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Safeguarding
Due to the college being situated within the YMCA there are at times members of the public on 
the site. It is important that you report any concerns you may have to a member of college staff.

The changing rooms by the reception area are used by gym and sports class members. Please 
do not use the changing rooms as a walk-through. You must enter  and leave the toilets by the 
reception area door and only enter the changing rooms when you are using them.

  

 

Stacey Ferris 
YMCA Operations Manager 

 

T 01752 761018 
M 07761963132 

 

Nicole Chapman 
Student Liaison Officer 

 

T 01752 761011 
M 07484067959 

Samaritans 
24-hour helpline 
Tel: 01752 22166 | Email: jo@samaritans.org 
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Joe Stephenson 
Head of College /  
Safeguarding Lead 

 

T 01752 761003 / M 07305098961 

  

 

Kooth  
Free one-to-one online chat for 11-18 year-olds 
offering emotional and mental health support. 
Visit: http://kooth.com/ 
 



Study Support Sessions
We have sessions every day that are available to any students that 
would like some extra help with their assignments / coursework.

The sessions will be staffed by tutors with full access to the 
computers if needed.

This will allow you to get individual, tailored support with your 
coursework, and meet your assignment deadlines.
Please make the most of this!

Assignment Support
Monday - Friday, 3pm- 4pm	  

Work Experience

All students will be expected to complete work placement/ volun-
teering hours during their course, this will be discussed with you by 
your tutors. 

Work experience is a valuable way to develop the skills needed to 
progress into your future careers and they are a mandatory part of 
your timetable.

Additional Support 

Free School Meals
Full time college students who were previously eligible for free 
school meals will be able to continue to claim meals at College. 

Bursary
Full time college students may be eligible for an education bursary 



Connect with us on
social media

	 facebook.com/groups/pymca.college/
	 @DiscoverYMCA
	 discoverycollege.plymouth

	 /YMCAPlymouth.Kitto           YMCAPlymouth
	 @YMCAPlymouth                   YMCA_Plymouth

Scan the QR code to 
see all our social media 
channels or visit the 
links below:

https://linktr.ee/discoverycollege.plym



Have your Say -
Student Ambassadors

Are you an enthusiastic and hard working person that would like 
to represent Discovery College? Do you want to enhance your CV 
and gain other benefits? Join the Student Ambassadors!

As a Student Ambassador you will;

•	 Promote the college at both internal and external events 
such as; school sixth form evenings, parents evenings.

•	 Have your say on issues that affect you and the College act-
ing as representative for your fellow students.

•	 Enhance your University application and CV!

•	 Gain benefits such as ambassador uniform meal vouchers 
and shopping gift cards for outstanding contribution!

If you’re interested please see Joe or ask your tutor 
joe.stephenson@discoverycollege.org.uk



Get more out of your college experience and join one 
of Discovery College’s extracurricular clubs. 
A full timetable will be available and will include:

•	 Sports
•	 Fitness  Clubs
•	 Sign-language
•	 Reading & Theory club
•	 Mental Health Awareness 

Got an idea for a club? If there is a club you want to
see at the College, that’s not on offer, then just ask!

Extracurricular Clubs
& Study Support





Careers Guidance
At Discovery College, we are here to help you develop the key employability 
skills which employers seek, ensuring sure that you’re are in a great position 
when making job applications in the future. We are able to support both 
groups and individuals with CV writing, interview skills and job applications. 
1:1 careers meeting are available to discuss progression plans  looking 
at ; further education, higher education, gap year opportunities and 
employment.

Our careers area is regularly updated with useful
information for those considering their next steps.

Sam Loach is our college Careers Lead.
Please speak with your tutor to arrange
an appointment with her. 

PSHE
Our Personal. Social and Health Education offer ensues that our students 
leave college prepared for adulthood and the workplace.
Our comprehensive  programme of activities include; 

•	 Money management workshops
•	 Apprenticeship workshops
•	 British Values & Prevent
•	 Support with all aspects of the university application process
•	 Health and Wellbeing workshops



Free Gym 
Membership
Take advantage of YMCA Plymouth’s Gym, complete with top spec 
cardio kit and state-of-the-art strength equipment. This is free 
for all students!

...Plus after you finish college you get 50% off for 6-months!
Learn more at ymcaplymouth.org.uk/fitness or ask a staff member.

You can also get a 
discounted rate for any 
of our fun group fitness 
classes including; yoga, 
dance-fitness and cycle 
classes in our amazing 
immersive spin studio.



Miss Honey offers a variety of options, from 
loaded fries and Grab & Go sandwiches, 
baguettes, and wraps, to a new salad bar 
with healthy choices!

Grab a bite at 
our Miss Honey

canteen!

Need something to eat?

Menu includes:



Opening Times
Monday - Friday 9am - 2pm

Please preorder your food 
each morning so it’s ready 
for you at lunch or break and 
you don’t have to wait.

Check out Miss 
Honey menu 
ymcaplymouth.org.uk/misshoney/



Student Appeals Procedure
Discovery College and it’s employees will: 

•	 Inform the learner at induction, of the Appeals Policy and 
procedure and the fact that students have 25 Days to submit 
an appeal. Individual tutors to inform learners (See student 
Handbook).

•	 Record, track and validate any appeal, to be kept in student files 
by Liason Officer & Lead I.V.

•	 Forward the appeal to the awarding body when a learner 
considers that a decision continues to disadvantage her/him after 
the internal appeals process has been exhausted.

•	 Where applicable the Liason Officer will liaise with learner’s school 
and to report appeals within one week of appeal.

•	 Keep appeals records for inspection by the awarding body for a 
minimum of 12 months. Student Liason Officer to keep records.

Staged appeals procedure 

Stage 1 – INFORMAL: Learner consults with assessor within 25 days, 
following the assessment decision, to discuss an assessment decision. 
If unresolved, then the issues are documented by the assessor and 
passed to subject I.V before moving to stage 2.

Stage 2 – REVIEW: Review of assessment decisions by subject I.V. 
Learner notified of findings and agrees or disagrees, in writing, with 
outcome. If unresolved, move to stage 3.

Stage 3 – APPEAL HEARING: Head of College & Lead I.V. hear the 
appeal: last stage by the centre. Decision is final.

This procedure is in place to take appropriate action to protect the 
interests of other learners and the integrity of the qualification, when 
the outcome of an appeal questions the validity of other results. The 
Head of College & Lead I.V will monitor appeals to inform quality 
improvement. 



Equal Opportunities Policy
Statement of Intent
Discovery College recognises that certain groups and individuals 
within our society are discriminated against because of their race, 
colour, ethnic or national origin, gender, physical, sensory or mental 
disability, marital status, sexual orientation, age, social class, religious 
belief, employment status, or medical condition.

Aims of the policy
•	 To challenge discrimination in all areas of our organisation.  
•	 To ensure that Discovery College reflects and meets the needs of 

the local community and incorporates equal opportunities into all 
areas of our work.

•	 To establish good links with organisations or groups of people 	
facing discrimination.

•	 Ensure premises are accessible for all members of the community. 
•	 Consider equal opportunities in all areas of our services & work.
•	 Consider establishing specific projects to promote equality of 		

opportunity.

Procedures
•	 Equal Opportunities will be considered in all aspects of the service 	

The Discovery College provides.  
•	 Regularly review sessions & obtain feedback from parents/ carers.
•	 To ensure that publicity and promotional materials promote equal 

opportunities.
•	 Ensure our sessions/venues are accessible to all students.
•	 To review regularly and monitor for effectiveness.
•	 To ensure that all staff and volunteers have read this policy, under	

stand and have received training to promote equal opportunities 
in practice and to challenge discriminatory language or behaviour 
if and when they encounter it.

•	 To ensure that notices and guidelines for sessions state that 		
discriminatory language or behaviour is not acceptable.



Plagiarism
When you are writing an assignment or research report you need to 
present evidence in support of your argument. 
 
Plagiarism constitutes an assessment offence, which if proven can 
have significant consequences for you in achieving your qualification. 

Forms and degrees of plagiarism 
There are several forms of plagiarism including: -
•	 Using published ideas as one’s own
•	 Representing excerpts or images from books, journals or papers 

published on the web as one’s own work.
•	 Copying the work of another student or another person and 

presenting it as one’s own.
•	 Collaborating inappropriately with another student when the 

assignment requires individual work.
•	 Inappropriately using AI tools and software.

Plagiarism is a small section or sections of a piece of work through 
to the whole of an assignment. Whatever the extent it is a serious 
offence.
Am I likely to be found out if I do not acknowledge my sources? 
Yes. Your tutors are able to detect changes in styles of writing and 
more often than not have read the information you have provided 
within your assignments.
 
Penalties for plagiarism 
Plagiarism is considered a serious offence, whether it be intentional 
or unintentional. The penalty for failure to cite sources accurately can 
impact on your progress on the course.

If you are caught plagiarising work then you will be dealt with 
according to Discovery College’s 4-step cause for concern disciplinary 
procedure. The work submitted will also be kept and you will have to 
resubmit a new assignment. 	



How to Reference Your Work
Examples:
“During aerobic work the body is working at a level that the demands 
for oxygen and fuel can be meet by the body’s intake.”
(Sports Coach, 1996)

“Often how you feel you have performed is not how other perceive you.”
(Barker et al, 2004)

In addition to referencing you must include a bibliography.

Tips to avoid plagiarism 
1. Keep a notebook handy. When you come across an interesting 
point make a note of it. Include the author and or editor, date, page 
number, journal, article title, book and chapter title and publisher.

2. Don’t use extensive quotes think about paraphrasing or 
summarising points in your own words in support of your argument 
and always cite the original source.
3. Use a thesaurus as a word prompt when paraphrasing or 
summarising points.
4. When downloading material from the internet make sure you make 
a note of the source.
5. Always make sure you cite all your sources & record them in your 
bibliography.
6. Contact your tutor to find out ways of making your arguments and 
supporting them from the published material.

7. Have confidence in yourself and develop your skills in making the 
argument in your own words with support from the literature.

8. Leave yourself thinking time for the assignment so that you are not 
tempted to take shortcuts.

9. If any AI tools are used, this should be discussed with your tutor 
before submitting any assignments. 	



10 Step Guide to Better 
Assignments

How to structure an essay

Introduction 
What is the essay about?
What is its question?
How is it structured?

Step 1 -A “roadmap” to the essay

KEY PHRASES:
“In this essay, I will discuss…”
“This essay looks at/discusses/investigates…”
“This essay is structured as follows:…”

Step 2 - Main body

Introduce your findings
Where did you get them?
How do they help you answer the question?
Give practical examples

KEY PHRASES:
“If we look at…we can see that…”
“The information clearly shows that…”
“With regard to… it is evident that…”

Step 3 - Conclusion

Sum up the argument:
Where did you start out from and what did you find?
What’s the answer to the question?
What could still be done?

KEY PHRASES:
“These results suggest that…”
“To sum up/in conclusion,…”
“Further research into… could show if…”



Step 4 - Essay style
Be explicit, state your points explicitly – if you don’t state them clearly 
the person marking your essay can’t give you credit for them.

Step 5 - Essay style
Be clear and concise, avoid long, wordy sentences and don’t ramble! 
Don’t use ten words when two will do and don’t use a “bookish” 
word when an everyday word will do e.g. “parsimonious” instead of 
“scarce” Two short sentences are better than one long sentence.

Step 6
•	 Backing up what you say, evidence (e.g. examples from a text)
•	 To avoid plagiarism, you must give credit whenever you use 

another person’s idea, opinion, or theory; or fact.
•	 Use quotations to show another person’s actual spoken or written 

words; or paraphrase of another person’s spoken or written words, 
but make sure you use citations to show where you found the 
quotes.

Step 7 - Short references in your assignment
Example:    As Smith (2000) has argued, we should not discriminate based on 
race or colour.
People tend to judge a player on what they have heard not what they 
know (Bloggs 1998: 32-34). It has been found that “people tend to 
rash accusations about the players ability” (Bloggs 1998: 32).

Step 8 - References
Create a bibliography which is included after your conclusion. Make 
a list of all the sources you have used using the Harvard referencing 
system

Step 9
The most important rule ALWAYS answer the question!

Step 10
The second most important rule, MAKE sure it is your own work and 
has been completed to the best of your ability



Four Step Cause for Concern 
Procedure  

 

 
 

CFC 1 

 Tutor discusses CFC with student and sets remedial targets (record target/s & review date on 
CFC) 
Tutor informs parents via telephone conversation and records parental comments on CFC 
Tutor to complete CFC document and email to SLO 
SLO to email CFC to school vocational co-ordinator and place CFC in student file 
Tutor to review targets on date set (enter reminder into google calendar) & if progress has been 

made. If progress has not been made, progress to CFC 2. 

 

CFC 2 

 Tutor discusses 2nd CFC with student & issues new targets & reviewal date 
SLO informs parents via telephone conversation and records parental comments on CFC 
Tutor to complete CFC document and email to SLO 
SLO to email CFC to school vocational co-ordinator and place CFC in student file 
Tutor and SLO to arrange a meeting with the student regarding their current disciplinary 

standpoint and record comments. 
Tutor & SLO to review targets on date set (enter reminder into google calendar) & if progress 

has been made. If progress has not been made, progress to CFC 3 

 

CFC 3 

  
Tutor to raise 3rd CFC and emails it to the SLO & DH 
DH meets with student & discusses previous remedial targets - record student comments 
SLO to email CFC to school vocational co-ordinator and places CFC in file 
DH informs parents via telephone and arranges an intervention meeting between the DH, Tutor, 

parent & student. 
Intervention techniques discussed - Mandatory extra study support sessions / secluded parking 

in theory classes / study support tools / temporary suspension 
DH records targets and review dates & monitors if progress has been made. If progress has not 

been made, progress to CFC 4 

 

CFC 4 

  
Tutor raises 4th (and final) CFC and emails it to the SLO 
Head Teacher meets with student & discusses previous remedial targets - record student 

comments 
SLO to email CFC to school vocational co-ordinator and places CFC in file 
SLO informs parents via telephone and arranges a final intervention meeting between the, Head 

Teacher, Parent & student. 
Head Teacher discussses intervention techniques - Mandatory extra study support sessions / 

study support tools / working in isolation / temporary suspension.  
Head Teacher records targets and reviews dates - what worked / what didn't and why? 

CAUSE FOR CONCERN (CFC) 
Below represents the ‘CFC’ flow chart procedure. At each stage the relevant staff members MUST; 

● Fill out the relevant sections covering tutor / student / parent comments. 
● Give FULL description of why the CFC has been raised (linked to CFC poor conduct list) 
● Email the CFC to the Student Liaison Officer (SLO) 
● Relevant staff member to re-visit remedial targets on the review date  

If the targets are not met following CFC 4, or the required level of improvement has not been seen, the 
student will be withdrawn from the course or placed in permanent isolation by Head Teacher. 



Standardised Cause for 
Concerns (CFC)

•	 Poor attitude towards another student e.g. rudeness, bullying etc.
•	 Not meeting the remedial CFC targets
•	 Poor attitude towards staff – e.g. swearing directly at a member of
•	 staff, refusing to complete work set.
•	 Persistently missing assignment deadlines (3 occasions)
•	 3 kit faults per month
•	 Refusing to stay behind after college to catch up on work – (without
•	 extenuating circumstance - at discretion of the Head Teacher)
•	 Misbehaving / dangerous behaviour around college / out of lessons (at
•	 discretion of the Head Teacher)
•	 Refusing to take part in practical without due reason
•	 Letting a group/partner down during a group/pairs assignment
•	 (excluding extenuating circumstances - at discretion of the Head
•	 Teacher)
•	 Plagiarism from someone’s work (One occasion)
•	 Plagiarism from the internet (Two occasions)
•	 Persistently using mobile phone in the classroom (3 occasions).
•	 Racism / discrimination
•	 Fighting / physical violence toward other students, staff or customers.
•	 * Please note, this list is not definitive/exhaustive, with each case being
•	 considered on an individual basis. More serious offences could escalate 

the
•	 severity of any intervention, leading to an instant Lv 4 CFC (i.e. Fighting /
•	 drug misuse. All appeals to be considered by the Head Teacher, however 

the Head Teacher's decision is final.



discoverycollege.co.uk
T 01752 761012
E enquiries@discoverycollege.org.uk

DISCOVERY COLLEGE
PART OF YMCA PLYMOUTH

Family WorkHealth & WellbeingTraining & Education

YMCA Plymouth is an education, health & families charity, serving young people & our community. 
We are guided by a friendly & personable approach, where all people can belong, contribute & thrive.


