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A Welcome from the Principal

Hello and welcome to what | pe is the start of your prosperous academic relationship with the London
Business College.

Ly 2yS 2F GKS YvY2aid SEOAGAY3I OAGASE Ay (KS 62NIRZ
independent colleges in both impact and reputation.

Our motto isW& (i NA @S T 2 andl tBikkiddS Higt iS gud §all, intimate and friendly learning
environment has made the college what it is today.

We offer the best platform for academic excellence, and | take as much pride from what my team and |
are achieving akdo in the achievements of my students.

As a student, you will always be at the heart of everything we do, and | am delighted you are considering
the London Business College as your academic choice.

I look forward to meeting you in person and doing e#in to help you realise your academic ambition.

Yours

O E Cousins

Principal
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They say that when you get tired of London, you get tired of life, and as a student in the capital, you will discover
the many beautiful things it this great city has to offer, and maybe something new about yourself too.

From the music and fashion scene, to the home of sport and the future of art, London beats with an energy that
makes it one of the most exciting capitals in the world, offeringdenhts the perfect balance between life,
education and playtime.

As one of the most cosmopolitan cities in the world, London has a rich mix of cultures, and the diverse trends and
tastes continue to attract record numbers of students from all nationalitie

London is also a tolerant city and has a proud tradition of recognising its-cuitliral roots. With events including
the world famousNotting Hill Carnival the Hindu festival oDiwali, and theChinese New Yeathe capital always
has something taelebrate.

Supported by an excellent public underground and bus service, you will always be within easy reach of something
interesting to see or do, including amazing views across London on boatdtft®n Eyethe historic royalty of
Buckingham Palacehe beauty off (i t | dzf Q Ahe pdssiok & &iNiFafe Modernand all the fun at.ondon

Zoo

[2YyR2y A& Fitaz2 K2YS (2 az2yvy$S 27 (KS wiibNdoR@ris)Waembley T Y2dza al
Stadium (football) andLords Cricket GroundAnd for the dieK  NR F22 06l ftf FlLy>X [2yR2y o2l 4ai
strongest teamsArsenaland Chelsea

If you enjoy idyllic parks and green, open spaces to cycle, walk or have a picnic in, London will spoil you with the
beauty ofHampstead HeathHydePark w S 3 S v (i anéKew Gaddenspossibly the most stunning open space in
the capitalg a definite must.

Something is always happening in the capital to suit your mood and tastes. So, whoever you are and whatever your
backgroundLondon Welcomes You
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The London Business College is conveniently located in Woolwich, in the historic surroundings of Greenwich.
Although we are young and ambitious, we have already become as popular with local students as we have with
students fom around the world.

Our mission statement has always been to offer the best platform for academic excellence, which means that when
you study a course at the London Business College, you will be studying a course that has been designed to assist
you to sicceed in industry and the modern workforce.

For International students, studying at the London Business College offers the perfect opportunity to acquire a
British professional qualification, where you can go on and use it to study in some of the laadiegsities in the
UK.

All our staff are dedicated to their roles and take pride in what they do and the way they do it. The size of the
college means that at times, it is more like a family atmosphere, and with small class sizes our students ad nurtur
in a warm and intimate learning environment.

The college will also help you find the most relevant practical work placement during or after your course.
The London Business College tuition fee is extremely competitive and full course fee detailsfeancben our
websitewww.lbcollege.ac

The College also has a history of attracting funding from government bodies like the Learning and Skills Council. We
have run a Train to Gain scheme where employees can befnefit NVQ training in areas such as Business
Administration, Customer Care, IT, Management and English. We also are committed to training in the local
community by providing Literacy, Numeracy and ESOL courses.
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Equality

The London Business College is committed to equal opportunities so that all staff and students can work in an
environment free from discrimination. The college will not tolerate anyone being treated less favourably because of
their gender, marital status, geed reassignment, pregnancy, sexual orientation, disability, race, colour, ethnic
background, nationality, religion or belief, and age. All students, staff, visitors and contractors are treated fairly and
with respect.

Disability

The college will discuseeessary requirement with individual students and reasonable adjustments will be made
for disabled student to achieve free and easy access. All students are provided with a copy of our Disability Policy.
The College has been accredited by Job Centre Bloarty the Two Ticks symbol that shows that we believe in
employing equal opportunity in our recruitment process. The five principles of the Two Ticks are:

Recruitment: To interview all disabled applicants who meet the minimum criteria for a job vacamdy
consider them on their abilities

Consulting employees with a disabilityfo ensure there is a mechanism in place to discuss at any time, but
at least once a year, with disabled employees what can be done to make sure they can develop and use
their abilties.

Retaining people who become disabledo make every effort when employees become disabled to make
sure they stay in employment.

Developing awarenessTo take action to ensure that all employees develop the appropriate level of
disability awarenessaeded to make these commitments work.

Reviewing progress and keeping people informdgach year to review the five commitments and what has
been achieved, to plan ways to improve on them and to let employees and Jobcentre Plus know about
progress and futue plans
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In Woolwich and the surrounding Greenwich borough, you will find a place to call home, where you can study hard

and play even harder. Woolwich and Greenwich has so much to offer and is enjoyed by so many people for so many
different reasons.

Ideally situated in the South East of London, Woolwich has good public transport and you can be in central London
in as little as30 minutes. It also benefits from good road and rail networks, and Lo@ity Airport can be reached
conveniently bytube, bus, Woolwich Ferry or Dockt#siLight Railway (DLR)

The borough is made up of a vibrant mix of cafes, restaurants and theatres, and remains a lively and culturally
diverse area of London. The Royal Observatory, where time began and its linkeenRbyal family is clodey, as
is Greenwich market, where you will always be able to find and pick up excellent bargains.

Woolwich town centre is only a minute away from the campus, and with clubs, bars, and traditional pubs and
restaurants serving cuiges from all around the world, Woolwich has plenty to offer all tastes.

You can enjoy the historical and world famous Cutty Sark, or spend a day in the beautiful surroundings of
DNBESYsAOK tFN]J® hNJ ¢KIF{G |o2dzi 222t ¢ an0 ks onéloMleDldiest ing KA OK
London. And for the active student, you are surrounded by fully equipped gyms, including the Waterfront Leisure
Centre, Plumstead Leisure Centre and Fitness First.

London weather is a strange beast! Temperatures fluctuatewbeh below freezing in the winter months
(Decemberg February) to scorching hot during the summer (&u8eptembey.

The cost of living in Woolwich and surrounding area is lower on average than the rest of London.
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Information, Advice and Guidance

All newand prospective learners are at the heart of the London Business College and your welfare is priority. Here
are just a few ways that the college will aid and support you for the duration of your studies. Our aim is to provide
you with the best unbiased ¢éctive support to help you make the most suitable informed choice.

Resources
A wellstocked Library with a good selection of books and reference material relevant to all programmes studied at
the college.

The college Computer Lab is equipped with kesgbed broad enabled PCs for students to access the internet for
free, to send and receivemails, and use a wide range of software.

All the information you will need for your studies is found either with your unique login to the website or on the
Collegenetwork. This includes course material, exam regulations and College policies

Programmes
The London Business College has a range of courses that are all underpinned by a sound Information Advice and
Guidance service to help you make the right choice.

Stdf are trained to be impartial and treat the students views with confidentiality. The process is focused on the
needs of the individual, whose interested are paramount. We believe that all learners have equality of opportunity
to participate in activitieshat can lead them to success. If there is any point that the student feels is not clear there

is a feedback form provided and also a suggestion box in the reception area. All views are treated with respect. We
make every effort for our courses to be acsiéte but if you feel you need extra assistance please contact your
tutor or any other member of staff. Your concern will be dealt with politely and confidentially.

From diploma, advanced diploma to post graduate diploma level and up, our administrapartehent will be
happy to take you through our portfolio of courses to help you target a programme that best suits you.

Some courses covencational training and qualifications that start at Entry Level and progress to Level 3. Subject
areas cover Busass Administration, Computing, Customer Service, English, Team Leading and Management.

For industry we provide Business Administration, Information Technology, Customer s&ioe/ICDL, Security

Guardand English (ESOL) courses that will fit in with Working practises that your company is used to. As an
Institute of Leadership and Management (ILM) centre we also provide qualifications for management up to Level 5.
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Student Support

Tutor Support

All students at London Business College receive tutppait face to face and by email. We take pride in the fact
that communication channels are always open. Any issues with course work or College matters are dealt with
promptly and within 2 working days.

Child Care

There is a good provision ohild care ad support servicetocally. If you would like a leafledr more information
please pick one up from reception or ask at reception.

Discretionary Learner Support
Discretionary Learner Suppastavailable in colleges and school sixth forms to help witinieg costsThe funds
are mainly for UK citizens and are provided by the Government.

The funds are prioritised for those who face financial hardship. They can be used to help with:

financial hardship and emergencies

childcare costs (for Ofstecbgisteral childcare)

accommodation costs, for those who have to study further than the maximum distance from home
essential courseelated equipment, materials and field trips

travel costs (for over 18s)

=A =4 =4 - -8 -4

Usethe link below formore detailsor ask for the Traininlylanager.
http://www.direct.gov.uk/en/EducationAndLearning/index.htm

Social programmes

We have a vibrant student population with many activities for you to take part in. Studemtsreouraged to set

up social groups and join together to create share experiences. The College regularly arranges tours to attractions
and historic monuments and also have corporate links for working experience.

Initial Assessment Process

Depending on gur programmewe will initially carry out an assessmewhen you start on your journey to a
qualification orare improving your skills and knowledge. This will tell us if you need any additional support with
your course, special access to the premisesstsie with using a computer because of a disability, or even a little
more time than usually required. This assessment will be confidential. If you have any issues after the assessment
please ask to speak to the Training Manager.

Referral Service
In the case of the College not being able to fully assist you we will always signpost you to another appropriate

LINE GARSNY ¢KA& YIe& 0SS 0S0OIFdzaS 6S R2y Qi LINBGARS (KS O2dzNA !

childcare, health issues, financa\vice or help from your local Councillor.
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Student Support

Health

Health treatment is offered free of charge to British citizens and overseas students attendiighnéuttourses,
although a charge is made for dental and optical treatment. Students aresextiid register with a general
practitioner and dentist as a matter of priority.

Accommodation
The London Business College will assist students in finding suitable accommodation at affordable costs. The college
also has links to local Estate and Letting#Acies.

Financial
For students requiring a bank account in the UK, the college will provide a letter confirming your student status.
If you need to pay your fees in instalments this can be discussed at your induction and arrange a suitable easy

payment gan.

Local Council Tax is payable for most residents of the UK but as an international student you are exempt.

Mature Students
There is no age limit to education and the college welcomes mature students. Some courses expect a history of
work experience bt not all, so please ask how we can help you.

London Business College Prospectus 2011-12 10




Applying for a Course

The London Business College welcomes applicants from the UK and abroad, as well as from Employers looking for a
course for their Employees.

Applying for a course at the London Busa&€ollege is easy and starts by simply downloatimgppropriate

application formfrom the link on thehomepage. You cathen complete your form onlines-mail or post itdirectly

to us, or you can print off your form, complete it and send it by pogax it. Application forms are also available by
contacting the College or visiting us on campus. There are no application deadlines but you are encouraged to apply
early aghere are onlya limited number of places available on each course.

As an inérnational studen@pplyingfor a course at the London Business College you must submit the following:

9 A fully completed application form written in block capital letters in English, or accompanied by a
certified/attested translation witl2 recent colouiPassport size phios attached.

9 Attested copies of all relevant academic certificates, transcripts and English language test results (IELTS,
TOEFL or equivalent). For more details about English Language requirementscipéeisine Home
Office websitehtt p://www.ukba.homeoffice.gov.uk/studyingintheuk/

Evidence of work experience, i.e., attested certificates if mentioned in entry requirement.
A detailed Curriculum Vitae (CV), if requested
A photocopy of your Passport.

Payment of course fees in full, or a minimum deposit of £2,500 for undergraduate and £3000 for
postgraduate applicants. Where an applicant requests a refund, all course fees will be returned less a
£150 administration fee.

9 Any additional references to support your application.

=a =4 -8 -

When you apply, please complete your application form and include all payments, as set out above. If you are
applying from outside the EEA, your suitability for the course applied for will be assesgedraability to fulfil all

entry requirements, which includes your educational history, work references where applicable, language and
academic qualifications, and ability to pay all course and maintenance fees. It is therefore essential that you provide
everything listed above.

Next stepspplease read and comply with the UKBA Tier 4 polieyva.ukba.homeoffice.gov.ukf you fulfil all

entry requirements, as above, you will receive an oéfied if you accept this, the College will issue you with a CAS.
You will need to know all the details provided on the CAS statement before you can accurately complete your visa
application.

If you have not fulfilled a specific term, such as 4payment offees, or if you are waiting for academic results, you
will be sent a conditional offer letter, which is an offer to study at the College, subject to the particular term being
fulfilled, such as payment of fees. Please allow the College seven workintp giegsess your application form.
Admission Checker

If you have applied successfully you will receive a unique reference number on your offer letter, and to verify your
place to study at the College you can simply type the reference number in the Aamsigiecker on odrome
page.

For non international students please download the Vocational Booking form and send direct to the College. We
will then, depending on the course, lead you through the appropriate enrolment procedure.
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Quality Assurance andrbnership

In its short life, the London Business College has been awarded many accolades regarding the quality and high
standard of course offered. Here are those who have officially recognised the achievements of the London Business
College.

UK Bordergéncy (UKBA)

The UK Border Agency is responsible for securing the UK border and controlling migration in the UK. They manage
the border control for the UK, enforcing immigian and customs regulations. Thajso consider applications for
permission to engr or stay in the UK, and for citizenship and asylum.

BAC

The British Accreditation Council (BAC) is an independedy ko be the national accrediting body for private post

16 education in the UK. The primary objective of the Council's founding memberd & G2 A YLINR @S I yR
standards of independent further and higher educational institutions by the establishment of a system of

I O ONXB R Mécteditatignyby BAC is recognised by the UKBA qualifying requirement for institutions wishing

to enrol students on visas

Study UK

Study UK is the official membership association for BAC accredited colleges of Further and Higher Education in the
UK. They are the voice of the UK independent college sector and work with a wide range of partners and
stakeholders worldwide to represent the interests of the sector and our memb8tgdy UK works alongside
English UK, its natural "sister" membership body for the English language teaching industry. Both organisations
share a brand and logo design alreadyoagsted with "quality UK education".

UCAS (University Clearing and Admission System)

This the organisation responsible for managing applications to higher education courses in the UK. Not only do they
process more than two million applications for ftithe undergraduate courses every year, but they help students

to find the right course. UCAS try to make things run as smoothly as possible by providing innovative online tools
which make it easier for students and higher education institutions to managéappns and offers.

Disability 2 Ticks Scheme
[2YyR2y . dzaAySaa /2ttS3S 06SSy | OONBRAGSR gAlGK GKS H
commitment to good practice in employing people with disabilities.

MATRIX quality standard for in&dion, advice and guidance services
The matrix Standard is the national quality standard for any organisation that delivers information, advice and/or
guidance on learning and work.

Investors in People (liP)

Investors in People is the national standardiethsets a level of good practice for training and development of
people to achieve their business goals. This award is a standard of achievement recognized by colleges and
universities, as well as business and industry.

EDI supporting learning and performance

EDI is an accredited Awarding Body and leading international education company with a wide range of products and
services including vocational and professional qualifications both within the UK amdatibmally through LCCI,

Goal online assessments for schools, approved training programmes for employers, an electronic assessment
delivery system, electronic portfolio package and specialist business broadband service.

Institute of Administrative Manageh(lAM)

Upon successful completion of the IAM Advanced Diploma, students can progress to the final year of a BA (Hons)
Strategic Administrative Management awarded by Oxford Brookes University. The IAM has developed this degree
with its partner, ManagememnDevelopment Partnership. This College has been granted recognition by the IAM to
offer tuition support to students studying for the degree

London Business College Prospectus 2011-12 12
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Association of Business Executives (ABE)
The Association of Business Executives (ABE)}m&#€ professional lty promoting business and management
qualifications accredit the London Business College.

Oxford and Cambridge RSA (OCR)

The Oxford and Cambridge RSA examination (OCR) is available to everyone and is respected and recognised as one
2F GKS ! YQdingboBliesRAy 3 | g

Trinity College

English is the language of the world, and at London Business College our expert and native speaking Tutors will help
you improve your English reading, writing, listening and speaking skills. This exam is set by Tringya lekeling
international examination body.

The Organisation for Tourism and Hospitality Mana@®itidM)

OTHM is the fastest growing membership and examination body for Tourism and Hospitality in the UK. OTHM offers
a wide range of professional quadtions, and their courses are designed to provide continuous professional
development to build the skills and knowledge for a successful career in tourism and hospitality. The great thing
about the OTHM is that if you are OTHM qualified, you can gaar elecess route to the London South Bank
University to study their BA (Hons) Tourism and Hospitality and their MSc International Tourism Marketing.

City and Guilds

The City and Guilds of London Institute Y& Guilds) is a United Kingdom examining and accreditation body for
vocational, managerial and engineering training, offering over 500 qualifications in 28 industry areas, spanning from
entry level to the equivalent of a postgraduate degree.

The Institute of Leadership & Management (ILM)

¢CKS L[la Aa 9dNBLISQa&a tSFRAY3I YIylraSySyid 2NHIyAalGA2y®
organisations each year to help them fulfil their potential and achigwecess through its wide range of flexible
leadership and management development solutiofisom industryleading qualifications and membership services

to specialist learning resources, all ILM products and services are built-aepih research and behenarked

against best practice standards. Supporting a -gastving community of over 30,000 practising leaders and
YEYyF3ISNEEI L[aQa YSYOSNERKALI aSNWAOSa NB RSarAdySR G2
G§KNRdzZAK2dzi S@SNBcageérl 35S 2F | YIylF3aSNRa

British Computer Society (BCS)
The British Computer Society (BCS) is the foremost industry body for IT Professionals and people in the field of
information systems. They establish the ethical and technical staisdamacticed in the profession.

London Business College Prospectus 2011-12 13
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International Students

Applying to study at the London Business College as an International student

With our flexible academic courses, affordable fees and nurturing environment, the London Business College has
established itself around the world as a wuinternational College. In March 2009, the British government
introduced the new Point Based System (PBS). This means that all students outside the European Economic Area
(EEA) applying to study in the UK must be sponsored by a United Kingdom Border Ag&n8) licensed education
institution. The London Business College is aatéd sponsor on the Tier 4 register and is licensed by the UKBA to
issue offers to and enrol international adult students, also known as general students, wishing to studyJK. the

With these new changes, all students outside the EEA must read and comply carefully with the following:

Before applying

Before you can apply for a general student visa you must have already been acceptedyta fultime course at

a licensed institution, listed on the UKBA register of sponsor. To view the full list of licensed institutions, please visit:
http://www.ukba.homeoffice.gov.uk/studyingintheuk/quickguideforstudent/adultstudents/applyingforanadultstud
entvisa/

Under the new PoirgBased System, and to qualify for a general student visa that allows overseas studéws t
and study in the UK for the duration of their course, you need 40 points.

You will receive 30 points when you are in possession of &duorission étter, which will be issued by the London
Business College. We will also act as your immigrationsgppand accept responsibility for you while you are in
the UK. A Confirmation of Acceptance to Study (CAS) number, which will confirm if an applicant has an
unconditional place at the College.

You will receive 10 points when you pass the Financial Maamtee (Funds) Test. This is set by UKBA and shows
whether youhave sufficient money to cover your course fees and living expenses during your studies. When
applying to the London Business College, maintenance depends on the length of the course ifstadyaing in or

out of London.
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Course Fee Information

For international studentstathe start of eachacademic programmeall students are required to agree a
method for payment of fees in respect of the full year programme of study, either in fldy mstalments

Fees must be paid at the time of enrolment by cash, Sterling Pound, cheque or by the method agreed by the
college

Payments made in a currency other than sterling will be subject to bank charges, to be met by the student

If you are eligibléo pay by instalments, a £5 administration fee will apply, and instalment must conclude no
later than the start of the last semester, before the end of the academic year. See Fee Schedule

All cheque and bankers draft must be made payable to the LondanéassCollege

How to apply to other programmes
Corporate, paid and funded programmes may have eligibility checks, booking conditions and inductions particular

to the course or qualification. This will be explained to you on your first contact with theg€aind you will also
be able to take away a copy of the agreement or any relevant registration documentation.

For Vocational courses, ESOL, ECDL or other testing fees are usually paid in full two weeks prior to the event.
For information about the bookg process and penalties for none payment or attendance please ask
reception or look on the website.
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How do | apply?
Youcan only apply in the country that you are a national or living in. To begin your application, download your
application form on our website

Foryourapplication to be successful, yowstsendus the following:

A fully completed application form, written in block capital letters in English or accompanied by a
certified/attested translation.

All academic certi€ates, which should be attested and satisfy the minimum entry qualifications for the
course.

A detailed Curriculum Vitae (CV)

IELTS certificate or evidence of English proficiency. For details on the English qualification required for your
course, pleaseee entry requirements.

Evidence of experience certificates, if mentioned in entry requirement.

Your bank statement naming you as the sole or joint account holder.

Evidence that you have at least £7,200 in your account for maintenance, plus all outstenwlisg fees.

Payment of course fees in full, or a minimum deposit of £2500. The Home Office looks more favourably on
applicants making more than the required minimum payment.

A photocopy of your passport, travel documents and identity card as evidencgitément to study in the

UK.

2 colour passport size photographs

VISA Applications
As an overseas student, obtaining the right visa will be essential before you commence studies at the London
Business College.

Check well in advance whether you will neetisa, which must be issued to you in your own country by the
British embassy or High commission. Applicants are strongly advised to start their visa application early and
before the course commences.

Depending on the country of origin, you may not needsa or entry certificate to enter Britain.

Please check with your Embassy or High Commission if a visa is required well before you make final your
travel arrangements.

Dependent on your countries arrangements with the High Commission an IELTS cewifiche required.

This is required to prove your standard of English.

All visa applicants are required to produce documents to the Entry Clearance Officer at the British Embassy,
or at the High Commission, including, your Certificate of Acceptance tty 8BAS) at the London Business
College, (only issued upon receipt of an agreed deposit or full payment for the course), and original or
copies of academic qualification and records of study, to show that you possess the minimum academic
qualifications foryour chosen course of study. You will also need a valid passport and travel documents, and
be and be able to meet the relevant UK immigration regulations.

You will also need to show evidence of your ability to meet the costs of your tuition and abityport
yourself financially for the duration of your course.

The college may be able to accommodate students who have missed a deadline, but only in exceptional
circumstances

Students who receive their Student Visa should contact the college and infowh your expected date of
arrival in the UK and place of residence.

On arrival in the UK, you must notify the college of your address within one week.

Please note: applicants who have been refused a Visa to enter the UK will be entitled to a refured siteall
administrative charge of £150.

If you already have a visa, then you need to extend your permission to remain in the UK, which must be done in
advance of your current visa expiration date. A recommendédwvkeks is advisable.

You can also contaour Administration department for further details, and provided you have followed the course
offered to you, the college will provide attendance records and a letter to support your visa extension.
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All International applicants must be aware of th@flowing:

When applying for your visa, you must make an appointment with your local visa application centre and
supply all your biometric details, including a digital face photograph and fingerprints. For further
information on identity cards for foreigmationals, visitwww.ukba.homeoffice.gov.uk
When you study at the College, you will study a recognised course that involves at least 15 hours per week
organised daytime study. All paourses are at least a levebd the NQF qualification
When you are gnated a visa, the London Business College will act as your immigration sponsor.
You must not intend to engage in business.
You must plan to leave the UK when you complete your studies
Under the new pointdased system, the College will endeavour to do tie¥ving:
Maintain records on all students and keep a copy of the passport of alEE#nstudents.
Keep contact details for all students.
Report any student to the UKBA who fails to enrol on their course at the expected time.
Report any unauthorised studéabsence to the UKBA, which includes:
0 i) any student missing 10 expected contacts;
o i) any student discontinuing their studies, including any deferrals, and
0 AAAO lFye OKIy3aS Ay GKS adGddzRSydiQa OANDdzvraidl yoO
Complywith all PBSules and ceoperate with the UKBA.

Please note: the College will not tolerate any student in breadmafigrationRules.
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International Students

Extending your stay as a student in the UK

Your passport

For your visa extension letter from the London Basis Collegglease allow at least two weeks

Your Police registration certificate a@pplicableand your current address

Your bank statements detling 28 days before you apply

A letter from your financial sponsor confirming that they yayr tuition ard or living fees

ATAS certificate (if applicable)

Please check the Home Office website for the appropraiglication fes

After making your application the Home Office will write to you and ask you to make an appointment to
have your biometric informatio (digital photograph and fingerprints)

Please note, the home officeill only accept original documents, unless otherwise stated

When should | apply and how do | apply to extend my general student visa?

As soon as you know you need further time to qdete your current course at the London Business
College.

You must submit your application form and all relevant documents before your student visa expires. Pleases
do not leave your application until the last minute! You should start preparing your appficat least 6

weeks before your expiry date. Your deadline for applying is the expiry date on your current permission.

You must apply for your extension under the new Points Based System. To therefore gain a visa, you are
also required to have 40 poinend meet the same requirements as those coming to the UK from overseas

to study. This means that you will receive 30 points when you have the visa letter, and 10 points when you
show evidence of the required level of funds. When applying in Londonsthistérmined by the length of

the course applied for.

Please noteall the monies should be in a bank account with you as the sole or joined holder

Supporting document checklist

Your completed Tier 4 (G) formvhich replaced the old FLR (S) form for all applications on or before 31
March 2009. Please download the Tier 4 (G) form and guidance note from
www.ukba.homeoffice.gov.uk/studyingintheuk/

Your passport

For your visa extension letter from the London Busm€ollegeylease allow at least two weeks

Your Police registration certificate, if amalble, and your current address

Your bank statements deiling 28 days before you apply

A letter from your financial sponsor confirming that they payir tuition andor living fees

ATAS certificate (if applicable)

Please check the Home Office website for the appropgielication fes

After making your application the Home Office will write to you and ask you to make an appointment to
have your biometric informatiodigital photograph and fingerprints)

Please note, the home office will only accept original documents, unless otherwiseQtated
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International Students

English Language Requirements
All courses at the Lomah Business College are delivered and assessed in English. If you wish to successfully study at
the College, you must have a good level of English and provide proof of your proficiency.

A summary of the required levels

Students applying to study a coersvhich is at degree level, Level 6 on the National Qualifications Framework
(NQF/QCF) or above must pass Level B2 of the Common European Framework of Reference for Languages
(CEFR) Secure English Language Test (SELT)

UK Border Agency staff can refuse grin students who cannot speak English without an interpreter and who
therefore do not meet the UKBA required minimum standards

If you apply to study any course below degree level (Level 3, 4 or 5 on the NQF/QCF), your English language
proficiency must bassessed by means of a SELT, and your English Language standards must be Level B1 on the
CEFR. You may be exempt from this for one of the following reasons:

Tier 4 (Child) students; or

Students moving from Tier 4 (Child) into Tier 4 (General)

Those who haw previously completed a qualification equivalent to a UK degree which was taught in English in a
majority-speaking country (including where the qualification was taught in the UK)

Students who are nationals from a majority Enghbgleaking country.

A lig of approved English Language tests for Tier 4 students, including the time that testdidri®r, and the

scores required by Tier 4 (General) students to meet CEFR Levels B1 and B2 in all four components (reading, writing,
speaking and listening), &vailable on our websitéttp://www.ukba.homeoffice.gov.uk/studyingintheuk/adult
students/evidence/visdetter/

Identity Cards for Foreign Nationals

All international students who apply for further leave to remain in the WK be required to provide their
biometricfingerprints and photo. Successful applicants reitleive an identity card that provides dd&d evidence

of their nationality, identity, right to work, immigration status and eligibility in the UK. This I.D card will replace the
visa thatwould traditionally sitinside your passport

Police Registration Certificate

If you require registering witthe Police, this will be printed on your current visa. If you were required to register,
you must supply a current registration showing your current address. If your Certificate is not up to date, it can be
updated free of charge in any Police station.

If you require further information, please contact our Student Recruitment Officer.
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Introduction to our courses

BusinesSourses

At the London Business College, Business courses offer students an excellent understanding of all aspects of
business operatios and management. Our range of courses will also develop your knowledge and understanding of
business problems and solutions, and give you the skills necessary to use information systems effectively in the
workplace.

With Economics, Business CommunicatiSpreadsheets and database systems included in the course, you will be
taught a broad business and management education.

There is also the opportunity for students to specialise in the areas of Marketing, Human Resource Management, IT,
Management, Finare, Hotel, Tourism and Hospitality Management.

Diploma and Advanced Diploma qualifications are recognised nationally and internationally, and many students use
such qualifications as a steppistpne to a BA/BSc degree.

Success in business is all aboatiybusiness outlook, and there has never been a stronger demand for business
graduates.

The course enables graduates to apply with confidence for a wide range of jobs within Manufacturing, Insurance,
Banking, local and central government, the educatjmublic sector, retail and personnel, in the public, private and
academic sectors.

ComputinGourses
Computing and Information Technology is at the heart of a free flowing industry and commerce, and the courses
available offer a broad spectrum of computisigbjects.

The courses are ideal for students looking to acquire professional as well as academic computing knowledge. Career
prospects are good and graduates will be well placed to gain employqiet perfect start to a successful career.
Typical emplgment includes programming, network support, database design, management and IT.

General Courses

London Business College prides itself in its mix of students and range of courses. Our vocational department can
assist you in achieving a full European CorapDriving License or CLAIT qualification, to specialist training which
can be tailored to a particular need. The main Application areas we offer training in are: Word Processing,
Spreadsheets, Databases, PowerPoint, Email and Internet, Web Page Dageghjr®50 and Visio. We also offer
testing only for those who already have their skills perfected.
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Training for Employers

|
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This route into up skilling gives employers the opportunities to improve their productivity and competitiveness by
ensuring employes have the right skills to do the best job

-

All our courses are taught with employment in mind. We believe that education has to be relevant to the
employment marketplace and as a result you will not be taught in a dry academic way but in an exaitiviggnv
professional manner to enable you to move on to build a bigger and better career.

How it works
You will be allocated an experienced professional consultant who will guide you through your learning. You will also

be allocated an assessor and tutohevwill assess your work and visit you at your workplace. Training can be at our
College or onsite.

Benefits

The great thing about this service is that it is delivered on site, which means that the rewards to employees and
your business are immediate. &leentral benefits are:

An initial assessment to meet both individual and employers needs.

Free training delivered on site to help employees gain their first full level 2 qualifications in a variety of
sectors.

Experienced and wetjualified trainers andssessors to support employees during training.

Flexible delivery of skills and training to suit your business needs, such as intensive training over one or two
weeks, or spread over a longer time.

Increase staff satisfaction and retention

Improve employegroductivity and business success

Entry requirements
Must be 19years of age or older
Open to staff in the voluntary sector working as voluntessavell as full and part time employees
Each qualification has its own entry requirements
Please contact th&raining Manage admin@lbcollege.afor more information
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Courses at a Glance

Postgraduate Courses
PGDn Business Management (Level&ading to MBA
PGD in Business ManagememBE

Businesand ManageentStudies
Level 6 ExtendeBiploma in Businesand Administrative ManagemeriAM
Diploma in Administrative Manageme(itevel 4)IAM
Advanced Diploma in Administrative Managem€@ravel 5} IAM
Level BDiploma InBusiness & Administrative Manageme@réduate)
Diploma In Business Information Systetheveld) - ABE

Tourism and Hospitality
Professional Diploma ifiourism and Hospitalitfi evel 5y OTHM
Professional Higher Diploma in Tourism and Hospitéligvel 6} OTHM

Computer Studies
Professioal Diploma in IT (Level 5BCS
Professional Graduate Diploma in IT (LevelBS}S

Alternative degree route IAMMBE/BCS/OTHMCchieving a British degree is easy and cost effective. By studying and
successfully completing the OHTM, IAM, B@$can gairentry into the second or third year of a British degree
course offered by many UK Universities. For more information on this, pleaskes€aurses section.

GeneraCourses
Level 2 Door Supervisor with Physical Intervention (Security)
General EnglishTrinity College

Institute of Leadership and Management (ILM) Lewver 2

English Language
International ESOL Diploma at LeB2|

Testing Only

We can also providing testing only facilities for various qualifications such as:

European Computer Drivingcense (ECDL)
English for Speakers of Other Languages (ESOL)
Literacy
Numeracy

Please ask for others
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Busines£ourses
PGD in Business Management (Level 7) leading to MBA

You can save £200 on the course fees to study the PGD Business Management (Leradi®caby NCFE. Simply
pay your full course fees in advance of your course start date.

Awarding BodyNCFE

SessionJan, April, Sept.

Study TypeFull Time.

Course Description

This course is designed to give students a good understanding of thensébjities of a manager and the
techniques they will use to deal with different situations as well as the legal requirements within their role. It is

articulated to an MBA so therefore entry requirements will cover both courses.

Progression

Studenswho have successfully completed the ATHE Postgraduate Diploma in Business Management are eligible to

apply for the MBA toqup or MA in Business Management (depending on work experience), awarded by Edge Hill
University. Students will need to undertake theeasch Method Unit and a Dissertation.

Course DurationOne Year

Fees £ 3950.00 for one year (excluding the awarding body registration fee).
Note. Each University will charge according to their Fee structure for MBAptop

Entry Requirements

A UK (oequivalent) second class degree if you are a recent graduate, or a degree plrs thiddle management
experience. Anyoe without a degree must haveBlyears management experiencentfy qualifications will also
cover the MBA progression. A normal targear degree will be required for progression to MA in Management.

The Postgraduate programme is conducted in English and thus candidates are expected to have an acceptable
TOEFL or IELTS score if they have not undertaken their previous studiesimgtiege. Registration within 14 days
of start is important as eligibility needs to be confirmed early on.

Mandatory
Unit 1- Marketing
Unit 2- Financial Management
Unit 3- Management Behaviour
Unit 4- Business Strategy

Optional (any one from 5 or 6)
Unit 5- Human Resource Management
Unit 6- Communication Process (Plus any one from 7 or 8)
Unit 7- Business Globalisation
Unit 8- Macroeconomics
Research Project /DissertatietMandatory

Assessment
Total Credit for the course is 120 and it has@ B€arning hours. The students will receive two overall madae
for the unit exam/coursework and another for the Research projgtiidents will have to pass both sections.

For the Unit/exam/course work section the marks will be divided up as folows
30%For the final exarm This will be based on a case study with six questions covering all units
70%for the six (four core and two optional) unit exams/coursework/ discussion reports
Each question will have equal marks therefore students who have pastsed a particular unit
exam/coursework etc can make up their marks on the final examination.
50%is the pass mark for all units.
The Research Project will be marked separately and students need to achtépas&dmark.
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Busines€ourses
PGD in BusinesarfdgementABE

The Association of Business Executive (ABE) is a UK awarding body which possesses expertise in developing and
accrediting qualifications of different sizes and levels relevant to a wide range of industry sectors.

The Association of Busis® Executives (ABE), an awarding body established in 1973, operating in over 70 countries
and fully recognized by the UK regulatory authorities for qualifications.

Course durationOne Year

Entry Requirements:
Graduate Hons. Degree with 2 Years minimuanknexperience at the Managerial level and ielts score of 5.5

Modules:
Strategic Business Management and Planning
Organisational Resource Management
Management of Financial Resources and Performance
Leadership and Change Management
Corporate Management iAction (integrative case study assessment)
The Assessment is 50' Examination and 50" Assignments. Each assignment has to be 5000 words

Progression
MBA Topup From UK Universities

Course Duration
12 MonthsPGDat London Business College

Course Start D&(s)
Jan, April, Sept

Study Type
FulkTime

Fees
£3750 for one year PGD including tegjistration fee.

Note. Each University will charge according to their Fee structure for MBA
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Busines£ourses
Level 6 Extended Diploma in Business and AdminigaatgemeriAM
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The Extended Diploma should take three years to complete and unites become gradually more difficult as

candidates progress through the qualification.

' RYAYAAUNT G
Business Administration) model and approaches learning in a practical, applied way. It is intended for students who
aspire to seniolevel managerial roles in organisations.

The Extended Diploma is based on the IAM definition of adtnative management, namely that the

administrative management function supports organisations in planning, organising, directing and controlling their

business activities across all functional areas. Candidates will develop a holistic approach to bogatkes with

the analytical and evaluative skills necessary for those in management positions. They will become familiar with the

theory which underpins research methods and techniques.

Progression

route
After successfully completing Level 6, you cardgtthe subject at Level 7 Postgraduate Diploma level and then
progress to study an MBA (top up) at many UK Universities. This progression route to the MBA can save you

thousands of pounds on tuition fees and you can achieve a good qualification awardadubiversity. This

qualification will increase your skills, make you more employable and help you accelerate your career in such areas
as finance, business management, accounting, marketing and human resources, and tourism management.

The qualification § accredited by QCF as a Level 6 qualification, and is a mix of level 4, level 5 and level 6

components
Credit value 360 credits.

Course Detalils

Level 4 Components (85 credits)

Group 1:Administrative management and systems

Group 2:Managing operationand quality

Group 3:Managing finance, information and knowledge
Managing business facilities

Level 5 Components (90 credits)

Group 1:Strategic administration of operations, information and finance
Group 2:Strategic administrationfchuman Resources, Knowledge and Change
Group 3:Managing and developing human resources in organisations

Level 6 Components (185 credits)
Strategic management
The dynamics of leadership
Leadership skills
Marketing management
Customer focus for stratégadvantage
Management information systems for business
Advanced finance for decision makers
Managing risk in business
Business research

Certification and grading

After successfully completing each qualification unit, students receive QCF unit agsifiincluding the

transferable QCF credits achieved.

The units are not graded; candidates pass or fail but they will be informed of the percentage value of their

achievement

On successful completion of the full qualification, students receive qualifitatertificates, including the

transferable QCF credits achieved.

The qualification certificates will not be graded; candidates pass or fail. The qualification is made up of level

4,5 and 6.
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Components and possible rules for fair grading are extremelyptioated. However a percentage of top
candidates (very likely those who would have been receiving distinctions), will receive prizes for their
outstanding achievements at the IAM graduation ceremony.

Assessment Methods
Portfolio of evidence, practical deonstration/assignment, written examination

Course Duration
Three Years

Course Start Date(s)
January, May, July, September

Study Type
Fulttime

Fees
£3150 per year (International)

Entry Requirements

One or more of the following:
IAM Certificate

2 years relevant experience
GCSEs/A levels

NVQ Level 3

Equivalent Qualifications
Minimum IELTS 5.5
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