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1. Introduction
Welcome to ESOFT Metro Campus. This Student Programme Handbook is designed to help newly enrolled students understand the academic environment, programme expectations, campus policies, learning facilities and support services available during their studies.
Starting a new programme is an important step. Students are encouraged to read this handbook carefully, keep it for reference and contact the relevant campus office whenever clarification is needed.
Purpose of this handbook
Explain the main academic processes and student responsibilities.
Introduce learning resources and support services.
Promote a safe, respectful and inclusive campus environment.
Help students plan their studies and communicate effectively.
Please note: programme-specific rules, dates, fees and procedures may vary. Always follow the latest official notices and instructions issued by the campus.


2. About ESOFT Metro Campus
ESOFT Metro Campus provides an environment in which students can develop knowledge, practical skills and confidence for further study and employment. Students are expected to participate actively, practise independent learning and make responsible use of campus facilities.
Our learning community
A successful learning community depends on cooperation among students, lecturers, administrative staff and support teams. Respectful communication, punctuality, academic honesty and willingness to learn help create a positive campus experience.
Student expectations
Treat lecturers, staff and fellow students with courtesy.
Attend classes prepared and participate in learning activities.
Protect campus property and use facilities responsibly.
Follow official announcements and meet deadlines.
Seek help early when academic or personal challenges affect studies.
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3. Academic Programmes
ESOFT offers programmes across a range of study areas. The exact programmes available, entry requirements, modules and qualifications should be confirmed through the official campus prospectus or programme coordinator.
Programme information to check
Programme title and qualification awarded.
Entry requirements and required documents.
Module list, learning outcomes and credit requirements.
Programme duration, timetable and delivery mode.
Assessment methods, progression rules and completion requirements.
Students should keep a copy of their enrolment confirmation and programme details. If a module, timetable or assessment requirement is unclear, contact the academic office or programme coordinator rather than relying on unofficial information.


4. Programme Duration and Delivery
Programme duration depends on the qualification, module structure and study pathway. Delivery may include face-to-face classes, online learning or a hybrid combination. Students should check the timetable and learning platform regularly for changes.
Example programme table
	Programme
	Duration
	Delivery Mode
	Assessment Method

	Example Programme
	12 Weeks
	Hybrid
	Assignment & Presentation



This is an illustrative example only. Confirm the actual duration and delivery mode for your registered programme.
Planning your schedule
Record class times and assessment deadlines in a calendar.
Allow time for travel, independent study and assignment preparation.
Check online learning spaces before each class.


5. Assessment and Grading
Assessment measures how well students meet the learning outcomes of each module. Depending on the programme, assessment may include written assignments, presentations, practical tasks, projects, examinations or group work.
Good assessment practice
Read the assessment brief and marking criteria before starting.
Submit work by the stated deadline and use the required format.
Reference sources accurately and acknowledge other people's ideas.
Keep backup copies of drafts and submitted work.
Ask the lecturer for clarification well before the deadline.
Academic integrity
Plagiarism, unauthorised collaboration, cheating and falsifying information undermine learning and may lead to disciplinary action. Students must submit their own work and follow the institution's current academic integrity policy.
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6. Attendance and Student Conduct
Regular attendance supports understanding, classroom participation and successful completion of a programme. Students should arrive on time, bring the required materials and inform the appropriate office if they cannot attend.
Classroom conduct
Listen respectfully and allow others to contribute.
Keep mobile devices silent unless they are needed for learning.
Follow lecturer instructions and practical safety guidance.
Do not disrupt teaching or misuse digital learning platforms.
If you are absent
Follow the official procedure for reporting absence and provide supporting documents if requested. Ask classmates or the lecturer about missed learning activities, but do not assume that absence automatically extends a deadline.


7. Learning Resources
Students should make full use of available learning resources to strengthen their understanding and develop independent study habits. Availability and access arrangements may differ by campus and programme.
Common learning resources
Lecture notes, module guides and recommended reading.
Learning management systems and online classroom materials.
Library resources, e-books and research databases where available.
Computer facilities, internet access and software required for study.
Effective study habits
Review notes after each class and summarise key ideas.
Break large assignments into smaller tasks.
Use reliable sources and record references as you research.
Keep files organised and back up important work.
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8. Student Support Services
Students may need guidance at different stages of their studies. Contact the relevant campus office early so that questions can be addressed before they affect attendance, assessments or progression.
Where to seek help
Academic questions: lecturer, module leader or programme coordinator.
Enrolment and records: student administration office.
Timetable or class changes: campus administration or official notices.
Learning technology: designated IT support or platform guidance.
Personal difficulties: ask the campus office about available support and referral options.
When contacting staff, include your programme, module, student reference details where appropriate, a clear description of the issue and any relevant deadline. Do not share passwords or sensitive account information.


9. Campus Safety and Policies
Every student contributes to a safe and welcoming campus. Follow campus notices, staff instructions and applicable institutional policies at all times.
Safety and responsible use
Keep walkways and emergency exits clear.
Report hazards, damaged equipment or safety concerns to staff.
Use equipment only as instructed and for authorised purposes.
Protect personal belongings and respect other people's privacy.
Use campus networks and online systems lawfully and responsibly.
Respect and inclusion
Harassment, bullying, discrimination, threats and deliberate damage to property are not acceptable. Students should report serious concerns through the official campus process. In an emergency, follow staff directions and contact the appropriate emergency service.


10. Communication and Important Contacts
Official communication is important for keeping up to date with classes, assessments, policy changes and campus activities. Check the communication channels recommended by your programme team regularly.
Communication checklist
Check your official student email and learning platform.
Read campus announcements and timetable updates.
Use a clear subject line when emailing a lecturer or office.
Be polite, concise and specific when explaining your question.
Contact details
For current telephone numbers, email addresses, office hours and campus-specific contacts, refer to the latest official ESOFT Metro Campus website, student portal or campus noticeboard. Contact details are intentionally not guessed in this handbook.
Final reminder
Keep this handbook accessible, ask questions when unsure and take an active role in your learning. We wish you success in your studies at ESOFT Metro Campus.
— End of Handbook —
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