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THE STUDENT®S GUIDETO
THE UCM CAMPUS
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KEY AREAS OF THE WHAT WILL MY ID
MAIDSTONE UCM CAMPUS BADGE LOOK LIKE?

e [ HOW DO I USE THIC TO GET
e - e INTO COLLEGE?

COLLEGE BARRIER b
i

1

PLACE YOUR ID BADGE ON THE WHITE AREA FOR THE BARRIERS TO OPEN

] ] Ll
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HOW DO I READ MY OTHER AREAS OF
TIMETABLE THE COLLEGE

J R PTGO] P = Park (main campus)
A T T O S O I T O O T = Tower
G = Ground
AN SN S S (N N N S S S S 01 = Room number
L EEESL
- -l :, Eﬂmm Emmzfz ] EG 03 E = Eastblockin UCM
H E?,,.'%:.fg’m, giﬁnflffg:::ﬂ‘a] 5525%9; i i i i i G — G r o u n d
: D R / A 03 = Room
/ S G 25 S = South block UCM
G = Ground floor
14:45 - 16:15 000112892 25 = Room number
Ext Cert Health & Social Care L2
PT208 (40) E = Eastblockin UCM
Canfield S (40) E2 05 _
2 = level2
05 = Room

The time of the lesson

The course name or lesson title

The location and room:

P=Park T=Tower 2=floor2 08=room number
Tutors name




MAIDSTONE UCM CAMPUS
SITE PLAN FIRST FL0OF Foic

EAS'I’ BLOCK

CENTRAI. BLOCK

SOUTH BLOCK
NORTH BLOCK

GROUND FLOOR

[ essroioon_|

0AKS
RESTAURANT

T
»
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EN

MAIN
ENTRANCE

LECTURE
THEATRE

CENTRAL BLOCK
SOUTH BLOCK
NORTH BLOCK

SECOND FLOOR

Il

GALLERY ACCESS
GALLERY ACCESS
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WHATDOIDOIFTHETUTOR STUDENT INFORMATION
DOES NOT COME TO MY CL.ASS? SCREENS

1. Check the timetable is still current. BY THE PRINTERS ALONG THE ENGLISH AND MATHS CORRIDOR
You can do this at the ‘Student’s Information Screen’ there

are 2 at Maidstone,1 is by the printer near the English and N YOuR
Maths printer the other is by the cash machine ID BADGE

HERE

2. If a tutor has not arrived you MUST ask a member of
curriculum or support staff to help you. Knock on the staff
room door to ask for help

: GE
| HERE
| 7

OPENS UP TO LOOK LIKE THIS...
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THE FIRE ALARM WHO CAN I ASK FOR HELP?

ANYONE WITH A WALKIE TALKIE

This will sound similar to the alarm at school. The rules are the

same. Leave the class with your tutor who will guide you to the
big car park between the main college and UCM.

There you will be shown where to wait as there are several
places to wait.

o e Aoy
1
T A
ks . ._-' = sy -~ =
T .
.\ 2
a 0 \\k“"_
i Eni _'.-.'-',-,'= U
i 4?."‘“1.—3% =

OR THE STAFF ROOM FOR YOUR AREA.
YOU WILL BE SHOWN ON YOUR INDUCTION DAY WHERE THIS IS.
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HELP I°VE FORGOTTEN
MY ID BADGE!

Not to worry if it is your first time, ask at reception for a
student day pass. You MUST hand this back in and can

only borrow one a term or you will have to pay £3.00 the .
following day. Q wa
. STUDEN’QT&e
If you have lost your badge you can buy another the cost i W%WWE%
T

is £3.00. This cost could change in the future. J

HELP WITHFINANCES

You can apply for a bursary if your household income is
below a certain threshold. Please ask at the finance desk
in the lobby Main reception for more information and to
collect a form.

THIS SIDE OF RECEPTION 1S
FINANCE. YOU CAN PAY FOR
TRIPS, NEW ID BADGE AND ASK
FOR A BURSARY FORMS HERE.
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ADDITIONAL LEARNING
SUPPORT (ALS)

If you need additional help in class then in each area there are members of staff

who can help you, if you have been assessed by a Learning Support Practitioner.

You would have ticked a box confirming you have a learning difficulty on your
online application.

Transition

If additional support is needed we can offer a phased transition this can be
organised via your school. We will discuss your individual needs with you and
your school. Once you are at college we can continue to offer some support
along with SEMH (Social Emotional Mental Health). 1:1 personalised therapies
CBT or counselling Also access our mental health and wellbeing page through
Moodle on student support.

English & Math’s HUB can offer extra support as well.

If you need to speak someone in confidence you can find a Student Engagement

Officer in MG-05 just after reception or opposite the printer.

Safeguarding and Welfare officers are always on hand, and can be found in
MG-05.

Along with a counsellor. You can pop in and ask for a self referral alternatively
thorough your personal tutor or lecturer.

www.midkent.ac.uk
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SEXUAL HEALTH CLINIC

Every Monday during term time.

12:00-14:00 in AG-05 near reception just after the barriers.
Clinics offer a free and confidential service to everyone
regardless of age, gender or sexual orientation.

Maidstone and
Tunbridge Wells
NHS Foundation Tt

LBGT + Spectrum

A confidential support group for lesbian, gay, bisexual,
transgender and questioning students. Maidstone -
Pop into MG-05 to ask for dates and times.

We recognise that for many of our staff and students,
o . . X . PRAYER ROOM
faith is an integral part of their working and college life. = —
We have a multi-faith prayer room at Maidstone located .
next to the English and Math Hub.

There are lots of ways to have a voice at MKC. You could be a student rep in
student voice. We even have a student who attends our governors’ meetings.
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LIBRARY TIMES AND
WHAT THEY PROVIDE

Books you will find here are:
- Motor Vehicle

- Building Crafts

- Travel & Tourism

- Public Services

- Hair & Beauty

- Fiction

- Maths & English and DVDs.
- Health & Social Care

- Sport

< T

- Childcare

- Business Studies

- Accounting

- Maths & English, Fiction and DVDs.

You can sit and work in any library, and you can use the laptops or desktops in
the library if they are free.

You can charge your phone or tablet in the library. You can get help from the
library staff if you are looking for a book or trying to find information online.

You can also ask the library staff if you can borrow a laptop to use in class or away

from the library. A laptop loan lasts for 3 hours. The laptop must be returned to
the same place you borrowed it from. You cannot eat in the library.

www.midkent.ac.uk 15



HOW TO BORROW A BOOK
FROM THE LIBRARY

WE HAVE MACHINES THAT LOOK LIKE THIS
IS EVERY LIBRARY. YOU CAN USE THEM TO
BORROW OR RETURN A BOOK YOURSELF.

!

Start by touching the screen
where it says ‘Check Out’ in the
blue square on the left.

Next you will need to slide your
ID card through the red beam
of light so that the machine can
read the barcode and know who
you are.

Then you just place your book on
the grey square. The name of the
book will appear on the screen
and check the book out to you.
When you pick the book up you
can press ‘Print Receipt’ on the
screen if you would like a little
printout showing you when the
book is due back.

Book loans normally last
3-4 weeks.
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LOGGINGONTOA
COLLEGE COMPUTER

The first time you use a college computer you will need to set up your login
details.

On the bottom left corner of the screen there should be an option called ‘Other
User'. Click on that.

Next you will see a place to type in your username and password.

The very first time you log in, and no other time, you will be given a one off log in
name for both username and password.

This will bring up a purple screen where you can set up your new log in details.

On the purple screen you will need to confirm a few details about yourself,
including your student ID number and your date of birth.

Next you will see an orange screen, this will include your name and photo. You
will need to confirm your details on this screen.

You will be given a password that will start with 3 letters, then and exclamation
mark and then some numbers.

From now on when you want to log in to a college computer you will use your
student ID number as your username and this password, so make a note of the
password and keep it safe!

Don't worry, college staff can give you a new password if you forget it.
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HOW TO PRINTFROMA
COLLEGE COMPUTER |

When you want to print a document or
piece of work using a college computer
you will normally need to take the
mouse to the top left hand corner and
click on File and then Print.

Paste
- % Format Painter

Clipboard Pl

Photocopiers are located on all floors.

WHEN YOU HAVE
BEEN THROUGH ALL THE OPTIONS
SHOWN HERE AND ARE HAPPY WITH
YOUR CHOICES, CLICK ON THIS PRINT
BUTTON AT THE TOP.

CHECK THE
NUMBER OF COPIES
THAT YOU WANT
TO PRINT.

Copies of print job: | 1

Printer

MAKE SURE THE

Maidstone-Printer on s-printma DOCUMENT IQ COING
- Ready: 2 documents waiting TO A PRINTER IN
. : MAIDSTONE.
Printer Properties
Settings
||=D Print All Pages -
Print the entire publication
Pages: [1-25
Account Elj Booklet, side-fold -
Options [I Ad (210 297 mm)
21x29.7cm

CHOOSE IF YOU WANT
TO PRINT ON BOTH
SIDES OR JUST ONE
SIDE OF THE PAPER.

Print on Both Sides
Flip sheets on long edge

Composite RGE

Print as RGE color publication.

| Save settings with publication

CHECK TO SEE IF ITS GOING
TO PRINT IN COLOUR OR
BLACK & WHITE. COLOUR A4
COSTS 20P BUT BLACK &
WHITE ONLY COSTS 2P.
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WHAT WILL MY COMPUTER
LOGIN PAGE LOOK LIKE?

When you first log in your PC screen will look similar to this.

Once logged on your home page will look like this. We are focusing on the top 3
icons Moodle, OneDrive and student portal

OB

RecyeleBin ~ Moodle Student
Patal

BKsB

Cit B |
Gulds,
»

Notepad s o

CANDG
SecureChi...

& B

Ernail ProAchieve

Fix O g i
Ma;

IMPORTANT
READ-ME  Concem

Internet  Safeguarding
Rescurces
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ICONS ON YOUR PC SCREEN

This Student Portal

image will take you to this
screen below from here
you can access everything
you will need. You can
even put money on your
ID card. Just ask your
personal tutor to help you.

Once your tutor has enrolled you on the right course
your screen for each course will look similar to this.

B Muﬂd[e MIDKENTI MY PT ALL COURSES STUDENT SUPPORT PAGE = ADDITIONAL LINKS = TANDLA

GCSE English Helen Thompson

Home | My courses / English and Maths / GCSE [ Staff / GCSE English Helen Thompson

General

W Announcements

Wh 5th March Wb 12th March Wb 18th March
.;‘hl ol
A
www.aqa.org.uk - E
MKC Facebook n Stude i
= & : Wh 26 March Easter Workshops Wb 16 April Wb 23 April
Another of our lucky students 'ﬂﬁ ! : - i

ity to be the . OnED”Ve

rasTIR
gham Foatball Club FC

HEE Eemiurin
P

ONEDRIVE NO
ACCESSIBL
Dur Job Shop is holding a Pro ﬁ As YOUR N: DR
B L ﬁo Save files directly to
o £ WL m-lpm g 3 s
Dirile M:d__“_ PN @) | OneDrive from any software,

m Fair for our studen

)

WAl 0 Al WASk 7 My VATl 44 M WSl 94 WAanr

Each tile will open to reveal any course work you are currently working on.
Your tutor will show you how to use this.

ECCENTIALS. YOUR PPD
TUTOR WILL INTRODUCE
YOU TO THIS.

PROPORTAL
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NOW LETS LOOK

AT ONEDRIVE

OneDrive

B @

OneDrive lahara
ILMIdkEﬂLI'}

MKC Portal
(My Day)

OneDrive can be accessed anywhere
with your personal login. This is what
the home page looks like.

OneDrive can be accessed
anywhere with your
personal login. This is what
the home page looks like.

USING EMAIL

3

OneDrive

@
Mahai

(Midkent,,

N
Email

¥

W)
Mk > Portal

‘N"_'," Da 'j":'

Your opening page will look similar.

L2 Search everything + Mew T Upload o Fow ~ 3 Sync
Files
Files .
3 MName 1 Modified
ece
Wl Classroom oy
Recycle bin B Shared with Everyone 4

Modified By File Size Sharing

Drag files here to upload
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iel @ New|¥ £ Mark all as read
_ You may have 1-2 emails already from
» Folders Inbox Filter «
it Tl wemminacos | Bigon the administrators at college.
More Mail Impersonator ~
A Groups s Thils i youur Turnitin Digital Recelpt Tha 03/05
Dear Lia Simp ‘o have successfully submtted t.
Mail Impersonator
This & your Turndtin Digital Receipt Tue 01705
° Mail Impersonator Wtend [ Aimch  Protect Descad s Q
testing-mis This i your Turndtin Digital Receipt 30/04/2018
GESE English g s : \S
° Two weeks ago i >
=+ Discover
Mail Impersonator =)
This is your Tumitin Digital Receipt
Mail Impersonator
This is your Tumitin Digitat Receipt
s Send a new email
Mail Impersonator
i T from here.
)
A A g & A v ¥ # R v
Find who you are sending it to here. - p
El o inony -~

Start to type the persons name a list of
possible choices will come up choose
the one you want.

Thanks so much for the lovely chocolate cake | cannot walt to catch up with you next week.

sally]

You can also attach
a document and -
then send it.

B Ao / [=]
v
Q Pk
£ s
P Send B Attach Protect Dicard  ese (m}
To
- c + . [
W K * + N z
B e b mon s -
Dear Marge,
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PROMONITOR/PROPORTAL

. Printing Cradits g ﬁ
[=33)]

OneDrive Mahara MKC Portal Libran, Pro Monitor

{bﬂidker,tf] I:M'_f DE'_',’]I ;a.::‘&u Balance

- 8¢ [HMC Poral- iy | B ProMoritor Login x Proportal is your guide to
college, everything from your
attendance to your assignment
grades are found here.

When you click on this page you
will be prompted to use your
college logon ID.

e
oromon tor

Welcome to ProMonitor

T —

Enter Password: | ]

L Remember me

Login

This is your home screen once you have logged on.

Vicky Jones 1 Abou|

propOfrtOI 14/15 + ! Reports Information » Learner ILP ~ Support ~ Meetings And Comments =  Miscellaneous|

|
Jordan D ﬁ Set Layout For All | Add Controls  Reset

Notice Board Attendance & Punctuality

# Welcome to ProPortal B attendance © punctuality
Upcoming Assessments
More...
No Records

Moare. Recent Comments

No Records

Upcoming Smart Targets
More..

No Records

Academic Information

More..

@ GCSE English for AS students

Projected:54
Upcoming Meatings i - Target:60
an 20

Diff:-6
MNo Records

More.. @ GCSE English for full time vocational students
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This is what all the boxes
pfOpOl’tQ.l 14/15 * A Reports mean.

Jordan D E
ARl

95-100% Overal Attendance
90-95% Overall Attendance [}
85-90% Cverall Attendance

<85% Oversl Attendance 1)

& Weloome (o ProPorial

[Verbal Warneng Given v All wark submitted
95-100% Puncluality [P et w
15¢ Wiritten Wamning Gven i B ﬁ 1-2 peeces of work overdue (F...
Final Written Waming Given [ ey A More than 2 pieces of werk ov... T}
l' B85-90% Punctuality
ol Derpnory Proceeiliig. < 85% Punciuality

95-100% combined attendanc... [l

o Hours Listed e
Hours Listed but 36 hours nat ... |1 ::_::: A E
36 Hours Completed g

<BS5% combined attendance ... 1§

ey |

pmmm‘ iy B fapmn  iferstios = lamme AF v sl v Pusseg Al Comeenes v Hissbanes v

Jordan D ﬁ

F ik e 13 Fraiasi

63% 00y, <= ATTENDANCE AND PUNCTUALITY

G| CAUSE FOR CONCERN/CELEBRATION
AND GENERAL COMMENTS

i | GRADE TRACKING
= - ' ] —
Cinpass b Cassitis i bl

Your tutor will show you how to use Proportal for students so please do not worry.

‘ pl"DpOl'tﬂl wis R e e el i o e g M |

Jordan D s

st o S
WORK THAT IS DUE SOON |~ [ ma——)
TARGETS THAT ARE T
DUE FOR COMPLETION |~ % e
T =
MEETINGS SCHEDULED WITH TUTORS = e S e

| Bt Eamgmdne Loty ik q_w,:q....l
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Iyl myday

Download the MyDay app from Google play store or the App store ISO

ANDROID APP ON #_ Download on the
P> Google play i @ App Store

EDUROAM
FREE COLLEGE WIFI

Each tile will help you at
college.

OneDirive all your work in the
cloud.

&
Cashless top up- put money ed“ roam

securely on your student ID
card.

OneDrive.

Attendance and achievements
on your course as well as
information here and here. pl"ﬁpﬁiﬂﬂl

aa

Balance. E | Cashless Top-ups.

Find you up to date timetable
here.

. BYOD Printing.
Emails here ®
Vouchers and student discount
here A' £000

Print

L_J

Timetables

Student
Welfare

Safe Guarding No
01634 383567

Medway-W1-13
Maidstona - MG-05

F. Mail. a
‘Student Youchers

Unauthorised

nu. Click here to grant

- Mational union of students  ECRY R TRV ¢ 113

WstudentBeansIll mailbox

& Minds
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