

Welcome to this short course which focuses on the commercial application of the web.

We hope you will enjoy your time with us and gain much from this opportunity to develop your proficiency in this important commercial area.

The purpose of this student handbook is to explain the relationship between the Axis Centre, which will be your main source of contact; Castle College, of which the Axis centre is a part; and De Montfort University, which will validate your achievements and make the appropriate academic awards as you move through the course.

Inside this handbook you will find out about all the facilities and opportunities that are open to you whilst you are a student with us, please do make full use of any of these that seem appropriate to you.

You will also find all the contact information that you will need during your study period with us, if you have any questions at any time please do get in touch with us.

UCPD Commercial Application of the Web
(In association with De Montfort University, Leicester)

The Award:
University Certificate of Professional Development (UCPD) will be awarded by De Montfort University, Leicester to any student who accumulates 60 credits from successful completion of a number of the modules available as listed on page 4.  Each module is worth a number of credits as shown in brackets.  
Prerequisites

A basic understanding of browsing and searching the internet as well as a basic level of IT literacy. 

Synopsis

The web has grown significantly since its initial commercial implementation in 1991. Today virtually every form of industry relies on the web for communication, promotion and means of commerce. 

This course is squarely aimed at employees of small to medium sized enterprises (SME) and promotes an understanding of strategic awareness, practical considerations and basic skills-set in the area of planning, designing and improving web sites and supporting systems that are standards and accessibility compliant.

Emphasis is put on the strategic knowledge and practical skills to be able to plan, design and implement online marketing campaigns within an SME environment and to be able to develop persuasive web content and information systems tracking performance.

You will gain an understanding of eCommerce technologies and the decision making processes for the selection of system and approach. This will lead onto the development of skills to creatively design and apply a simple bespoke eCommerce system, and to understand the issues surrounding the SME business use using 3rd party online eCommerce environments and tools.

Delivery

Modules will be delivered with a combination of trainer-led class based sessions in small groups, blended learning and via course specific online materials and forums. The lectures will present materials and identify reading and tutorial activities, while the online course community will provide a mechanism for distance co-operation between students to discuss, practise and plan coursework. 

Assessment

Regular and informal peer appraisal will be used to inform and guide your learning. Assessment in all units is designed to meet the outcomes of each module and is mainly based on demonstrating application of the learning in the industrial project towards the end of each unit. Assessment will be 100% via a work based project.
The module tutor will provide the student with a project deadline.  This deadline should not exceed four weeks after the completion of the module teaching. The student result will then be subject to ratification by the appropriate DMU Assessment board prior to accreditation of the appropriate number of credits for that module. The award (60 credits accumulated) will also be subject to the same ratification and the University will then issue certification of the award directly to the student.
Student Assessment appeals:
Students have the right to appeal over any assessment decisions.  This will require submission of a student appeal form available from the Axis centre.  Student appeals will be considered by the course tutors and will also be submitted to the university Academic registrar for consideration by the appropriate assessment board.  Please consider advice from your tutors or the student union to be certain that you have grounds for appeal.
List of Currently Available Modules:
· The following modules are currently available and are bookable for 2011-12 through the website www.axiscentre.com 
IMAT1605
E-Marketing & Persuasive Content Development
(30 credits)
IMAT1801
Advanced Search Engine Optimisation Techniques 
(10 credits)
IMAT1809
Introduction to Business Web Development

(15 credits)


(Intro to Web Design using Dreamweaver)
IMAT1811
Advanced Web Design Using XHTML & CSS

(20 credits)

IMAT1810
Digital Animation for the Web



(15 credits)


(Introduction to Adobe Flash Animation)
IMAT1814
Intermediate Business Web Development

(15 credits)


(Intermediate Web Design Using Dreamweaver)
IMAT1815
Intro to Developing Graphics for Web Applications
(10credits)


(Adobe Photoshop for Web Design)



IMAT1816
Introduction to Graphic Design Tools


(10credits)
(Adobe Photoshop Essentials)

IMAT1817
Introduction to PHP Programming



(15 credits)
IMAT1818
Web Standards & Accessibility



(10 credits)
IMAT1812
Introduction to Developing Corporate Branding

(10 credits)


(Adobe Photoshop Graphic Design)
IMAT1904
Introduction to Javascript Programming


(15 credits)
IMAT1820
Intro to Planning & Building MySQL Databases



(Intro to MySQL)





(10 credits)
IMAT1902
Exploiting Web 2.0 Implementation


(15 credits)


(Social Media Marketing)

Full descriptions of each module’s content can be found on the Axis Website www.axiscentre.com along with starting dates.
Application procedure
Applications for any module can be made directly from the website which displays information on scheduled modules and the number of places still available.
Enrolment: De Montfort University
Castle College is an associate partner of De Montfort University, Leicester (DMU). You will be enrolled as a student of DMU whilst you are studying and any awards will be made in the name of the University. Your enrolment as a De Montfort student entitles you to the support and facilities that all our students receive, including a student card if requested. You may wish to look at your university website to investigate these:  www.dmu.ac.uk 

Guides to key support skills such as Report Writing skills can be found by following the links on the website •
www.axiscentre.com
Your programme leaders at De Montfort University are:

Chris Wood (Mr.)







School of Computing







Gateway House; Room 5.52

De Montfort University, Leicester, LE1 9BH

Direct Phone: (0116) 207 8403  Email: cgw@dmu.ac.uk
Karen Burrow

School of Computing

Gateway House 5.10
De Montfort University, Leicester, LE1 9BH

Direct Phone: (0116) 250 6327  Email: kbur@dmu.ac.uk
Other Modules available on demand:

The following modules are not currently running or planned for 2011-12.  They can be made available on demand.  Please contact the Axis Centre (0115 925 6666) if you have an interest in studying these modules.  These modules will only be included in the schedule in future if sufficient numbers express an interest in studying them.
CSCI1602
Enterprise Webmaster




(30 credits)
CSCI1603
Designing & Implementing E-Commerce Solutions
(30credits)
IMAT1802
Planning & Implementing Website Improvements
(10credits)
IMAT1803 Introduction for Second Life for Business


(10credits)


(Second Life Essentials)

IMAT1819
Integrating & Exploring Basic Shopping Cart 

(10credits)

Functionality 


(Web Shopping Cart Basics)

IMAT1813
Integrating & Exploring Enhanced Shopping Cart 
(15credits)

Functionality 


(Web Shopping Cart advanced)




IMAT1903
Intro to Animation Scripting for the Web


(15credits)


(Intro to Action Scripting)
Recommended Reading List

	Title
	Author
	Publisher
	ISBN

	EMarketing Excellence (Second edition)


	PR Smith & Dave Chaffey 


	Elsevier 


	0-7506-6359-6

	Web copy that sells
	Maria Veloso
	Amacom


	0-8144-7249-4



	Positioning
	Al Ries & J Trout


	Mc Graw Hill


	39785-32689




	Title
	Author
	Publisher
	ISBN

	Selling Online: How to Become a Successful E-commerce Merchant 


	Jim Carroll


	Dearborn Trade, U.S.
	0793145171



	How to Do Everything with Microsoft Office Access 2003
	Virginia Anderson
	McGraw-Hill Publishing Co.
	0072229381



	Foundation ASP for Dreamweaver 8


	Rob Turnbull


	APress, US 
	1590595688


	Title
	Author
	Publisher
	ISBN

	Prioritizing Web Usability
	Jakob Nielsen


	New Riders


	0321350316



	Web Redesign: Workflow That Works
	Kelly Goto


	New Riders


	0735714339



	Web Standards Solutions: The Markup and Style Handbook 


	Dan Cederholm


	APress,US


	1590593812



	Web Accessibility: Web Standards and Regulatory Compliance 


	Michael R. Burks


	APress,US

.
	1590596382

	Professional CSS: Cascading Style Sheets for Web Design 
	Christopher Schmitt


	Hungry Minds Inc,U.S
	0764588338




About the AxisCentre
Axis Centre is wholly owned division of Castle College Nottingham.  It is a part of the School of Digital Technologies and as such all staff are Castle College employees.
More information can be obtained from:

· www.axiscentre.com 
· Sue Dickinson
(0115)  925 6666

Personal Details

Name:

Course:

Tutor:

Course Start Date:

Course End Date:

E-mail: 

DMU Enrolment “P” Number:

Castle College Enrolment Number:

Qualification Aim:

Awarding Body:

In case of emergencies contact: -

Name:

Address:

Tel. Number:
If any of the above details change please notify your personal tutor and Student Support Services  
Term Calendar

Axis Courses are all held during the Castle College academic year, from mid September until the end of July, and are run on a one-day-per-week basis.  Module start dates are available on the website: www.axiscentre.com 
Supporting Your College Experience

Student Support Services

Student Support Services are made up of various teams of staff across most College sites. They will be able to provide you with education, career and personal advice, guidance and information during your time at Castle College Nottingham.
Careers, Education & Guidance

The Careers Team, together with your module tutor, will organise the Careers Education and Guidance Programme that will support you in preparing for employment, training and further and higher education.

Careers information is available through the careers libraries and learning centres.  They contain a wide range of resources including prospectuses, leaflets and computer packages to help you in your career decision-making and job search. Staff are happy to help you find what you need.

Individual careers interviews to talk through your options can be booked at a number of our centres.  This is a confidential and impartial service.

If you would like a careers interview please phone:

Beeston Campus
0115 884 2229 or 0115 884 2485
Information, Advice & Guidance

The Advice & Guidance Teams are available on the following numbers at the following times:

Beeston Campus

Tel 0115 884 2231




Mon- Thu 

 8.30am – 7.30pm




Fri  


 8.30am – 4.30pm 





Tue & Thu only 
10.30am – 1.30pm

The Advice & Guidance Team is able to provide information and enrolment details of additional courses you may want to study. You can make appointments to discuss your career ideas, get help with completing job applications and applying to University. Also we can offer additional support with your English and Maths.

Student Support Services/Reception

Student Support Services deal with your enquiries, enrolments and payment of fees. Please feel free to visit the Reception area where we will be happy to help you. Alternatively, you can contact us on the following numbers:

Beeston Campus

0115 884 2231   
Mon - Fri
8.30am – 4.30pm 
National Union of Students (NUS)

All students enrolled on a Castle College Nottingham course automatically become members of the Castle College Nottingham Students’ Union. Additionally, you will also hold membership with the National Union of Students (NUS) and this will enable you to attend national campaigns, demonstrations and conferences to fight for better rights for students. You can also purchase the NUS Extra card from the Students’ Union Office or online (www.nusonline.co.uk) for £10 which will entitle you to a fantastic range of student-exclusive deals and discounts at high street retailers and on-line associates.

The College values student feedback, so if you feel you have the right qualities to represent your peers and stand up for your right to a fulfilling and enriching educational experience, why not become a Course or Faculty Representative. You will meet with various staff members to discuss improving college and course facilities and there will also be the opportunity to attend the Students’ Council meetings. Training is offered to you and you are constantly supported during your office by your personal tutor, the Student Liaison Officer and a college wide network of student reps.

Sport

Students are welcome to use the facilities at any local University (including De Montfort) on production of a student card.  A fee may be charged for use of the facilities.
International Student Support

The College has been welcoming international students for many years, and there are currently students from over 30 countries studying here.

The main International Office is situated at the front of the Student Support Services area at the Beeston Campus.

The team deals with all aspects of recruiting and supporting international students. We want all international students to settle into their new environment, make new friends and be successful. If there is something you do not understand then please ask; we are happy to answer your questions.

We can provide information and advice on many areas, such as accommodation, visas, healthcare, sports and social activities, opening a bank account, letters of confirmation, etc. The international office at the Beeston Campus is open from:  12.00 noon until 4.30pm Monday to Friday. 
If you have any questions about your course of study, your Personal Tutor is available to help you.

Supporting Your Learning

“At Castle College Nottingham, Key Skills and Wider Key Skills are seen as both integral and fundamental to learning. All full-time students are entitled to receive high quality development opportunities in Key Skills to assist achievement and progression.”

Key Skills
Do you need help and guidance on how to write assignment reports or in giving demonstrations or presentations?

Guides to key support skills  such as Report Writing skills can be found by following the links on the website •
www.axiscentre.com.  Follow the links to DMU study skills that are available in the support section on each of the individual module pages on the website.

Further support will be provided by your module tutor.
Learning Difficulties & Disabilities

'The college is committed to ensuring that people with disabilities, including those with learning difficulties, are treated fairly. 

If you have a disability, please ensure that we know so that we can make all reasonable adjustments to help you succeed'.

Students with a learning difficulty or disability may require extra support in accessing resources and facilities which they need to successfully follow their learning programme. Your module tutor will support you and put you in contact with the appropriate member of the learning support team at Beeston who will discuss your particular needs with you.

If you believe that you may be dyslexic it is recommended that you contact the Advice and Guidance Team to arrange a referral interview with a specialist support worker.  Students within our community provision should discuss their needs with their course tutor. 

Contacts

Whatever form of learning support you need, for a confidential, informal chat contact:

Beeston Campus
0115 884 2231 
Mon - Fri
8.30am – 4.30pm 

Your Finances
The following is a brief explanation of the main types of financial support available.   For more information or individual advice, please contact a member of the Financial Support Team.

Financial Support for Students in Higher Education

You may be eligible for part-time student finance to help with tuition fees and study costs. Full information can be found online from the following link.  All applications should be made online from this link:
www.direct.gov.uk/en/EducationAndLearning/UniversityAndHigherEducation/StudentFinance/Gettingstarted/DG_171577
College Fees

Students are required to pay tuition fees in full on the first day of the course, or provide proof of sponsorship from an employer or other organisation.
College Computers

Where to get information

CastleNet, the College Intranet, is a great source of advice and guidance. There is also an IT induction online (see the home page) and many useful services to be found under ‘IT Services on line’.  You can access CastleNet from home too, just visit www.castlecollege.ac.uk/students for a guide.

IT Problems/Faults

Please let us know if you encounter any difficulties, rather than move to another PC. Please report the fault to your module tutor who will contact IT Support.
Acceptable Use

Help us to maintain a reliable network. By signing your registration form you accept our IT Acceptable Use Policy – please adhere to it. All actions are monitored (e.g. internet browsing) and files such as MP3s and games are not permitted and will be removed. See intranet.castlecollege.ac.uk/it for details.
Facilities

Libraries & Learning Resources Centres

The College Libraries & Learning Resource Centres are open to ALL students; they provide a wide range of resources for reference and for loan, study spaces and access to computing facilities. The staff are available to help you find information and make the best use of the resources and facilities. 

There is a stock of 58,000 books and non-print items and over 200 journals and newspapers relating to the subjects studied at the College.  Information on this stock is available on a computerised catalogue in each centre. Open access computers which include the internet and on-line resources are also available; you can use these to develop your computing skills, produce projects and assignments and access electronic information sources. We subscribe to the British Library and Regional Inter-Lending Service for borrowing materials not in our own collection. 
As a registered DMU student, you may request resources from the Kimberlin library in Leicester via Castle College libraries.  You can use any of our centres; the locations and opening times are listed below.

Beeston Campus – High Road, Chilwell    

Term time: 8.30am - 8.00pm Monday to Thursday, 10:00am - 5.00pm Friday

Vacations: 8.30am - 5.00pm Monday to Thursday, 8.30am - 4.30pm Friday.

The People’s Campus – Maid Marian Way, Nottingham

Term time: 8.45am – 8.00pm Monday to Thursday, 10.00am – 4.30pm Friday

Vacations: 8.45am – 5.00pm Monday to Thursday, 8.45am – 4.30pm Friday
Services
Castle Café Beeston Campus 

The cafe has a wide variety of home-cooked meals served each day and include vegetarian, Halal and international dishes.  Opening times are 8:00am – 2:00pm, Monday to Friday.

Reprographics & Stationery Supplies

These are available in all College Libraries or Learning Resource Centres. A small fee may be charged.
Additional Information

Electrical Equipment

Please note for your safety and that of all college users, students are not permitted to bring in any portable electrical equipment without the permission of your tutor. This includes laptops, music players or equipment, phone chargers etc. 

Lost Property

Should you lose any personal possessions whilst on college premises you should first enquire at Middle Street reception. It is your responsibility to ensure that any item brought into college is covered by your own insurance. If you have any valuables stolen whilst on college premises you may wish to contact the police.

Mobile Phones

In the interest of maintaining an atmosphere conducive to learning mobile phones must be turned off in class unless you have sought permission from the tutor at the start of each class. 

Parking
Limited parking is available at Middle Street, and there is a multi-storey car park across the road (small charge applies).  The College accepts no responsibility for damage to any vehicle or its contents that you bring onto college property.

Please ensure that parking is only in designated parking bays. Please do not block fire exits or doorways or other areas which may cause an obstruction or hazard to other users.  

Smoking Policy

Smoking WILL NOT be allowed within any college building. In addition, smoking is also not allowed outside in areas that are close to college buildings including, doorways, near windows or under canopies etc.  A smoking area is available near the front entrance.
Substance Abuse

Students should not bring into college or be under the influence of any substance of abuse whilst in the college. Disciplinary action will be taken for any contravention of this policy.

Health, Safety & Welfare

The College attaches great importance to the health, safety and welfare of its students.  It is everyone’s responsibility to contribute to and be aware of the Health and Safety requirements within the College. Any accidents or injuries occurring on college property must be reported to your tutor immediately. The College records and investigates all accidents and incidents in order to help us maintain our very good health and safety record.

It is essential for the College to be aware of any pre-existing health and disability problems you might have such as diabetes or asthma. Please fill out the medical section on your enrolment form to let us know of any relevant information. This information will be treated in strictest confidence and kept in a secure and discreet file.

In addition, if you have a disability, please identify this to Student Support Services staff or your tutor so that a Personal Emergency Evacuation Plan can be prepared for you. This is to ensure that college staff are aware of any student who may be unable to evacuate from any non-ground floor level in an emergency situation.  

If you need to talk about any confidential problems then you can see the College Counsellor or visit the Welfare team.

Always carry the contact numbers of people we should contact in case of an emergency, fill out the emergency contact information at the front of this handbook and on your enrolment form.

Emergency Evacuation & Fire Alarm Activations

Wherever you are studying ensure that you know the fire and emergency evacuation procedure. Your tutor will go through it at the beginning of the course.  If you discover a fire you should sound the alarm immediately by breaking the glass of an alarm call point. These are located in six locations in Middle Street – one at either end of each floor. 

On hearing a fire alarm close all windows and doors and leave the building IMMEDIATELY in an orderly manner. Exit the building by the nearest safe exit route and under no circumstances should you use a lift.

Do not go back to collect belongings, refrain from saving computer work and discontinue any phone conversation immediately. 

Assemble outside at a designated assembly point, ensuring you are well away from any building. Stay at the muster point and DO NOT SMOKE whilst there. 

Also ensure that your tutor checks your name against the register and report to them any class mates who may be missing or other relevant information, i.e. location of fire or activated alarm point. 

Only re-enter the building when authorised to do so by a Fire Warden, Member of Estates or An Officer from the Fire Brigade

Disabled students and their helpers should evacuate the building where this is easy and possible. For anyone unable to evacuate in a wheelchair, they should assemble at the nearest Disabled Refuge and await evacuation by the emergency services.

Students Health & Safety Responsibilities
Students are requested to

· Observe no smoking rules at all times

· Dress as required by Safety and Hygiene standards

· To behave with respect and consideration for others at all times

· Observe all health & safety rules laid down by the college

· To follow any health & safety instructions given by college staff 

· Use any equipment, material or machinery as directed by lecturing staff

· Report any defect in safety equipment 

· Use personal protective equipment correctly at all times

· Observe health & safety standards for your protection at all times

· Report to reception anyone who is endangering others health & safety.

· Report to reception anything which may be a danger

· Make yourself familiar with evacuation procedures

You must never

· Wilfully issue, neglect or interfere with any safety equipment

· Introduce equipment into the college without prior consent

· Alter or tamper with any fixed installation within the college

· Take or omit any action which will create a hazard to you or others

The health & safety of yourself and others is

YOUR RESPONSIBILITY

Policies and Procedures
Equality of Opportunity

Castle College Nottingham is committed to a policy of equality of educational opportunity for all.

The College is part of a multi-cultural area. Students come from many cultural and educational backgrounds, with a range of differing abilities. We believe in equal opportunities for everyone.

The College has demonstrated its commitment to reducing the level of racial intolerance by joining the Nottingham Common Monitoring Scheme and seeks to gather details of racial incidents occurring within the College.  With the permission of the victim such details will be forwarded to the central monitoring group in order to assist in the mapping of the pattern of racial incidents in Nottinghamshire.

Under the Race Relations act 1976 (as amended by the Race Relations (Amendment) Act 2000), we have a general statutory duty to:

· Eliminate unlawful racial discrimination

· Promote equality of opportunity

· Promote good relations between people from different racial groups

Disability Discrimination Act - The College is committed to ensuring that disabled people including those with learning difficulties are treated fairly. All reasonable adjustments to provision will be made to ensure that disabled students and other disabled people are not substantially disadvantaged.

The College seeks to eradicate stereotyping and prejudice and strives to enhance the opportunities of those who may have suffered discrimination. We regularly review our practices and procedures to enable us to ensure real equality of opportunity.

If you suffer from discrimination while at college or if you wish to raise an equal opportunities issue then talk to your tutor.  We also welcome your suggestions of where you think improvements can be made.  

Full copies of the Equal Opportunities Policy are available in the Learning Resources Centres, from personal tutors or on the College intranet.

Student Disciplinary Procedures

We all want to make the College a safe and secure place where learning can flourish in a relaxed and enjoyable environment. But there will always be a small minority who breach the rules. The College has a disciplinary procedure for students which provides a framework for students to be disciplined for breaches of the College rules.

Where students are in breach of the code of conduct then action will be taken by the Tutor or Divisional Head.

The following are examples of unacceptable behaviour within a programme of study:

Persistent lateness or unexplained absence.

Persistent failure to hand in written work.

Disruptive behaviour in class.

Disobeying safety instructions.

Disobeying reasonable requests from staff.

Examples of breaches of the code of conduct include:

Use of bad or discriminatory language.

Conflict with other students.

Refusal to comply with any reasonable request from College staff.

Any action which threatens the health and safety of yourself or others including disobeying safety instructions or persistent flouting of the non-smoking status of the College.

Any of these may result in:

Stage 1:
An informal discussion between yourself and your tutor.


If there is no improvement
Stage 2:  
A verbal warning from your Tutor.


If there is no improvement
Stage 3:
A final verbal warning from your Tutor.



If there is no improvement

Stage 4:
A written warning from the Divisional Head.



If there is no improvement

Stage 5:
A final written warning/possible suspension from the Assistant Director of Faculty.



If there is no improvement

Stage 6: 
A formal review by the Director of Faculty which may result in your permanent exclusion from the programme and/or external examinations or assessments.

If you are having difficulties with any aspect of your course for personal reasons, then your Personal Tutor, the College Counsellor, the Student Liaison Worker and the Student Union are all there to support you.

If you find yourself involved in the disciplinary procedure, you are strongly advised to arrange for someone who can support you to attend any disciplinary hearing you may be invited to attend.  This can be a friend or relative – if you have no-one then ask for support at Student Services or the Student Union.

All allegations will be investigated before any disciplinary action is taken. You will be told clearly what is being alleged. You will have the opportunity to answer any allegations.

Alternative Procedure in Cases of Serious Misconduct

Students are not automatically entitled to informal and formal warnings. If the offence is deemed serious enough then action to suspend or exclude may be taken immediately. Where students are involved in criminal activities or are suspected of having broken the law, the police may be involved.

The following are examples of gross misconduct which could mean you being involved in disciplinary procedures which could result in permanent exclusion from the College and/or criminal proceedings.

Physical violence against another person

Deliberate damage to college properties

Theft

Personal harassment (e.g. Racial, Sexual)

Drug or alcohol abuse

Threatening behaviour

In cases of serious misconduct a member of the Senior Management team or a delegated representative may tell a student, pending further enquiries to leave the premises immediately.  The student must be told when to return to College, to whom and where they should report. This will be confirmed by letter (a copy sent to parents, guardians in the case of students under the age of 18).

The member of the Senior Management team involved must report this action to the Vice  Principal – Teaching and Learning who will make arrangements for an investigation to take place.

Statements will be taken from witnesses as soon as possible after the incident.

Appeals

You have the right to appeal against any sanction(s) imposed on you.

Appeals should be made in writing to the Vice Principal Teaching and Learning in the case of written or verbal warnings, suspension or exclusion.

Customer Comments

The staff at Castle College are committed to providing you with a high quality service. We can only achieve this by listening to you, our customer, informing you of what we are doing and more importantly taking note of your comments and suggestions. If you have a suggestion for improvement, a complaint or you want to praise any of the College services then fill out a Customer Comment form and return it to a member of Student Services.  Feedback is sought on conclusion of your module via an emailed link, which we encourage you to complete, as your comments help us to improve our services.
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