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This guide provides you with some essential information 
about study and life at Belfast Met. Please read this guide 
carefully to make sure you understand some of our policies 
and processes which may affect you as a student at the 
College.

At Belfast Met you’ll find a wide range of courses to choose 
from to equip you with the skills and qualifications required to 
achieve your goals. Our expert academic and support staff 
are here to help and inspire you to reach your potential.

When you arrive, you’ll find a lively, welcoming environment 
full of new experiences and exciting challenges. Our students 
tell us it’s the grown up atmosphere, the diversity of our 
student population and our huge choice of courses that make 
Belfast Met a great place to learn. 

We have new and updated campuses right in the heart 
of Belfast - at our convenient city centre Millfield campus 
and at our Titanic Quarter campus located at the centre of 
innovations in science, creativity, media and tourism. And 
with our E3/Springvale and Castlereagh campuses, we have 
Belfast covered.

Welcome to Belfast Met
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Student Funding provides advice and guidance on 
funding opportunities that may be available in support of 
your studies. We aim to inform you about the range of
financial assistance available, the relevant criteria and how you  
can access these funds.

Our Student Funding Service will be available to:
• Provide you with one-to-one advice and guidance sessions on Student Funding.
• Assist you in the completion of External Student Funding Applications  
 such as EMA and Student Finance NI Applications.
• Advocate on your behalf to External Student Funding bodies to   
 ensure you get all the help you are entitled to.

As well as offering financial advice and guidance, Student Funding is 
responsible for processing four internal student funds:
• Hardship Fund
• Care to Learn
• Higher Education Bursary
• Family Action

We are available at Titanic Quarter, Millfield and Castlereagh Campuses at set 
times to accept applications and answer queries you may have about these 
internal funds (including telephone queries). To enable staff to process these 
funds as promptly as possible for you, Student Funding will remain closed at 
all other times outside of the set opening hours. Students may email queries 
directly to studentfunding@belfastmet.ac.uk and should normally expect 
to receive a response within three working days.

Titanic: TQ.1.029 : Mon 9.00am – 4.30pm & Friday 9.00am – 4.00pm 
(Closed 12.00pm – 1pm)
Millfield: B1/L2/Rm14b : Tues 9.00am - 4.30pm & Thurs 9.00am – 4.30pm 
(Closed 12.00pm – 1pm)
Castlereagh: CC5 G031 (Student Support Hub) : Wed 9.00am – 4.30pm 
(Closed 12.00pm – 1pm)

Email: studentfunding@belfastmet.ac.uk
Tel: 028 9026 5183

At Belfast Met we welcome and encourage applications 
from students who have a disability, learning difficulty or long term medical 
condition. We are committed to ensuring that you have an equal opportunity 
to gain the maximum benefit from your experience here at the College. We 
are a dedicated, professional team who operate on all College Campuses. 
We have a range of specialist services that we can offer while you are in 
College. So please, get in touch!

How can we help?
The College will make every reasonable effort to provide support to meet 
your specific needs such as equipment and software loans, personal 
support and support in examinations.

We can:
• Provide you with pre-entry advice and guidance
• Assess and review your support needs whilst at College
• Provide you with additional support
• Provide you with information on other external services

We tailor all of the support to best fit your needs. All you need to do is 
let us know that you need support and provide evidence confirming your 
disclosure.

Do I have to tell you about myself?
We do encourage you to let us know about your support requirements as 
we hope to be able to assist you in having a great experience at Belfast Met. 
To start the process simply complete the Learning Support Referral Form 
(LS1). We guarantee that your information will be treated with the utmost 
confidentiality and will only be shared with your approval. If you feel unsure 
about letting us know, we will not be able to provide support on course or 
in examinations. However, it is your right not to disclose.

Download the Learning Support Referral Form (LS1) from our website or 
contact us:

Email: cild@belfastmet.ac.uk
Tel: 028 9026 5097

Student Funding Inclusive Learning
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Access to Personal  
Information/ Data Protection

Belfast Met is required to process information regarding every student 
and potential student to administer your studies and applications, 
provide you with progress and support, for strategic planning pur-
poses, to ‘fulfil its statutory obligations, and duties to our sponsoring 
department (Department for the Economy). Belfast Met also has a re-
sponsibility to protect and administer public funds, audit and prevent 
and detect fraud. We also share information with your parent/legal 
guardian (in certain circumstances), and other third parties e.g. MIAP, 
UCAS, Department for Economy, Awarding Bodies, Funders, Access 
NI and for safeguarding purposes.

We ensure the information collected is used fairly, stored safely and 
not disclosed unlawfully. At no time will your personal information be 
passed to organisations for marketing or sales purposes (however, 
it will be used to make you aware of opportunities at Belfast Met).
Further information can be found on the Privacy Notice on the internet 
www.belfastmet.ac.uk/about-us/corporate-information/priva-
cy-policy/

Students must keep their records accurate. This can be achieved by 
carefully checking application and enrolment forms and by informing 
the College of any subsequent changes, such as change of address, 
identity changes, emergency contact details, any criminal conviction 
etc. You have the right under the General Data Protection legislation 
and the Data Protection Act 2018 to access your personal informa-
tion. However, legal exemptions may apply which means that you 
may not see all of the information we hold. We will advise you of the 
reason if this happens.

If you have any concerns or want to request access to your personal 
information, please write to: Corporate Development, Belfast Metro-
politan College, Castlereagh Campus, Montgomery Road, Belfast, 
BT6 9JD. Alternatively, send an email to:  
dataprotection@belfastmet.ac.uk
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Careers and  
Employability Service

The Careers and Employability Service offer a professional, impartial 
and confidential careers education, information, advice and guidance 
service to support you to make effective career decisions and plan 
your next steps.

Services provided:  

Careers Advice and Guidance
• 1:1 careers guidance to enable you to explore careers options           
       and develop career planning skills.
• Drop-in service for careers guidance queries
• E-guidance available at careers@belfastmet.ac.uk 

Careers Information
• Careers Resource Centres on each of the main sites with access    
       to a wide range of books, guides and magazines on job, study     
       and training
• Online Careers and Employability Tools to explore careers,  
      develop employability and career decision making skills

Careers Events
• On campus careers and employer fairs
• Employer presentations, subject-specific careers awareness     
       events and careers workshops

Job Shop / Student JobBank
• Support in finding employment off-campus
• Apply to join the Student JobBank to access part-time job   
 opportunities on campus

Email: careers@belfastmet.ac.uk 
Tel: 028 9026 5066



Cancellation of course 
before it starts

The College will make every effort to run the advertised courses 
and programmes. However, all courses must have a minimum 
number of students to run and, on occasions, some classes may 
be combined. If the minimum number of students on a course is 
not reached, the College reserves the right to withdraw the course 
or a specific course element. In other cases, classes may have 
to be cancelled. The relevant Curriculum Team, supported by the 
College’s Learner Success Teams, will provide personalised support 
to students to find alternative programmes at Belfast Met to continue 
their studies or to help with applications to other providers.Where an 
‘Apply only’ course is cancelled, applicants will be invited to apply to 
another course and the date of their original application will be applied 
to the new application.

Course closures will be managed through Belfast Met’s Course 
Change/Closure procedure at www.belfastmet.ac.uk/about-us/
corporate-information/public-documents/
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Belfast Met recognises that there is a difference 
between physical sex and gender identity/ expression. Belfast Met  
will at no time discriminate against people on the grounds of their 
gender identity/ expression, including their transgender status. Where 
this document refers to ‘trans people/ students’, it has in mind 
anyone whose gender identity is different from the gender which they 
were assigned at birth.

All students, whether full-time or part-time, must notify the College if 
they are transitioning. This is because the College has a duty of care 
to ensure that all students are supported at all times.

To help us to provide that support, a student who is changing 
their identity must advise the College as soon as possible before 
application or after enrolment.

We understand that it might be problematic for trans students to 
produce official documentation such as photographic identification 
and birth certificates at enrolment and exam time. We therefore have 
in place a separate, confidential disclosure process to support trans 
students. However, if we are not aware of your status, we will be 
unable to provide this support.

For confidential disclosure, contact the Head of Student Support  
email: studentsupport@belfastmet.ac.uk

Please also see the following documents available on our website:

Transgender - Information leaflet for students
Transgender Equality - Policy Statement
Transgender Disclosure - Process Flowchart
Roles and Responsibilities 

Transgender Students

Complaints and 
Compliments

If you have a complaint or compliment, please refer to the College  
‘Complaints and Compliments Policy’. This is available at:  
www.belfastmet.ac.uk/about-us/corporate-information/pub-
lic-documents/

Any complaint will be dealt with fairly, effectively and confidentially.  



Changing Course 
Location or Content

Belfast Metropolitan College has endeavoured to provide you with 
information on your programme including content and location and 
will not change these unless necessary. 

Any necessary course changes will be managed through Belfast 
Met’s Course Change/Closure Procedure.This is available at: www.
belfastmet.ac.uk/about-us/corporate-information/public-
documents/  

Please note that the course location referenced may be the primary 
location for your studies and you may also have to attend at an 
alternative campus. This information will be clearly communicated to 
you at the time of enrolment.  

If the location is changed during your course of study, the College 
will make every effort to notify you as soon as possible to minimise 
any inconvenience this may cause.  In all cases where there is to be 
a programme change, the College will communicate with applicants 
and students affected by this as soon as it has been approved. 
 
In most cases this will be the academic year before the change 
happens. However, there are limited circumstances where changes 
need to be made with less notice as stated in the Course Change/
Closure Procedure (please see above).

Changes to the Terms 
and Conditions

Belfast Metropolitan College may change the Terms and Conditions 
at any time but only under exceptional circumstances. Therefore, it 
is advised that you retain a copy at the time of Enrolment for your 
records. 

The College will continue to review these Terms and Conditions using 
information obtained from the Student Council (e.g. via the Student 
Voice), from student surveys, and feedback from our Awarding 
Bodies, QAA, ETI, Partner Universities and our Quality Assurance 
forums.

Please visit the College’s website regularly as any amendments to the 
policies and procedures referred to in these Terms and Conditions will 
be made available on the College website.
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Belfast Met Terms and 
Conditions for Enrolment 
and Application 2019/20

Terms and Conditions for enrolment and application will apply to all 
potential and existing learners. The Terms and Conditions are issued 
in relation to enquiries, applications and/or enrolments at Belfast Met.

These are available at: www.belfastmet.ac.uk/about-us/corpo-
rate-information/public-documents/



Health and Safety

Belfast Met recognises and accepts its responsibilities 
to comply with the statutory duty requirements under the Health 
& Safety at Work (Northern Ireland) Order 1978 and subsequent 
regulations, to ensure, so far as is reasonably practicable the health, 
safety and welfare of all employees, learners and visitors. 
The College’s Health & Safety Policy can be viewed at  
www.belfastmet.ac.uk/about-us/corporate-information/public-
documents/
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Only designated staff employed either by the 
College or a third party will have access to information for processing 
purposes. We will protect this information and use it to help improve 
our services and to monitor fair participation. Information provided 
by all students will be collated centrally and statistical information for 
each of the groups will be produced for analysis by the organisation 
for legislative and service improvement purposes. The personal 
information you provide will only be accessible by staff involved 
in supporting applicants/students, as well as staff participating in 
activities related to marketing and research purposes. It will not be 
generally available to others within or outside the organisation unless 
there is a legal requirement for us to do so and the data protection 
legislation permits this.

Monitoring Information

Criminal Disclosures

Belfast Met actively promotes equality of 
opportunity for all and welcomes enrolments from a wide range of 
students including those with criminal convictions. However, in order 
for the College to manage any risk that you may pose, you must tell 
us about any unspent convictions.  For certain courses, you must 
disclose all criminal convictions. 

To do this, please complete a Criminal Offence(s) Disclosure Form or 
an Enhanced Criminal Offence(s) Disclosure Form – both are available 
at: www.belfastmet.ac.uk/life-at-the-met/students-support/  
or by contacting the Safeguarding Administrator on Tel: 028 9026 
5184. Follow the instructions contained in the form telling you how to 
complete and return the form to us.    

By disclosing criminal convictions, it is unlikely you will be excluded 
from the application/enrolment process. However, the College will 
analyse the risk that you may pose and determine whether or not 
we can manage it. This is a separate and confidential process to the 
admissions process in keeping with the Data Protection principles. 
You will be advised about the outcome of this process separately 
and as quickly as possible. You should not discuss your criminal 
disclosure with your course team / fellow students. 

To find out more information and guidance on conviction disclosure 
please contact NIACRO on Tel: 028 9032 0157.
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Promoting Equality 
and Diversity

Belfast Met believes that everyone has a right to study in a 
harmonious welcoming environment. We are committed to creating 
and ensuring an atmosphere where learners, customers, staff, 
governors and other stakeholders celebrate equality and diversity in 
all activities. We respect all our students, staff and service users, and 
we celebrate our similarities and value our differences. We seek to 
provide a supportive learning setting which demonstrates respect for 
and acceptance of difference. 

www.belfastmet.ac.uk/about-us/corporate-information/ 
equality-and-diversity/

Unpaid 
Student Fees

Unpaid student fees will either be referred to a Debt Recovery Agency 
for recovery or placed with the Small Claims Court for judgement 
and payment. Costs associated with procedure will be added to your 
account. If you cancel your Direct Debit agreement after your course 
has begun, you will be regarded as a debtor until your unpaid fees 
have been recovered.

Payment 
of Fees

Students responsible for their own fees must pay at the time 
of enrolment by credit or debit card, or by direct debit.  If fees are 
being paid by an employer or another agency, written confirmation of 
this must be provided at the time of enrolment.  

Non EU learners & 
Tier 4 compliance

The College welcomes applications from international students.  
Applications and enrolments will be processed in accordance with 
United Kingdom Visa & Immigration (UKVI), Belfast Metropolitan 
College International Admissions policy and procedure and any 
special requirements set out by our Partner Universities.

Direct Debits

Direct Debits will normally be taken at the beginning 
of the three consecutive months after your enrolment. For example, 
if you enrol on 1st September, direct debits will be taken from your 
account in October, November and December. 
The full policy is available at: www.belfastmet.ac.uk/about-us/cor-
porate-information/public-documents/



Refund Policy/
Early Withdrawal 
from a Course

Tuition fees must be paid in full and cannot be refunded. 
The exceptions to this are as follows: 
 
1. Where a course/session is cancelled by the College, students 
will be offered either a place on a suitable alternative course or a full 
refund. 

2. If a student has provided written notification to the College at least 
five working days before the course starts to confirm that they will not 
be attending, a full refund will be offered. 

3. If a change to the time, day or evening meeting of the class means 
that the student is unable to continue attending, a refund will be 
issued if the student’s written request is received within 20 working 
days of the change. 

Other refund/cancellation applications will be considered only in 
exceptional circumstances by the Director or the Head of Finance. 

For full Terms and Conditions please refer to:
www.belfastmet.ac.uk/full-time/fees-and-finance    
www.belfastmet.ac.uk/part-time/fees-and-finance    

All refunds are payable by cheque.  

Student Code of Conduct 
and Student Discipline

Existing learners must abide by the Code of Conduct. Students sign 
up to the Code of Conduct as part of their induction when paper 
copies are also made available. If you do not comply with College 
rules and regulations, disciplinary action will take place according to 
the College policy. This may result in you being unable to continue on 
your programme.
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College Disclaimer

This information is correct at the time of print however, 
it may be subject to change and no course advertised is guaranteed. 
Where a course is cancelled, applicants will be invited to apply to 
another course and the date of the original application will be applied 
to the new application. Please note that courses are delivered in 
English (unless otherwise stated). The location referenced may  
be the primary location and you may have to attend at an  
alternative campus.

General Information

The College website provides a wealth of information 
on matters which could enhance your learning.  
A Student Handbook is available at the start of each year which 
provides a wealth of information. The Student Handbook is at:  
www.belfastmet.ac.uk/life-at-the-met/students-support/




