The web address for the counselling unit is 
www.brunel.ac.uk/life/welfare/coun  

Course Advice 
Students who need information or assistance on their Diploma course should see the Academic 
Director.  

Course advice information sessions on transferring to Brunel University are held at LIBT each 
semester.   

Driving 
Students or visitors who bring cars onto campus must abide by the University speed and parking 
restriction. Any breach of the rules will be subject to sanctions including clamping. For information 
on parking restrictions go to the following website www.brunel.ac.uk/about/pubface/parking.   

Emergency Procedures 
Fire Action 

Operate the nearest fire alarm call point. Leave the building by the nearest available exit. Do not use a 
lift. Dial 999 for the Fire Brigade (9-999 from an internal extension). Report to the person in charge of 
the assembly point. Do not re-enter the building until authorised to do so. Additional instructions for 
Halls of Residence are posted on the inside of the bedroom doors. 

Emergency Medical Care 
In the event of circumstances that require urgent medical care and it is not possible to contact the 
parent or guardian, LIBT is authorised as a matter of urgency to seek and provide appropriate medical 
care in accordance with the students’  agreement with LIBT. 

Medical Centre 
The Brunel University Medical Centre is near the Saltash Hall of Residence.  It is an open general 
practice.  There are “walk in”  surgeries (no appointment necessary) Monday to Friday between 
11.30am and 1.15pm. A female doctor is always available on these occasions. 
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All students are eligible for the National Health Service (NHS).  Although there are no charges for 
seeing an NHS doctor or GP it is very important that you first register as a patient.  Students are 
eligible for register with the Brunel University Health Centre. The contact telephone number is 01895 
234426 and the web address is www.brunel.ac.uk/life/welfare/med  

Library 
All LIBT students have access to and borrowing rights with the Brunel University Library. 

The hours for the Library are: 

Monday – Thursday  9.00 am – 9.00 pm 

Friday   9.00 am – 7.00 pm 

Saturday  9.30 am – 4.30 pm 

Sunday   2.00 pm – 7.00 pm 

Students must use their Student ID Card to borrow books. For further information on the Brunel 
University Library go to the Brunel University website – www.brunel.ac.uk/dept/lib 

Lost Property 
Lost property enquiries should be directed to LIBT Reception.  Unclaimed property will be disposed 
of after three (3) months. 

LIBT Student Newsletter 
A Student Newsletter is distributed each semester.  The newsletter contains items of interest, 
important reminders and information relevant to re-enrolment and examinations.  This newsletter will 
be distributed via the LIBT student portal. It is also posted to the LIBT Website.  

Public Transport 
LIBT is served by regular bus and London underground train services.   

The U1, U3, U4 and U7 buses pass the campus and go to Uxbridge station.  Uxbridge station is on the 
Piccadilly and Metropolitan lines.  If travelling around London it is possible to buy a Travel card, 
which will give you unlimited travel within a particular area on tubes, trains and buses.  Travel cards 
can be bought for one day, weekends, monthly or annual.  Weekend travel cards can only be used on 
the weekend. Bus guides for the Uxbridge area are available from the student union. 

Photocopying Facilities 
Students have access to photocopying facilities in the Library. Students must comply with copyright 
regulations and pay the prescribed charges. 

Prayer Facilities 
A Prayer Room is located on the campus.  For information on using this room please see LIBT 
Reception. 

Religious Organisations 
Brunel University has a chaplain located at the Meeting House (situated between the Social Science 
building and the Gaskell Building) which can help and advise students.  Further information on the 
Meeting House and the services it offers can be found on the Chaplaincy web page:  
www.brunel.ac.uk/depts/chaplncy 

Students may also find the religious organisations listed below helpful: 
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� � The Buddhist Society, 58 Eccleston Square, SW1V 1PH       Telephone 020 7584 5858 

� � Moduleed Reformed Church Chinese Chaplaincy, 51 Alexandra Road, Hounslow, 
Middlesex TW3 4HP, Telephone 020 8570 2573.  The Chaplain offers advice to Chinese 
students by appointment only. 

� � Chinese Centre, St Martin-in-the-Fields, Trafalgar Square  Telephone 020 7950755 

� � Churches Commission for International Students, Inter Church House, 35-41 Lower 
Marsh, SE1 7SA, Telephone 020 7523 2121 

� � National Hindu Students Forum (UK), Telephone 077 52 167 666 

� � Fr iends International, 3 Crescent Stables, Upper Richmond Road, SW15 2TN – this is an 
interdenominational organisation working with local churches to minister to international 
students, providing hospitality and social activities. 

� � The Muslim Council of Britain, Telephone 020 8903 9024 

For further information on different religions contact: 

Interfaith Network, 5-7 Tavistock Place, London WC1H  Telephone 020 7388 0008 

Recreation Facilities 
LIBT students have full access to the Brunel University sports centre and other sporting facilities on 
the campus. 

Security 
Students are advised not to carry large amounts of money or cash with them at any time.  Important 
documents (especially passports) should be kept in a secure place at all times.  All thefts of 
belongings should be reported promptly to Brunel University Security or LIBT Reception. Assistance 
on the matter of campus security is available from the security office in the Wilfred Brown Building 
on Cleveland Road. The telephone number for security are 66943 (internal) 01895 255786 (external).  

Study Support 
Additional study support, study skills and examination technique sessions are available for all 
students.  Academic/English Support classes are held twice weekly.  A notice giving the day/times of 
these classes is displayed on the LIBT notice-boards each semester and also publicised on the LIBT 
Student Portal.  These classes are free of charge.   

Academic staffs are also available for individual student consultation or assistance.  Students who 
require assistance with their modules should approach the module lecturer and arrange a suitable day 
and time to meet. 

Students who require any other support or help with their studies should see the Student Support 
Officer. 

Working In The UK 
Students are allowed to work in the UK provided they meet the conditions below: 

� � Work for no more than twenty hours per week during term time; 

� � Not engage in business, self employment or provide services as a professional sportsperson or 
entertainer; 

� � Not pursue a career by filling a permanent full time vacancy. You do not need to get 
permission to work but you may not work if your visa or passport stamp states, ‘No work’  or 
‘Employment prohibited’  or that you must ‘not engage in employment’ . 
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You will need to apply for a National Insurance Number but you do not need to have 
received your  National Insurance Number before you star t work.  For more information on 
applying for a National Insurance Number see L IBT Reception. 

Websites Students will find the following websites particularly helpful: 
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