Student Helpcard

	Advice for Students 
	

	What and where is the Student Advice and Support Service?
Who can provide advice on academic appeals and complaints against the University?


	
	It is a free advice service for all students at the University, located in the Student Support Centre.  It offers advice on a wide range of issues including student money advice, help with housing problems and advice on visas and other issues for international students.  Contact the Student Support Centre call (01509) 222058 or see website for further information.

Student Voice based in the Students’ Union can provide free, independent advice and representation for students who are in dispute with the University in areas of academic misconduct, impaired performance, academic appeals, student disciplines and formal complaints. 

	What and where is the Student Handbook? 

	
	It is a handbook containing a wealth of information. The Student Handbook is available on the web. 
Academic departments also produce a Student Handbook for students in the department which is available on the department’s website; hard copies are also available in each department. 

	Accommodation 
	

	I want to get a flat to rent. Where do I go for advice? 
	
	Go to the Student Accommodation Centre – for details of University approved on and off campus accommodation, staff are always available to advise. 

	I'm having trouble with my landlord. Where can I get help? 
	
	From the Student Accommodation Centre for help and advice or from the Student Advice and Support Service for more complex issues. 

	Where can my parents stay when they come to visit? 
	
	The Student Accommodation Centre offers visitors and short-stay accommodation on campus; go to http://accommodation.lboro.ac.uk/visitors.php   You will also find details of University hotels at http://accommodation.lboro.ac.uk/hotels.php

	Careers and Jobs 
	

	Where can I get information on part time work and placements? 
	
	There are several sources: The Students’ Union (Student Employment Exchange); the Careers and Employability Centre’s website (which has placement opportunities as well as part time work) and its Resource and Information Room and website;  imago Services offer jobs on campus to students (bar and shop work, food service, office work).  Departments have placement tutors who can advise on year-long placements within degree programmes. 

	Who can help me think about my career/further studies? 
	
	Principally the Careers and Employability Centre (Herbert Manzoni Building) (01509) 222039. Ask to see a careers adviser or book a quick query slot online via the Careers website using Careers Online.  You might also like to find out more about the Loughborough Employability Award and information is available via the Careers website. 

	Do I have to know what I want to do in advance? 
	
	No. That's one of the things that the Careers staff will help you with. 

	Who will check my CV? 
	
	Contact the Duty Adviser, Careers and Employability Centre (01509) 222039 or book online through the Careers website using Careers Online

	What jobs do graduates get from my course? 
	
	This information is available on the Careers and Employability Centre website under the section What Loughborough University graduates do. 

	Disabilities and Additional Needs 
	

	What do I do if I have a disability? 
	
	Contact the Disabilities and Additional Needs Service (DANS) on (01509) 222770, email DANS@lboro.ac.uk or call into room K1.04 in the Herbert Manzoni Building. 

	What support can I receive? 
	
	Support is individually tailored to help you access all aspects of your course and university life.  Contact DANS to discuss your needs and see our website for more information: www.lboro.ac.uk/disabilities/ 

	What about any costs involved? 
	
	Most students apply for funding from the Disabled Students Allowance via their Funding Body.  Social Services help with costs incurred for personal care. If the cost is greater than the funds available DANS can help you to apply to the university hardship fund or to external bodies. 

	Finance 
	

	Where do I get my loan/grant cheque? 
	
	Student Loans are now processed by BACS transfer directly into your bank account.  If you have any queries please contact the Student Enquiries Desk call (01509) 222491 or email: studentenquiries@lboro.ac.uk

	Where can I pay my fees? 
	
	Visit the Finance Office or pay your fees online at http://www.lboro.ac.uk/admin/financial/pages/online_payment.htm
Enquiries can be emailed  to student-finance@lboro.ac.uk 

	Where are there cash machines on campus? 
	
	There are cash machines in and around the Students’ Union, Edward Herbert Building, Purple Onion shop and Elvyn Richards bar. 

	What if I have problems paying my fees? 
	
	Please contact the Finance Office, email enquiries to  student-finance@lboro.ac.uk or contact the Student Advice and Support Service  for help. 

	What if I am having difficulty applying for or arranging a loan for my tuition fees? 
	
	Contact  the Student Advice and Support Service (in the Student Support Centre) call (01509) 222058.

	How do I apply for hardship funds? 
	
	Contact  the Student Advice and Support Service (in the Student Support Centre) call (01509) 222058.

	Where can I get a council tax exemption certificate and letters (for banks, LEA etc.)? 
	
	Student Enquiries Desk, Admin 2  email enquiries to studentenquiries@lboro.ac.uk

	Can postgraduate research students get help with attending Conferences?
	
	Yes, the Graduate School has a Conference Fund to help those who are unable to get funds elsewhere; full details are available on the Graduate School website

	Health 
	

	Where do I find a doctor? 
	
	In the Medical Centre call 0845 0450557 or (01509) 222061. 

	Where do I find a dentist? 
	
	At the Student Union building call (01509) 261602.  For information on finding an alternative local dentist who can offer treatment under the NHS see:

www.nhs.uk/servicedirectories/pages/servicesearch.aspx


	Where do I find an optician? 
	
	At the Student Union building call (01509) 231006 or alternatively details of opticians in the Loughborough town centre are available by searching the Yellow Pages. 

	I'm worried about HIV/AIDS. Who can help? 
	
	There are several places to turn to: The Medical Centre  0845 0450557 or (01509) 222061.  The Counselling Service (off Car Park 5) (01509) 222148 or email ucs@lboro.ac.uk   An external organisation called LASS on (0116) 255 9995.

	Who can help with mental health problems? 
	
	You can approach one or all of the following.  The Counselling Service offer therapeutic support call (01509) 222148, email ucs@lboro.ac.uk or call in to book an appointment.  The Mental Health Support Team, offer practical help and liaise with academic departments, call 01509 228338, email d.p.doran@lboro.ac.uk or call into our offices located near the LU Fitness Suite.  The Medical Centre, can help with NHS care via your doctor, call  0845 0450557 or (01509)  222061.

	IT Support
	

	Is there support for my personal computer, mobile or games console on campus? 
Can I buy a computer or cheap software from IT Services?


	
	Yes, IT Services offer a free PC Clinic in the ground floor of the Haslegrave Building.  The PC Clinic can help you with software and hardware problems.  Our partner technicians, The IT Pit-Stop, can repair hardware failures at very reasonable rates. http://www.lboro.ac.uk/it/pcclinic/
Information and advice on purchasing a computer and obtaining software at discounted rates, for students, can be found on the IT Services’ website at: http://www.lboro.ac.uk/it/purchase/studentpc.html
A certain number of software packages are available free to Loughborough students, including antivirus and statistics packages.

See website for full details: http://www.lboro.ac.uk/it/software/index.html
http://www.lboro.ac.uk/it/security/antivirus-free.html

	How do I get an email address? 
	
	All students are automatically given an email address by IT Services at the start of term. 

	How do I read my University email from home? 
	
	Direct your browser to http://mail.student.lboro.ac.uk

	Can I get help on IT matters by email? 
	
	Yes, email the IT Service Desk at it.services@lboro.ac.uk

	
	
	

	What do I do if things go wrong with my Hall Network Service (HallNet)? 
	
	If the problem is with your computer drop into the PC Clinic in the Haslegrave Building.  If you have a problem with your network port, contact the IT Service Desk, it.services@lboro.ac.uk or call (01509) 222333.

	Is there a wireless network that will allow me to use my laptop around campus to access University IT services and the Internet?
	
	Yes, there is.  To configure your computer or mobile device to use our wireless network follow the instructions at: http://www.lboro.ac.uk/it/wireless/

	Where can I access a computer?
	
	Full details are available from IT Services labs webpage:  http://www.lboro.ac.uk/it/labs/


	International Students
	
	

	The stamp in my passport says I must register with the Police.  How do I do this?


	
	The Student Advice and Support Service (in the Student Support Centre) can help you to register with the Police.  They also arrange for the Police to register students on campus during the summer pre-sessional courses and at the beginning of term in October.  Please contact the Student Support Centre for further details call (01509) 222058.  

	What can the Student Advisers help with?
	
	Student Advisers can provide international students and their families with assistance and advice on a range of issues including visas and police registration, banks and finance, health and well-being and other issues.  They can also help with personal or family problems and advise you of other support services within the University.

	Where can I get help with my English?
	
	The English Language Support Service offers support to students whose first language is not English through in-sessional classes and some one-to-one support.  Details are available at: http://www.lboro.ac.uk/service/studentsupportcentre/elssindex.html


	Learning/Studying
	

	I want to change course. Where do I start? 
	
	Talk to your departmental Tutor or contact the Careers and Employability Centre (Manzoni Building) on (01509) 222052. 

	I am struggling on my course. I think I may have dyslexia. Whom should I contact? 
	
	Contact the Disabilities and Additional Needs Service (DANS) on (01509) 222770, email DANS@lboro.ac.uk or call into room K1.04 in the Herbert Manzoni Building. 

	Where can I get help for study problems and for exam panic? 
	
	Contact either the Counselling Service (01509) 222148 in the house off Car Park 5 near the Edward Herbert Building or email ucs@lboro.ac.uk or the Mental Health Support Team on (01509) 228338 or email d.p.doran@lboro.ac.uk.  The Library offers a range of support for study skills such as note taking and revision (including workshops, advice sheets, planning sheets and books).  More information can be found at: http://www.lboro.ac.uk/library/skills/studySkills.html   

	I'm having problems with the Maths and/or Statistics part of my course. What can I do? 
	
	Visit the Mathematics Learning Support Centre (MLSC).  We offer our services from two locations; W1.42 (West Park) and A.0.39 (Central Park).  Visit our website (http://mlsc.lboro.ac.uk), to find out which centre you should be using and to view the timetables (showing when help is available).  Maths help is available at both centres (depending on your department) and Statistics help is available in A.0.39.  Experienced teaching staff are available and no appointment is needed.

	Where do I get an impaired performance claim form? 
	
	Impaired performance forms are available from the Examinations website 

	Can I book a room for myself and some fellow students to discuss a group assignment we have been set?
	
	Yes, you can book a room for group or individual study via the Library website: http://www.lboro.ac.uk/library.                        Study rooms for postgraduates are available in the Stewart Mason and Keith Green buildings.

	Library 
	

	I need help to find an e-journal reference I have been given.  What should I do?
	
	Visit Information and Enquiries Desk in the Pilkington Library,    email "Ask a Librarian" or ring  (01509) 222360.

	Can I get help accessing or searching electronic  databases? 
	
	Yes. Visit the Information and Enquiries Desk in the Pilkington Library

	Can I print documents in the Library?
	
	Yes, there are networked colour and black and white printers on all three floors of the Library.  For further information go to http://www.lboro.ac.uk/library/services/it.html#print or ring (01509) 222360.

	I have a query about my book loan.  What should I do?
	
	Visit the Issue Desk in the Pilkington Library or ring (01509) 222361.

	I am concerned about using the Library as I have dyslexia.  Can Library staff help?
	
	Yes, the Library has significant experience in assisting people with different needs.  Contact the Library’s Disability Coordinator on (01509) 222350.

	Personal Problems 
	

	Who can help with things like depression, relationships, anxiety, eating disorders, sexuality? 
	
	The Counselling Service cover these and a wide range of other issues. Visit their house in Car Park 5 near Edward Herbert Building 9am-5pm weekdays. Their webpage also has a list of other helping agencies such as Samaritans.  The Mental Health Support Team provide practical advice and assistance on these and a wide range of issues tel (01509) 228338 or email d.p.doran@lboro.ac.uk 

	Is counselling confidential? 
	
	Yes the counsellors work to the highest level of confidentiality. We adhere to the British Association for Counselling and Psychotherapy Ethical Framework.

	I'm being harassed. Whom can I talk to? 
	
	Confide www.lboro.ac.uk/confide the on campus harassment and bullying support network exists for this purpose.  The Counselling Service (off Car Park 5) can also help.  For cases of religious harassment you may prefer to contact the Chaplaincy (Brockington Bldg) on (01509) 223741.

	I don't know what's wrong. Everything seems OK, but I just feel awful. Who can help? 
	
	The Counselling Service help a large number of students like this.  Also the Chaplains are always available.  You can also contact Student2Student  a student run email service offering emotional support and advice on any issue.  The service is entirely confidential.

	I've come from abroad and feel lost here. Who can help? 
	
	The Student Support Centre can offer help and advice with regard to settling into life in the UK email advice@lboro.ac.uk  Alternatively, the International Students Association (based in the Student’s Union) can offer support. 

	Religion, Spirituality and Faith
	
	

	I am keen to be able to express my faith and/or explore spirituality and religious beliefs whilst I am at Uni. Can anyone help me with this?
	
	Yes.  The Centre for Faith and Spirituality and the Chaplaincy can help you to meet up with people of similar interests and there are rooms available for meetings that can be pre-booked.  There are also a number of student faith groups on the campus.  Further information can be found on the Chaplaincy website – http://www.lboro.ac.uk/service/chaplaincy/ or email chaplaincy@lboro.ac.uk or contact the Chaplaincy Administrator on (01509) 223741.

	I've got questions about the meaning of life, suffering, my own personal problems etc. Who can help? 
	
	The Chaplains are always available - either at the Chaplaincy (Brockington Bldg). (01509) 223741 or at their homes.  For contact details see the Chaplaincy website.

	Are there church services on campus?
	
	There are regular services every week-end in the University Chapel and there are a number of special services held throughout the year.  Contact the Chaplaincy  (01509) 223741 or see the website. 

	Is there a Muslim prayer room on campus?

Are there facilities for other faiths on campus?
	
	Yes, it is in the Centre for Faith and Spirituality in the Brockington Building .  For times of prayers and other activities contact the Loughborough Students Union Islamic Society.  Details can be found on the Chaplaincy website or email lsuis@lsuis.com
Yes, the Centre for Faith and Spirituality includes a suite of rooms that are regularly used by the Jewish, Hindu, Sikh and Buddhist groups. 

	Print and Media 
	

	Where can I get copying and printing  done? 
	
	Design and Print Services provides a high volume, fast turnaround printing service for both colour and mono printing and copying.  You will need to ensure that your files are ‘print ready’.  The Print base is located in the Herbert Manzoni Building (opposite the EHB).  Call in between 8.30am and 5.00pm every week day with hardcopy, disk or memory stick, or email your files to print@lboro.ac.uk
Contact (01509) 222249 or email print@lboro.ac.uk for more details. 

	Where can I get my project or thesis bound?
	
	Design and Print Services provides “while you wait” wiro or plastic comb binding.  There is a 24hr turnaround on perfect binding.  For hard back thesis binding allow 5 working days.  They are based in the Herbert Manzoni Building (opposite the EHB).  Contact (01509) 222249 or email print@lboro.ac.uk for more details.

	Where can I get large format colour posters printed?
	
	Option 1- Premium Service
Design and Print Services has a professional eight colour format printed which can print posters on plain or photographic paper.  We also provide a laminating service.  Call in between 8.30am and 5.00pm every week day with your artwork on disk or memory stick, or email your files to print@lboro.ac.uk  large format posters are usually ready within 24hrs.

Option 2 – Budget Service

Design and Print Services have standard large format printers which can print posters in sizes from A2, A1 and A0 on plain or photographic paper.  We also provide a laminating service.  Send your files directly to the print queue from the PC Clinic or from any IT Services Lab.  Call in between 8.30am and 50.00pm every week day to collect your poster.  Large format posters are usually ready within the same day, depending on print queues.

Contact (01509) 222249 or email print@lboro.ac.uk for more details

	Where can I get photos from my digital camera printed?
	
	There is a “Photo-Me” machine outside the Design and Print Services reception in the Herbert Manzoni Building (opposite the EHB).

	Can I hire AV equipment?  - move to FM
	
	Data projectors, flipcharts and other equipment can be hired from Teaching Support in Media Services based in the Stewart Mason Building, email teachingsupport@lboro.ac.uk or call (01509) 222199.

	Can I copy tapes and disks? 
	
	Design and Print Services have copying and conversion facilities.  Contact (01509) 222197 or email designandprint@lboro.ac.uk for more details.

 

	Security 
	

	What is Campus Watch? 
	
	It's a helpline to ring if you see something suspicious or need to report a crime or theft. On campus: ext. 222141. Off campus: Free phone 0800 526966. 

	Where do I enquire about lost property? 
	
	At the Security Gatehouse (by the main entrance) ext. (01509) 222141. 

	Where do I go to replace my ID card? 
	
	Academic Registry Student Enquiries Desk, Admin 2 (01509) 222472. 


	Shops 
	

	Where are the nearest post offices? 
	
	On campus: The Mail Room, Herbert Manzoni Building (01509) 222034 will be glad to help. Off campus: Sub-post offices are on Ashby Road (going towards town), Sharpley Road and Forest Road. 

	Where are the nearest chemists? 
	
	Medicine Box, the University’s Pharmacy is located next to the Students’ Union building tel (01509) 635150, email medicine.loughborough@npanet.co.uk
There are also chemists in the Sainsbury's store (going towards town) and on Sharpley Road. 

	Where are the nearest general stores? 
	
	On campus:  The FUEL Box in the EHB, the shop in the Student Union Building and the Purple Onion shop in the student village (Near Whitworth Tower).  Off campus: the nearest small general store is on Forest Road (near the end of Benscliffe Drive). 

	Sports and Leisure 
	

	How do I book sports facilities? 
	
	The Sports Development Centre website provides information regarding the booking of sports facilities. 

	How do I join a campus club or society? 
	
	Information regarding the Students' Union Clubs and Societies is available on the Student's Union website. 

	Where is the Swimming Pool? 
	
	The 50m University swimming pool is located near the main entrance on Epinal Way.  The Swimming Pool website has more information. 

	Where can I find out about local sport and leisure clubs? 
	
	Loughborough Town Library in Granby Street has notices and lists of many local clubs and societies.

	Travel 
	

	What number should I ring for a taxi? 
	
	You can find the details of local taxi companies by searching the Yellow Pages.

	How do I book a minibus? 
	
	Contact the Students Union Reception. 

	Is there a campus bus service? 
	
	Yes. The number 7 Bus runs to town and on to the Railway Station very frequently.  You can see the University Shuttle timetable on the Kinch Bus website. 

	Where can I get train timetable information? 
	
	Ring 08457 484950 (enquiries only) or 08457 125678 (for information and booking with Midland Mainline). The website for all timetables and bookings is National Rail. 

	Who can help me with overseas travel? 
	
	STA Travel Bureau is situated in the Student Union Building ext. (01509) 224389 or (01509) 234797. 

	
	


	Useful Dates 

Useful dates are published here. 


Web Pages
Useful services for students are listed here.

The Academic Registry website also provides useful information for all members of the University.     
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