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1 INTRODUCTION

This Handbook is a student guide to Downing College and it contains a wealth of information
about all aspects of being a student here. It describes the facilities provided by the College
and gives details of the various College Officers and other members of staff with whom
students are likely to come into contact. It indicates what is and what is not expected of you
as a student at Downing and where to seek help if problems arise. Please take the trouble to
read through this handbook carefully. It contains answers to many of the questions students
ask about their time at Downing and it should be kept for future reference. Further material is
included on the College website: http://www.dow.cam.ac.uk/.

I wish you a happy, fulfilling and successful year.

Graham Virgo
Senior Tutor

September 2008



2 THE COLLEGE AND ITS MEMBERS
2.1  How the College works

The head of the College is the Master, elected by the Fellows who are senior academics
within the College. The Master chairs meetings of the Fellowship and most key College
committees. The Senior Tutor has overall responsibility for the day-to-day management of
academic and pastoral matters and the Bursar for financial and residential matters. The
designations and duties of other College Officers are described in the pages which follow.

The Fellows of the College, of whom there are 48, are actively involved, with differing
degrees of emphasis, in research, teaching and/or administration. Fellows of Downing are
designated as senior members of the College, whilst graduates and undergraduates are known
as junior members. A full list of current Fellows can be found on the college web site at
http://www.dow.cam.ac.uk/.

The governance of the College is in the hands of the Governing Body, of which all Fellows
are voting members. Junior member representatives attend the Governing Body meetings and
most other College committee meetings for unreserved business. Junior members can ask for
items of business of concern to them to be included on the agenda for meetings of the
Governing Body and the General Purposes Committee (one of the key College committees).

2.2 Communication between the College and Students

The Tutorial and Admissions Office is in correspondence with all Freshers prior to their
arrival in College, giving full details of the accommodation available as well as other aspects
of life as a student in Cambridge. On arrival all new students, both undergraduate and
graduate, are given an induction briefing from senior college officers, from the Tutorial and
Admissions Office Manager and her staff, from the Domus Bursar and his staff and from
external experts (eg local police and Fire Services). This is part of the matriculation process.

A Student Accommodation Handbook, accompanying this Student Information Handbook, is
updated and published annually for distribution to all students in College. This contains a
description of the management structure of the College and contact details for key members
of staff.

2.3  Pastoral Support

The College provides a full range of student support services, including health care, tutorial,
pastoral and spiritual guidance. All Tutors and many of the staff can offer advice on where help
can be found. The College Porters” Lodge is manned 24 hours per day, and the Duty Porter can
always contact the duty Tutor and other College Officers as required. The University also offers a
number of counselling services. (For further details of Medical and Welfare provision in the
college see section 11).

3 COLLEGE OFFICERS AND ADMINISTRATION
3.1 Tutors

The College has a Senior Tutor and eight Tutors, six for undergraduates and two for
graduates. On coming into residence, every student of the College is assigned a Tutor whose
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subject will normally be different from the student’s own. As far as is possible, each student
will remain with the same Tutor whilst at Cambridge. The Senior Tutor, who has overall
responsibility for tutorial matters within the College, may arrange a change of Tutor if desired
by a student and, in any event, students may exceptionally make an appointment to see a
Tutor who is not their own. The Senior Tutor is also available to see any student by
appointment and such appointments may be made via the Tutorial and Admissions Office or
by email (senior-tutor@dow.cam.ac.uk). The two Graduate Tutors have particular
responsibility for graduate students.

A Tutor is responsible for the general welfare of his or her students and represents them in
many of their official contacts with the University. A Tutor’s advice and experience over a
wide range of problems is readily available and the Tutor is one of the persons, the other
being the Director of Studies, to whom a prospective employer is most likely to turn for
references when a student leaves Cambridge. The responsibilities of Tutors, often shared
with Directors of Studies and other members of the College staff, include the following:

¥ Introducing new undergraduates to Cambridge and College life.

¥ Maintaining social contact with undergraduates throughout their time at Cambridge.

¥ Encouraging undergraduates to take advantage of the full range of opportunities
available to them.

¥ Helping to deal with health and other personal problems.

¥ Assistance with special needs and disabilities.

¥ Provision of advice on identifying and obtaining financial assistance.

¥ Liaison with LEAs, other funding bodies, University Faculties and Departments and
the central administration of the University.

¥ Requests to take examinations under special conditions.

¥ Requests for permission to be absent from Cambridge for other than occasional
weekends.

¥ Advice about complaints and appeals.

¥ Advice about possible changes of course or intermission of courses.

¥ Regular oversight and review of progress.

¥ Advice on study methods and support in the event of difficulties with courses or

teachers.
¥ Initial careers advice and provision of references.

Tutors are available to advise their students on these and on any other matters; if they cannot
help they usually know someone or some organisation that can. Students are required to see
their Tutors at the beginning and end of each Term. All undergraduate Tutors have fixed
times during the week at which they can be seen without previous appointment; these are
posted on the notice boards outside the Porters’ Lodge and the Dining Hall as well as on
Tutors’ notice boards. Tutors are also happy to arrange appointments by email. Students are
notified of the separate system that operates at the beginning and end of each Term for
mandatory appointments. Failure to see Tutors at the end of each Term may mean that a
student is deemed not to have kept Term [see paragraph 4.3] or the student will be required to
return to Cambridge to see their Tutor.

3.2 Directors of Studies

Directors of Studies are responsible for the academic work of undergraduates and there is a
Director of Studies for each subject. Most Directors of Studies are Fellows of the College,
but in some subjects, read by a small number of undergraduates, the Director of Studies may
be a member of the University attached to another College or Department or Faculty. A full
list of current Directors of Studies can be found in Appendix 4 and on the College website at
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http://www.dow.cam.ac.uk/. Undergraduates are required to see their Director of Studies at
the start and end of each Term and usually do so at frequent intervals during Term. Directors
of Studies, in addition to their academic responsibilities, frequently get involved with the
welfare of their students and their role complements that of the Tutors with whom they keep
in close contact. Their specific academic responsibilities include the following:

Providing introductory material/reading lists in advance of the arrival of new students.

Meeting new students to explain the teaching system in detail.

Meeting students individually at the beginning and end of each Term.

Advising on subject options, lecture courses, seminars and practical classes where
relevant.

Arranging supervisions for their students.

Monitoring student progress from supervision reports and students’ self-assessment
forms.

Warning if students are neglecting their studies.

Advising on and checking examination entries made via CamSIS (the Cambridge
Student Information System).

Informing students of examination results.

Writing references as requested by students.

Advising any student who is considering a change of subject.

Advising students on any academic or other matter giving cause for concern.

Advising on careers; the functions of the Director of Studies in Law and in Medicine
in this regard are particularly important because of the detailed formal requirements of
the professions.

K K K K K K K

K K K K K

3.3  Tutorial and Admissions Office
The Tutorial and Admissions Office is located on B staircase. Opening hours are:

9.30 to 12.30 and 13.30 to 17.00 on Mondays, Tuesdays and Thursday
9.30 to 12.30 and 13.30 to 18.00 on Wednesdays
9.30 to 12.30 and 13.30 to 16.00 on Fridays

The Tutorial and Admissions Office deals with admissions and tutorial enquiries and provides
administrative support in these areas to undergraduates, graduates, supervisors, Directors of
Studies and Tutors. The Senior Tutor, who is responsible to the Governing Body for all
aspects of the educational and welfare provision of the College, has an office in the Tutorial
and Admissions Office. He can also be contacted by email on senior-tutor@dow.cam.ac.uk.
Whilst the Tutorial and Admissions staff may in most instances be able to help directly, all
students are strongly advised to consult their Tutor and/or Director of Studies about any major
problems they encounter.

Matters which the staff of the Tutorial and Admissions Office can help with include the
following:

¥ Liaison with Tutors and Directors of Studies, including administration for beginning
and end of Term interviews.

¥ Provision of application forms, including the following: hardship funds, Vacation
Study and Travel Grants, Downing Association grants, the Willetts Fund for project
work in Natural Sciences, conference and travel expenses for graduates, scholarship
and studentship applications (e.g. Oon Khye Beng Ch’hia Tsio, Glynn Jones, Pilley),
Newton Trust awards, taxi vouchers (on medical grounds), changes of course. These
forms are available in a carousel outside the Tutorial & Admissions Office.
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¥ Administration and advice, in consultation with Tutors, relating to student loans and
hardship funds.

¥ Queries and arrangements relating to examination entries and corrections,
examinations to be held in College, co-ordination and accurate recording of results in
student files in consultation with Directors of Studies.

¥ Organisation and administration of all Matriculation ceremonies, Congregations
(degree ceremonies) and General Admission (graduation).

¥ All matters relating to admissions including interviews, open days and information on
continuing to a higher degree (e.g. MPhil, PhD).

¥ Provision of transcripts for students to use when applying for research posts,
scholarships and future employment.

The College Nurse is a member of the Tutorial and Admissions Office staff team and
provides nursing care, treatment, advice and support as required. See section 11.1 for details
of clinic times and areas covered.

The Tutorial and Admissions Office is a busy place but students are very welcome to drop in
for information, help and assistance in any area of College life. Staff can also be contacted by
telephone or email:

General Enquiries 334811 tutorial-enquiries@dow.cam.ac.uk
Admissions 334826 admissions@dow.cam.ac.uk

Graduate Admissions 334811 grad-admissions@dow.cam.ac.uk
Access Officer 334826 access@dow.cam.ac.uk

Start and End of Term Interviews 334811 supervisions @dow.cam.ac.uk
Supervisions 762069 supervisions@dow.cam.ac.uk

College Nurse 334817 nurse@dow.cam.ac.uk

Office Manager 334811 tutorial-office-manager@dow.cam.ac.uk
Supervision Room Bookings 334811 supervisions@dow.cam.ac.uk

3.4 The Bursarial Team

The bursarial side of the College is concerned with finance, the management of the buildings
and all non-educational administrative and staff matters. Its principal officer is the Bursar
who is responsible to the Governing Body for the income and expenditure of the College and
gives guidance as to the financial implications of any policy that the Governing Body may
consider. She is also responsible for the management of the Accounting, Conference, and
Information Technology Departments and, via the Domus Bursar, for the Accommodation,
Catering, Gardening, Housekeeping, Maintenance and Porters Departments.

The Bursar can be reached through the College Office on D staircase. The Accounts
Department (including the Bursary), the Catering Department, the Human Resources Office,
the Records Manager and the IT Department can be found on B staircase. The Domus Bursar
has an office on U staircase. The Buildings Manager, who is responsible for the maintenance
of the buildings and the supervision of building projects, has his office in the Porters’ Lodge
as does the Accommodation Officer and the Housekeeper, who manages the cleaning staff.

Contact details for staff working in these areas are as follows:

Bursar 334849 bursar@dow.cam.ac.uk

Domus Bursar 762121 domus-bursar@dow.cam.ac.uk
Accommodation Officer 762063 accommodation@dow.cam.ac.uk
Senior Accounts Clerk (Bills) 334858 senior-accounts-clerk@dow.cam.ac.uk

5



Buildings Manager 762125  buildings-manager@dow.cam.ac.uk

Catering Manager 762067  catering@dow.cam.ac.uk

College Accountant 334824 accountant@dow.cam.ac.uk
College Secretary 334849 college-secretary @dow.cam.ac.uk
Conference Office 334860 conference@dow.cam.ac.uk
Gardens gardens@dow.cam.ac.uk
Housekeeper 334863 housekeeper@dow.cam.ac.uk
Human Resources Officer 334848 hr@dow.cam.ac.uk

IT Office 364305 it@dow.cam.ac.uk

Maintenance 762125 maintenance@dow.cam.ac.uk

repairs@dow.cam.ac.uk
Payroll/Purchase Ledger Administrator 334803  payroll-administrator@dow.cam.ac.uk
Porters’ Lodge 334800 porters@dow.cam.ac.uk

3.5 Other College Officers

The Chaplain is responsible for the College Chapel and for the conduct of religious services
within it (see section 6.2). The Chaplain is also available to all members of the College,
whether practising Christians or not, for consultation about any matter.

Chaplain 334810 chaplain@dow.cam.ac.uk

The Dean, assisted by the Tutors, is responsible for the maintenance of discipline within the
College.

Dean 334854, 339242 dean@dow.cam.ac.uk

The Fellow Librarian is responsible for determining the general policy of the College
Library. In regular consultation with the College Librarian, who is in charge of the day-to-
day running of the Library, the Fellow Librarian’s duties involve reporting on Library matters
to various College committees, overseeing large-scale projects involving the Library,
appointing a Rota Manager to regulate student library supervisors and writing to thank people
who have donated books to the collection.

College Librarian 335352 library@dow.cam.ac.uk

The Praelector makes arrangements on behalf of junior members for matriculation and
presentation for degrees. Matriculation is a formal but straightforward ceremony, which takes
place in the first few days of each student’s residence. It connotes formal admission to
membership of the College and University and acceptance of the rights and duties attaching to
such membership.

Praelector 334811 praelector@dow.cam.ac.uk

4 ACADEMIC MATTERS
4.1  University Examinations and Changes of Course
All undergraduates, including those reading science subjects, study for the Bachelor of Arts

(B.A.) degree as their first qualification. Those who have taken the B.A. degree become
entitled to proceed, without further examination, to the degree of Master of Arts (M.A.) after

6



a further ten Terms. Postgraduate degrees and qualifications may require one, two or three
years of residence depending upon the degree or other qualification sought.

To qualify for a first degree, it is necessary to be matriculated (formally admitted by the
University), to be in residence for nine Terms and to pass the prescribed University
examinations.

All new students are required to matriculate (see also section 3.5 above) and do so early in
their first Term of residence. Matriculation is arranged by the College and involves signing a
declaration that the candidate promises "to observe the Statutes and Ordinances of the
University as far as they concern me, and to pay due respect and obedience to the Chancellor
and other officers of the University". An equivalent affirmation is made in relation to the
College Statutes and information contained in this Handbook.

Undergraduates usually sit a University examination at the end of each year. These
examinations are of two kinds: Tripos examinations which count towards an Honours degree,
and Preliminary Examinations which do not but which give an indication of a student’s
progress. To complete the examination requirements for an Honours B.A. degree it is
necessary to be classed in at least two Tripos examinations. In a number of subjects three
Tripos examinations must be taken.

Those Natural Science and Engineering students following four-year undergraduate courses
take four Tripos examinations (one at the end of each year). They will obtain the
qualification for the B.A. degree after the first three years (although in most instances they
will not graduate until the end of their fourth year) and the qualification for the M.Sci. or
M.Eng. degree at the end of their final year.

It is not necessary that all Tripos examinations taken should be in the same subject, and
undergraduates sometimes change their field of study whilst in residence to take advantage of
the flexibility permitted by the University. There is restricted entry to certain courses; advice
on a proposed change of course is given by Tutors and Directors of Studies. Any change of
course fromthat for which you were admitted requires the prior approval of the College
Education Committee and request forms are available from the Tutorial and Admissions
Office. For Home and EU students, an approach to the relevant educational authority not
later than the end of the first Term of the second year of residenceds essential
particularly if an increase in the number of years of study at Cambridge is involved. It should
be noted that approval of a change of course is by no means given automatically by the
College. Entry in the third year to Part II of the Tripos in certain scientific and technical
subjects is sometimes limited by the capacity of the University Faculty or Department
concerned.

4.2  Unsatisfactory Performance in Examinations

All undergraduates are expected by the College to reach at least 2" Class Honours standard or
its equivalent in all University or College examinations which they take. The College
Education Committee will consider the case of any student who fails to do so. In some cases
of unsatisfactory performance the Master and Senior Tutor, acting on the recommendation of
a Director of Studies, will see the student at the start of the Michaclmas Term to discuss their
commitment to their studies and strategies for improvement and, where appropriate, will
expect to see the student during the year to report on progress. The Governing Body has the
right to refuse permission to a student to return into residence either temporarily or
permanently if it considers that student’s progress to be unsatisfactory by reason of failure to
obtain Honours in a Tripos examination. The College Education Committee considers each
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case of failure to obtain Honours and makes recommendations to the Governing Body.
Students who are in danger of being refused permission to return into residence have the right
to appear before the Education Committee and subsequently the Governing Body when their
cases are being considered. They also have the right on such occasions to be accompanied by
their Tutor or another Fellow of their choice who will represent their case if requested to do
so. Students have the right of appeal to the Office of the Independent Adjudicator against
decisions of the Governing Body. Information about the OIA is available from
www.oiahe.org.uk and the Downing website.

4.3 Residence and Absence from Cambridge

Undergraduates, in addition to passing the required examinations, must reside in Cambridge
for a certain number of nights for each of nine Terms in order to qualify for the B.A. Degree.
Lectures are given during an eight-week period known as Full Term, though there is a longer
period known as Term which extends roughly seven to ten days before and after Full Term.
Residence may be kept at any time during Term (see information below on NPR) and the
University Regulations require undergraduates to keep three-quarters of it. This requirement
is normally satisfied by residence during the whole of Full Term. In order that the College can
certify that Terms have been kept, a book must be signed at the Porters’ Lodge on coming
into residence and on leaving Cambridge at the end of each Term. Students who have doubts
as to whether a particular Term has been kept should obtain advice from their Tutor. Usually
the necessary nine Terms of residence are kept consecutively, though in exceptional
circumstances permission may be given for an intermission of residence (as is normal for
those studying Modern and Medieval Languages who spend one year of their course abroad).

Any junior member of the College who wishes to be away from Cambridge overnight
during Term must sign out in the PortersO Lodge in advance giving information about
how they can be contactedh an emergency Those who wish to stay away for two or more
consecutive nights must see their Tutors in advance to obtain written permission in the form
of an exeat. This exeat must be handed in to the Porters’ Lodge before departure.

There is a Normal Period of Residence (NPR) of 70 days each Term during which junior
members may reside in College accommodation. Those who wish to stay in Cambridge
outside of this period must consult their Tutor and complete an application form obtainable
from the Accommodation Officer or the Tutorial and Admissions Office. An extra charge is
made for residence in College accommodation outside the NPR. Information about the dates
of NPR is available on the College website and in Appendix 8.

4.4  College Teaching

Whilst the University is responsible for lectures, seminars and practical classes, the College is
responsible for giving advice about courses of study and for providing teaching in small
groups (supervisions). Arrangements for supervision vary; in some subjects one hour each
week is devoted to informal discussion (usually of work prepared beforehand) by a small
group of undergraduates and a supervisor, though in many subjects several hours of
supervision each week are held. The supervisor may be a Fellow, a senior member of another
College or a research student; practices vary from subject to subject. In some subjects an
undergraduate will remain with a supervisor for the whole year, in others for one Term only.
Directors of Studies will explain the practices followed in their own subject.

The supervision system is an essential feature of education in Cambridge. Directors of Studies
are responsible for the arrangement of supervisions for their students and for the provision of
advice on academic matters generally. Undergraduates only change their Director of Studies
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if they change subject or if their Director of Studies is on sabbatical leave. The supervision
system is an invaluable part of students’ academic studies in Cambridge. It provides an
opportunity to discuss and clarify problems encountered in reading, lectures or practical work,
and a supervisor usually sets essays or problems to be tackled before the next supervision.
More details of what you can expect from supervisions and of what is expected from you in
supervisions can be found in Appendix 1 - Supervision Guidelines, and on the College web
site — http://www.dow.cam.ac.uk/.

If there are occasions when any student is unable to attend a supervision owing to illness or
any other serious cause, the supervisor must be informed immediately The College
considers failure to attend a supervision a very serious matter. In the event that a supervision
is missed a full explanation will be required and, if the explanation is not satisfactory, the
student will be asked to pay for the missed supervision

Each year you will be asked to complete a self-assessment form and questionnaire. This
provides you with the opportunity to comment on College teaching and your own academic
progress as you perceive it. Your self-assessment form will normally be seen by your Tutor
and Director of Studies and will be discussed with you at your end of Term interviews. Your
questionnaire response will be used by the College in monitoring the overall quality of the
teaching it provides and your response to it. The College regards this as a valuable exercise
but its value depends critically on your being prepared to take the time to complete the form
and questionnaire so that a meaningful response rate is achieved. If you would prefer your
Tutor and/or Director of Studies not to see your comments, you can return the form directly to
the Senior Tutor stipulating that only he is to see it.

4.5  Academic Dress

Every junior member of the College must possess a Downing College gown. New
undergraduates may purchase new gowns through the Tutorial and Admissions Office prior to
arrival. The Tutorial and Admissions Office also has a limited number of good second-hand
B.A. and M.A. gowns available for purchase by new graduate students at the beginning of the
Michaelmas Term. There are different gowns for undergraduates and for those who have
taken the B.A. degree or who have been granted the status of B.A. or M.A. Gowns are worn
within College at dinner in Formal Hall and at evensong and special services in the Chapel.
Gowns are also worn when attending University ceremonies in the University Church or in
the Senate-House and at other times at which the Vice-Chancellor may by public notice direct
that academic dress be worn. It is advisable to have some formal clothing (e.g. plain dark suit,
dress, skirt and/or trousers with jacket) at College.

4.6  Awards, Prizes and Grants

4.6.1 Scholarships

Downing elects into scholarships junior members who have obtained First Class Honours in
any University or College examination. Scholars of the College are rewarded financially;
they are admitted formally to their scholarships at a special ceremony in the Michaelmas
Term following their election, and they are invited to certain College feasts and other special
occasions.

Valuable scholarships worth up to £1,000 per annum for three years are available to those
graduating in Law and Medicine to help them prepare for these professions. These
scholarships are awarded to those achieving First Class Honours in at least one of their Tripos
examinations. Glynn Jones scholarships worth as much as £10,000 are offered to selected



Downing graduates wishing to undertake management or business courses in Cambridge or
elsewhere, which will further their careers in these fields.

Up to four Pilley Scholarships of £100 each may be awarded annually to those about to take
the B.A. degree. These scholarships are awarded to those who have achieved academically
and at the same time have shown qualities of leadership in team sports.

4.6.2 Organ Scholarship and other Musical Awards

One Organ Scholarship (worth £100 p.a. tenable for three years) is offered each year. There is
a separate examination held in conjunction with other Colleges offering such awards in the
same year; this is usually held in the latter half of September in the year preceding that in
which the Scholar is to come into residence. An Organ Scholar plays the organ at the musical
services in Chapel and arranges and superintends choir practices and the training of the Choir.
The Organ Scholar need not read Music whilst in residence (but often does) and is expected to
take a leading part in the musical life of the College.

Downing also offers one or more instrumental awards each year. Details of these awards and
of the Organ Scholarship are set out in the University’s Undergraduate Admissions
Prospectus.

The College offers support for music lessons of up to £200 per annum to those reading Music
and, exceptionally, to other particularly talented musicians who are making an outstanding
contribution to the musical life of the College.

4.6.3 Prizes

College prizes (worth from £100 to £140) are awarded to all junior members who obtain First
Class Honours or a distinction in University or College examinations; these prizes are in the
form of book tokens. An additional prize of £125, known as the Association Prize, is
awarded annually to the most distinguished candidate in a final year Tripos examination and a
similar prize of £125, known as the Whalley-Tooker Prize, to the most distinguished
candidate in a penultimate year Tripos examination. Additional special prizes of £100 are
awarded to those coming in the top 2.5 per cent of a University Class List. A Chapel Reading
Prize is awarded annually. Up to three Treherne Prizes for creative writing are awarded
through an annual competition in the Easter Term. The R.J. White prize for a history essay
and the Harrison prize for the best Part II dissertation in a biological subject are also awarded
each year. Notices about these prizes will be published during the year.

4.6.4 Vacation Study ard Travel Grants

Grants from the University are sometimes available on application to relevant University
Departments or Faculties. These small grants are intended to help with the costs of certain
courses or field-work organised by Departments and Faculties or with travel abroad which is
deemed necessary for the particular University course being followed. The College also sets
aside a sum to help those who wish to travel in the United Kingdom or abroad for academic or
academically related purposes. These are also available exceptionally to help with the costs
of residence in College outside of NPR when this is required to prepare for a dissertation or
for other academic purposes. For you to be eligible for support, your Director of Studies must
approve such residence in advance. The payment only covers periods outside of NPR, rather
than Full Term.

Applications for College Travel and Vacation Study funds are made via an application form
available from the Tutorial and Admissions Office. On this form you must outline the
purposes of the travel, the costs (fares, board and lodging expenses) and any money which it
is hoped to obtain from other sources. Travel grants must be applied for by the division of the
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Term before the vacation in which travel is intended. It should be stressed that the Travel
Funds available are limited, and the Tutors, who constitute the Travel Grants Committee, will
consider the purposes of the applicant’s journey most carefully. No junior member may
expect to receive more than a contribution towards expenses, and all should try to ensure
maximum financial support from other sources, particularly in the event of involvement in an
ambitious and expensive expedition. The Downing Association also makes awards to assist
with vacation study and travel. Forms are available in the Tutorial and Admissions office.

In addition to the above there are a number of other travel funds and prizes (some restricted to
particular areas of study or Departments) awarded by the University and other bodies. Details
of these are published in a special issue of the Cambridge University Reporter every
November. Alternatively, you can consult your Tutor or your Director of Studies.

4.6.5 Grants for Purposes other than Travel

Tutors can advise about applying for the limited funds available for purposes other than
travel. These include the Association funds for undergraduate and graduate students, the
Willetts Fund for Natural Scientists, and the Skadden Fund for Lawyers, which are used to
support students who incur costs for extra project work or for educational materials such as
books, computer equipment, software or office materials. Information about funds to support
those in financial difficulties is given in section 12.

4.7  Continuing as a Graduate studat

Downing College welcomes applications from its own undergraduates to remain in residence
for graduate study. If you would like to continue your study at Downing after graduation you
should obtain a Graduate Application pack from the Board of Graduate Studies. After
completion the application form should be returned directly to the Board of Graduate Studies,
4 Mill Lane, Cambridge CB2 IRZ. It is most helpful if you also inform the Tutorial and
Admissions Office at the time you apply of your intention to return as a Graduate student.

5 GRADUATE STUDENTS

Much of this booklet is intended primarily for undergraduates although some earlier sections
are also of relevance to graduate students, i.e. those working towards the M.Phil., Ph.D.
degree or other postgraduate qualification. This section is devoted to matters of concern to
these students, of whom Downing has in the order of 245 in residence. Though some of these
entered as undergraduates, the College admits many graduates of other Universities who have
been accepted for courses of research or advanced study in Cambridge. Two Tutors have
special responsibility for graduates.

5.1 The Middle Combination Room

The common room used by graduates is called the Middle Combination Room (MCR), the
Treherne Room, which is located on S Staircase. It has newspapers, wide-screen TV, DVD,
microwave and tea and coffee making facilities. It provides a useful base, particularly for
those not resident in College. It is administered by MCR committee members, who are elected
by their fellow graduates. These officers also organise dinners in Hall, private dinner parties
in the West Lodge for members of the MCR and their guests, and other social events.

Members of the MCR are also members of the Amalgamation Club (the joint organisation of
the JCR and MCR). They are encouraged to use the facilities it provides and to take part in
College activities of all types. The President and Vice-President of the MCR represent the
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graduate students at the Governing Body, the General Purposes Committee and various other
committees. Graduates have full access to College amenities and societies and play a full part
in College life.

5.2  Accommodation and Meals

Single graduate students will normally, so far as space permits, be offered a room in College
or in a College house in their first year. Each year applications are invited for a very limited
number of Hostelkeepers. The position of Hostelkeeper carries with it a small discount, set
against the rent, to recognise the responsibility of looking after a College house. Occasionally
the College may be able to provide accommodation in a flat for graduate students with
partners by appointing each of the couple as a Hostelkeeper; some other accommodation for
graduate students with partners is also available. For those seeking accommodation outside of
College, the University keeps a register of accommodation suitable for graduate students. It is
worthwhile visiting or writing to the University Accommodation Service at 18 Silver Street,
Cambridge, CB3 9EL or visiting the web site via www.cam.ac.uk to identify the type of
accommodation required and its cost. The demand for accommodation in Cambridge is high,
and enquiries should be made as early as possible. The College Accommodation Officer deals
with the detailed administration of accommodation in College and College houses and should
be contacted in the first instance. In general the rules outlined in this handbook for
undergraduates also apply to graduates who live in College accommodation.

Graduate housing is equipped with good kitchen facilities. During Full Term many graduates
also choose to eat in the College Hall. Details of the service available can be found in section
9. Whenever meals are not available in College graduates may go to the University Centre,
which is open for most of the year. At the Centre Downing graduates are entitled to eat in the
cafeteria but should make prior bookings for the Restaurant.

5.3 Awards and Grants

Detailed information about postgraduate awards made by government bodies (including the
various Research Bodies) can be obtained from the relevant Department of the University or
directly from the body concerned.

There is a Graduate Support Fund to which all graduates with financial difficulties may apply.
Applications for this fund are means tested.

5.4  Research Fellowships

From time to time the College advertises Research Fellowships, which may be restricted in
subject. These Fellowships are normally awarded to those who have already obtained or are
about to obtain a Ph.D. degree. Details are posted on College notice boards as well as in the
Cambridge University Reporter. The emoluments vary depending on the circumstances, and
can often be supplemented by a limited amount of teaching. Research Fellows enjoy the same
privileges as Official Fellows and are members of the Governing Body, but their Fellowships
are of limited tenure. Details of Research Fellowships may be obtained from the Tutorial and
Admissions Office.

6 COLLEGE AMENITIES AND ACTIVITIES

This section comprises a brief description of some of the facilities provided by the College. It
begins with those which are primarily the responsibility of the Governing Body and moves on
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to those which are largely administered by the Amalgamation Club, whose role is roughly
equivalent to that of the Students’ Union at other Universities.

6.1 The Library

The Maitland Robinson Library is for the use of all resident members of the College. The
Library is private: members of other Colleges and visitors may not use its facilities unless
they have obtained permission through the College Librarian or Fellow Librarian. The in-
house catalogue is available online both from OPACS within the library and also throughout
the College at http://library.dow.cam.ac.uk/. Only Raven passwords belonging to College
members facilitate access.

The Library currently holds around 46,000 volumes and aims to include most of the texts
recommended for undergraduate courses. The Library catalogue is fully computerised and
several online public access terminals are available for consultation in the Library. Internet
access in the Library is presently limited to library staff use. Access to the catalogues of the
University Library, Faculty or Departmental Libraries, and colleges on Newton, is available
through one terminal on the ground floor and one terminal upstairs. These two dedicated
terminals also provide access to university electronic resources, including numerous journals
and electronic books. They are located in the western alcoves on the first and ground floors.

Collections are kept as up-to-date as possible. The Fellow Librarian, College Librarian and
Library staff very much welcome recommendations for book acquisitions from junior and
senior members, either by using the form in the Library, in person at the issue desk or by
email. If you wish such a book to be reserved for you, please give your email address on the
request form and you will be informed as soon as the book arrives. Books may be borrowed
for two weeks at a time, using your University Card, and subsequently renewed. Heavily used
books may be recalled for use by another reader. When returning books, please ensure that
they have been discharged through the system: overdue notices and fines may follow if books
are simply returned to the shelf. A modern fiction lending section, slightly dated travel
guides, and drama collection are also available. Cinema DVDs and videos linked to the
MML European Cinema Paper may be issued for viewing elsewhere. Outside of term,
extended holiday loans are readily available for as many as ten books, more by arrangement.

The Library is open during Full Term from 8.30 am to 2.00 am (or from 8.00 am to 2.30 am
during Easter Full Term). Certain facilities — issue and return of books, access to books and
media located in locked bookcases, purchase of photocopier cards — are available between
8.30 am and 8.30 pm during term time. Outside of Term these facilities are usually available
from 8.30 am to 5.30 pm only. On evenings and weekends during term time paid student
supervisors, invigilating the library until 8.30 pm, provide these services. After 8.30 pm
electronic access to the Library can be gained using University cards. Outside Full Term the
Library is usually open, although in very quiet times the front door may be shut when staff are
busy on the upper floor. Outside Full Term the library reverts to office hours (8.30am to 5.30
pm) although access can be gained by card until 11.30 pm.

Eating, smoking and the use of mobile phones are not allowed in the Library; drinking is
permitted only from the water dispensers on the two main floors. Failure to respect these
rules inconveniences other members of the College and abuses the Library facility.
Disciplinary action may be taken against persistent offenders.
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6.1.1 The Archive
The Archive, which is based in the Library, preserves the documentary heritage of the
College. It constitutes a unique resource, reflecting and illustrating the history, development
and life of Downing.

Collections include:
¥ pre and post foundation records of the Downing estates, and of the Downing family,
dating back to the 16th century
records of student bodies and organisations
official and formal administrative and governance records
thousands of photos, maps and plans
Fellows’ and old members’ papers

K K K K

College members may always consult most documents, whether for academic research or
personal interest, and the public may visit by appointment. Many documents can be
reproduced, although only photocopying facilities are located on site. Computerised database
and paper-based finding aids exist to aid research. The College Archivist, who may be
contacted at the Library, is always happy to answer enquiries.

6.1.2 Special Collections

The Library has a number of special collections of rare books and manuscripts which are not
on open access shelves. An online rare books catalogue can be accessed by arrangement with
the College Librarian. There is a hard copy handlist to the Bowtell manuscripts. Particular
strengths are in Cambridge local history and seventeenth century Britain.

Anyone interested in viewing items within these Collections will need to arrange to consult
them. Please contact the College Librarian in the first instance. External readers will need to
supply two references. Access is by appointment.

6.2 The Chapel

The Chaplain is a minister in the Church of England, but is assisted by an ecumenical team of
student Chapel Wardens who represent a wide range of Christian denominations and
traditions. They aim to make the Chapel a focus for unity among all the Christians of the
College, as well as a place of peace in the heart of Downing where all are welcome.

Services of various kinds are held on Sundays and weekdays throughout each Term. There is
an excellent Choir which sings at Evensong on Sunday and Thursday evenings. Full details
can be found at http://www.dow.cam.ac.uk/~chapel/.

The Chaplain is also available to provide pastoral care for all members of College, whether
they are religious or not. All are very welcome to talk to him confidentially about anything,
including personal, emotional or spiritual matters. He can be found in O8, and contacted by
telephone on 334810 or by email at chaplain@dow.cam.ac.uk.

6.3  The Howard Building
The upper floor is a room used for formal meetings, plays, concerts and the showing of films.
It is provided with a Steinway grand piano which may be used for practice after approval by

the President of the Music Society. Keys are available from the Porters’ Lodge. Rooms must
be booked through the Conference Office.

14



6.4  The Junior Combination Room

The Junior Combination Room (JCR) TV Room is located on S staircase and serves as a place
to meet, watch TV or DVDs and relax. There is also a JCR Common Room (the “Party
Room”) in the Butterfield building with a large flat screen television, wireless internet, table
football and plenty of space to relax. Throughout the term JCR ents will be held in the Party
Room

6.5 The Butterfield CafZ and Bar

The Butterfield Café and Bar serves breakfast and later a large range of made-to-order hot and
cold baguettes, snacks, cakes and speciality coffees. Opening times for the Café are:

Monday-Friday Saturday
Full Term: 08.00 am- 4.00 pm 10.00 am- 2.00 pm
Outside Full Term 11.00 am- 2.00 pm

The Bar is open to all members of the College during hours recommended by the Bar and
Amenities Committee (usually 7.30 pm - 11.30 pm), on which students and Fellows are
represented. The Butterfield Building also has a large party room in the basement for social
events, which may be booked through the Conference Office.

6.6 Information Technology and Computing

IT plays an important role in the conduct of academic life and Downing College provides a
number of facilities for its students in this regard:

The College Network The majority of rooms in the College have facilities that enable
residents to connect their computers to the Cambridge University Data Network (CUDN); this
requires the computer to be equipped with a 10/100 Ethernet card with an RJ45 connection.
Several communal areas (including the JCR Party Room, the MCR, the Butterfield Café, B
Staircase Lobby and the Boathouse) are equipped with wireless networking as part of the
University Lapwing scheme. This gives access to a number of facilities including the internet
and email. The cost for use of the network is included within the Facilities Charge (see 12.4).
Use and maintenance of a computer connected via the College network is at the student’s own
risk and carries a responsibility to abide by College and University rules and regulations.

The Computer Room There is a College Computer Room, behind T staircase, which
incorporates 18 PCs, 2 Macs, printing facilities and a scanner. All of the computers are
connected to the CUDN and offer internet access, email facilities and access to the
University’s Public Workstation Facility, which in turn gives access to various popular
software packages

Computing Support. Students have access to support for their Computing facilities via the
Downing College Student Computer Assistants, the College IT Department and the
University Computing Service Helpdesk. In the first instance, enquiries should be emailed to
StudentIT@dow.cam.ac.uk.

More information on all of these subjects is available in the Student Computing Handout
(StudentIT@dow), which is issued to new students on arrival. StudentIT@dow is also
available in the Porters’ Lodge or for download from the JCR website. It is a condition of
connection to the College Network that this document is read and understood.
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6.7 The Downing College Amalgamation Club (DCAC)

The Amalgamation Club (which includes the JCR and MCR) performs the functions of a
College students’ union and operates in accordance with the Code of Practice which can be
found in Appendix 6 and on the College website — http:// www.dow.cam.ac.uk/. The
Amalgamation Club administers funds to provide amenities for its members and represents
their views to the Governing Body, the General Purposes Committee, the Finance Committee,
the Education Committee, the Buildings and Environment Committee, the Health, Safety and
Domus Committee and the Development Committee. Virtually all College clubs and societies
form part of the Amalgamation Club which is de facto run by the JCR and MCR. The
Amalgamation Club officers (including the President) are elected from junior members to
hold office for a year; they have financial responsibility for all activities of the Amalgamation
Club described below, subject to general oversight by one of the Fellows, (elected as the
Senior Treasurer), and subject to the provisions in the Code of Practice in respect of the
Amalgamation Club (see http://www.dow.cam.ac.uk/). ~ Most of the income of the
Amalgamation Club is derived from annual subscriptions allocated by the College. Open
meetings of the Amalgamation Club, the JCR and MCR are held regularly throughout the
year at which individual members can discuss issues of policy raised by the Officers and
Committee or voice complaints or suggestions.

As the representative bodies of student opinion, the JCR and the MCR respectively have the
important task of appointing the two undergraduate members (usually the President and Vice-
President) and the two graduate students who attend meetings of the Governing Body and the
General Purposes Committee for unreserved items of business. The JCR and the MCR also
nominate student representatives to various College committees concerned with matters in
which junior members have an interest.

The Cambridge University Students Union (CUSU) represents junior members at University
level. The President and another executive officer of the JCR represent the College at the
regular General Purposes Committee meetings of the Union. Junior members are represented
at a national level through CUSU’s affiliation to the National Union of Students. Graduate
students are represented by the University Graduate Union (GU).

Each year, the JCR and MCR must conduct a referendum on continued affiliation to CUSU
(for the JCR) and CUSU and GU (for the MCR). At present, the JCR is affiliated to CUSU
and the MCR is affiliated to CSUS and GU.

6.8  Sports

Most field sports are played at the Downing College Sports Ground on Grantchester Road,
which is about one mile from the College. There is also a boathouse for the College rowing
club; this club takes part in all University and many other rowing events. There are two multi-
use hard courts in College for playing tennis, basketball and netball. Ongoing building work
means that the College squash courts are not available, but squash and table tennis can be
played at College expense at the Kelsey Kerridge Sports Centre on Gonville Place with
bookings via the Porters’ Lodge. Games may be played on the Paddock from 1.00 pm but are
not permitted on any other lawns in College. The Health, Safety & Domus Committee request
that students participating in sports assess the safety of unsecured equipment and check
grounds or pitches for harmful debris before use.

There are some sports for which Colleges do not have their own facilities (they include
athletics, golf, swimming and badminton). For these sports, facilities are common to all

16



Colleges, and club secretaries will explain particular arrangements to all those who may be
interested.

It is usually possible to find a place for players of all standards in College clubs, and the club
officers will be actively recruiting new members from amongst those who have come into
residence for the first time. If any students are not approached directly and have an interest in
a particular sport they should see the appropriate club secretary. A list of secretaries is kept in
the Porters’ Lodge and a list of the sports captains is published on the JCR website. If a
particular activity is not provided by a College Society, there may be an opportunity to
participate through a University Society. Details of these are provided by the Cambridge
University Students” Union (CUSU). Alternatively, where enough interest is demonstrated, a
new College club may be established and become affiliated to the Amalgamation Club by a
majority vote on a suitable motion at a quorate Open Meeting of the Amalgamation Club.

6.9 DCAC Communal Sport Equipment

DCAC funds have been used to provide some communal sports equipment for student use
which is stored in the Porters’ Lodge. It is for everyone to use: do not borrow it indefinitely,
do not break it and do generally take care of it. Sign it out as you would a key. At present
communal items of equipment include various racquets and balls and some lacrosse and
hockey sticks, though the Amalgmation Club is continually adding to this. Certain sports
teams also have their own equipment and kits. These items are kept by the relevant sports
club. These may be used by any member of the Amalgamation Club and the captain of the
relevant sports club should be contacted regarding access to the relevant equipment and kit.

In addition to the sports equipment, the JCR has also purchased a collection of outdoor
games. These are located in a storage cabinet in P staircase, with the key being available
from the JCR President. At present there is:

Giant Connect 4

Giant Dominos

Giant Pick-Up-Sticks

Boules

Giant Jenga

Giant Twister

The equipment is available to all College undergraduates and postgraduates, and is
administered by the JCR Sports Officer. Some of the equipment is old and some brand new.
If something is broken or you would like some other equipment, or have any other queries,
email the JCR Sports Officer who will try to help (sports@downingjcr.co.uk). The
Amalgamation Club operates a Depreciation Fund designed to purchase items of lasting
benefit to members of the Club. Often this has been sports equipment. The committee of the
Amalgamation Club is always pleased to discuss proposals for expenditure from the
Depreciation Fund. Please contact the Junior Treasurer of the Amalgamation Club in the first
instance.

6.10 Lt Col Anderson Fitness Room

The Fitness Room is equipped with a range of cardiovascular and individual resistance
equipment and is located in the basement of the Singer Building. It is open to Fellows,
resident junior members and College staff, at a cost of £13 per year. All members are required
to attend an induction session before they can use the equipment and, for safety reasons, there
must be a minimum of two people in the fitness room at any one time. Details are available
from the Human Resources Office on B staircase.
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6.11 Music and Drama

The College has active Music and Drama Societies, details of which can be found on the JCR
website. The Music Room (West Lodge), booked through the Conference Office, has
facilities for practice; a further small music practice room (V4) can be booked through the
Porters” Lodge. Concerts and plays take place in the Music Room, the Master’s Lodge, the
Maitland Room (West Lodge), the Chapel and in the Howard Building. There are also some
garden performances. Occasional performances of amplified music take place in the Party
Room of the Butterfield Building and this space may be booked, subject to the rules for Party
Room use, by contacting the JCR Entertainments Officer. The Amalgamation Club also owns
a keyboard, an amplifier and a drum kit which may be used by any member of the
Amalgamation Club.

6.12 Other Societies

Many other groups with common interests, specialised and social, flourish in the College.
These include independent College groups and branches of larger University societies, and
they grow or decline as the interests of junior members of the College fluctuate. You can play
bridge or chess, debate and take part in political discussions as you feel inclined. Some
societies are of great longevity, such as the Maitland Historical Society, the Mathias
Economics Society, the Cranworth Law Society, the Lord Guildford Society (for Classicists),
the Whitby Medical Society and the Danby Scientific Society. Most undergraduates will find
something to their taste in the activities already being pursued in College. However, if there
is sufficient interest in, and enthusiasm for, some other activity there is no reason why that
activity should not be organised. This reflects the interests and willingness of the junior
members in residence at the time, and the pattern changes from undergraduate generation to
generation. To receive funding from the Amalgamation Club, new societies must become
affiliated to it, by the passing of a suitable motion at a quorate Open Meeting of the
Amalgamation Club. The Amalgamation Club will consider applications from the Presidents
of societies, both new and old, for an appropriate level of funding. Such applications should
be addressed to the Junior Treasurer of the JCR (details of deadlines and application
instructions can be found on the JCR website), and all societies must be overseen by the
Senior Treasurer (who is a Fellow of the College). Assets of lasting value to the membership
of the Amalgamation Club may also be purchased using the Depreciation Fund.

6.13 University Activities

Students will also find opportunity for activities of many types in the University, and the
College is always delighted to hear via the Tutors of distinction in these activities whether
they be academic, dramatic, musical, political, sporting or any other.

7. ACCOMMODATION
7.1 Fire

Any fire, no matter how small, is potentially dangerous. In all cases, the alarm must be raised
and the Porters’ Lodge contacted. You should always take precautions against the risk of fire.
Fire doors are never to be wedged open. Fire extinguishers and alarms are not to be tampered
with. There is a programme of regular fire drills. Any interference with fire precautions is
viewed as a serious offence and will lead to disciplinary action. Lighted candles are not
permitted in any College rooms. Fire safety information is distributed with all Residential
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Agreements. A resident of every house and staircase is designated as a Fire Warden,
responsible for regular visual checks of extinguishers, firedoors, etc.

7.1.1 Detection and Alarm

All Downing College accommodation is equipped with automated fire detection and alarm
equipment. In every case this is a hard-wired system, relayed back to the Porters’ Lodge by a
dedicated link (staircases), or via a dial-up line (external houses). Any tampering with the fire
detection and alarm systems or ‘first aid fire appliances’ (extinguishers etc) is deemed a very
serious offence, and will be dealt with most severely by the College. In the past, irresponsible
behaviour involving the fire detection system has led to students being fined and sent out of
College accommodation.

If you discover a fire anywhere
¥ Break the glass in the nearest Alarm Box before you do anything else.
¥ Ensure your own route of escape.
¥ If another person is available, send him or her to the Porters’ Lodge with details.

Fighting a fire:

Do not attempt this unless you feel competent and have been trained to do so.

Keep between your escape route and the fire at all times.

Do not use water extinguishers (or fire hoses) on electrical fires or fat and oil fires.
Burning oil or fat in a pan can be covered with a fire blanket, but approach the fire
with the blanket in front of your face, and be sure your hands are wrapped in a cloth.
If you cannot extinguish the fire in one minute get out and close the door.

If a person’s clothing is alight roll him or her in a blanket or coat to smother the
flames.

K K K K
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If you hear the Fire Alarms:
Continuously ringing - EVACUATE
¥ leave the building immediately;
¥ close, but do not lock, doors behind you;
¥ congregate on the nearest lawn, not on paths. There will be a roll-call and it is
important that you are accounted for. Do not re-enter the building until you are
advised that it is safe to do so.
¥ never cancel a fire alarm - fire alarms may only be reset by Porters or those acting
under their direction.

7.1.2 Prevention
It is the duty of all College members, guests and visitors to prevent fire. On a personal
level, this means that individuals must be aware of potential dangers while the College
also has a number of procedures to ensure that risks are minimised.

7.1.3 Personal Emergency Evacuation Plan (PEP)
Personal Emergency Evacuation Plans are required for any member of the College
who is not able to vacate buildings unaided. Students who need assistance with
emergency evacuation should complete an Emergency Egress Questionnaire so that
the College has the necessary information to ensure the correct level of help is always
available. The Fire Safety Officer is able to give advice about completion of this
questionnaire.
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7.2  Smoking Policy

The College recognises that smoking causes a hazard to health to both smokers and non-
smokers and can constitute a fire hazard. Furthermore, College buildings also fall within the
provisions of the Health Act 2006 expressly prohibiting smoking in enclosed areas. Hence,
from 1 July 2007, it became illegal for staff, students, visitors, conference guests, contractors
or members of the public to smoke in any part of its premises. College premises include all
buildings on the Domus and other College premises such as graduate houses, the boathouse,
the sports pavilion, and also College-owned vehicles.

Those students wishing to smoke may do so in the Designated Smoking Areas (Student). The
Designated Smoking Areas (Student) are:

¥ the area outside the side entrance to the Butterfield Café/Bar

¥ the area by the ramp at the rear of the MCR (East Lodge Garden)

¥ the area behind the pavilion on the Paddock

¥ the area around the Fitzwilliam Gate

Other areas are designated for staff and for conference use.

Students are required to advise their guests of this policy, and ensure that it is followed. The
Domus Bursar is responsible for implementing and monitoring this policy. Students who
breach the policy may be subject to prosecution or to internal disciplinary action.

7.3  Television Licences

It is the responsibility of each student to obtain a TV licence for any personal TV brought into
College. Your home licence will not cover you and there is no College-wide cover. TV
licensing authorities make checks on a regular basis and students are personally liable for any
fines imposed.

7.4 Private Accommodation

Those who find accommodation in properties not owned by the College can expect to pay a
termly or academic year rental, with separate charges for heating and other facilities; the scale
of charges should be ascertained before entering into any contract. Private accommodation
bills are not included in College bills and must be paid on the basis agreed with the landlord.
More information is available from the student-written Living Out Guide, which can be
downloaded from the Accommodation page of the Downing website.

7.5 Security

7.5.1 Insurance liabilities

The College’s insurance does not cover the personal possessions of students. Students are
advised to take out their own insurance against theft, damage, or loss, for the period of their
residence in College.

7.5.2 Building and Room Security

The College has installed security locks on the doors of most staircases and all houses to
provide a greater degree of security for rooms and those who occupy them. It is very
important that staircase doors should be kept closed and locked.

There is a comprehensive security policy in operation which requires those enquiring about
any student at the Porters’ Lodge to produce identification and sign a visitors’ book. Members
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of the College should inform their guests of this procedure. No information about junior
members is given out over the telephone. The Porters” Lodge is able to take steps, both short-
and long-term, to provide extra security measures for individuals, should they feel them to be
necessary. Any student who is worried about security should liaise with his or her Tutor, the
Head Porter or the JCR Welfare Officer. In an emergency, operating the fire alarm on a
staircase or in a College house will summon assistance very quickly. There are a number of
personal attack alarms provided for members of the College to borrow from the Porters’
Lodge. They may be borrowed overnight on deposit of your University Card. Alarms may
also be purchased or borrowed from the JCR Women’s Welfare and Equal Opportunities
Officer.

7.5.3 Personal safety
Students should take the normal precautions associated with living in a relatively big city.

Moving around in Town at night

* try to travel in pairs or groups

* keep to main routes where other people are around

dress ‘down’ rather than ‘up’

use public transport or taxis late at night

* avoid deserted or ill-lit areas, especially ‘green areas’; consider walking around ‘green
areas’ (such as Parkers Piece) rather than across it

avoid arguments with strangers

consider carrying a personal alarm

look confident and do not stare at strangers

consider carrying a mobile phone but keep it out of sight

* do not leave belongings unattended or within reach of strangers

Valuables you carry with you

* keep all valuable items such as jewellery on your person out of sight of others
* do not carry large sums in cash

* keep in a separate place details of valuable items, credit card numbers, and serial numbers
Where you live

insure your property

never leave your room with the door unlocked

close and fasten windows when you are not in

take great care of your keys

* do not let people in you do not know

General

* remember — alcohol impairs judgement

* %

*
*
*
*

* ¥ % %

7.5.4 Security Plan (Bomb and Incendiary Device Procedures)

There are three phases to consider with regard to Security alerts in the College:
- initial prevention

- reaction to a general alert

- reaction to a specific threat

7.5.4.1 Initial Prevention

This is a general responsibility for all members of the College: staff, Fellows and students.
Access to the Domus is generally controlled by means of the Porters and common lock gates,
backed up by staff vigilance and CCTV monitoring. Staircases and houses are required to be
closed and locked; there should not be any opportunity for ‘terrorists’ to leave devices in
those areas. Each person is responsible for their individual room. Unknown persons should be
questioned as to their presence inside buildings. Rubbish is regularly cleared away so that
devices cannot be hidden. Any rubbish bins (waste paper/skips etc.) are located away from
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inhabited buildings, and regularly emptied and inspected by housekeeping staff. Generally the
message to the whole Collegiate body is for everybody to keep their eyes open and their wits
about them.

7.5.4.2 General Alert

This is a non-specific threat towards the area (Cambridge) or the establishment (the
University), such as by animal rights activists. Such threat advice is rapidly disseminated to
all concerned by the Head Porter and his staff, and then each area is responsible for its own
security sweep and reporting back to the Porters’” Lodge when complete. The public areas —
Library, Chapel, Howard Building etc — will be checked by Housekeeping staff.
Hostelkeepers and resident fellows are responsible for their own house and environs, and each
individual should check their own room(s), including adjoining corridor areas. The aim is to
split the work up among many people to reduce the overall time taken, to improve reaction
time and to heighten awareness.

7.5.4.3 Specific Threat

In this situation, we would have had information that the College or a particular staircase or
building has been targeted. The aim is always to avoid the risk of death or injury, so such a
specific threat would warrant immediate evacuation of the building or area concerned,
followed by a full sweep by bomb disposal experts. The quickest way to affect this evacuation
will be by sounding the fire alarm for the area concerned. Explosive Ordnance Device
reporting will be via the Porters (or the incident controller) to the local Police station.

Students are prohibited from keeping fireworks, firearms (actual or imitation), swords
or other offensive weaponsn their room.

7.6 CCTV

CCTV cameras are used on the Domus to help to safeguard the security of people and property.
Cameras, which are capable of being directed and zoomed remotely, are positioned to capture
views of the car parking areas, the main entrance and strategic areas, as well as general views
across the Domus. The live pictures are viewed, from time to time, by the College’s Porters in
order to detect any suspicious activity.

7.6.1

Warning signs are in place at the Regent Street entrance to inform staff, students, Fellows and
members of the public that surveillance cameras are in operation. CCTV footage is retained for
30 days and stored in a secure location. It is then wiped clean if not required as evidence.

7.6.2

Information derived from CCTV surveillance will only be used for security purposes, unless it
leads to the discovery of an activity that no employer could reasonably be expected to ignore, for
example, breaches of Health and Safety rules that put others at risk.

7.6.3

You have the right of access to information about yourself held on CCTV footage. To request
access you will be asked to complete a Data Access Request Form (available from the Records
Manager), pay the current fee and provide evidence of your identity.

7.7  Grounds maintenance

Grounds staff maintain the grounds around all College buildings in a tidy, aesthetic and
practical manner. Gardens, particularly those facing onto roads, are maintained in a manner to
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give some screening for occupants while in their rooms, while minimising opportunities for
the concealment of intruders. Principal pathways are maintained to provide a suitable surface
for all users, including those with ambulatory problems, and the College is following an
active programme to improve access to all areas. While not all paths are fully illuminated,
principal routes have suitable intensity lighting to provide security to users.

7.7.1  Litter clearance

All College members are responsible for maintaining the cleanliness of the College buildings
and Domus, and should ensure that their waste — and that of their guests — is disposed of
correctly. External litter bins, which are regularly emptied by Housekeeping staff, are
provided outside the Butterfield Building, the MCR and the Library.

7.7.2 Snow ard ice clearance policies

Students should take particular care during snowy periods that their actions do not cause a
hazard for others. Hence, creating ice slides on roadways or steps, or making and using
snowballs containing gravel from the paths should be avoided.

7.8  Mail

Each student, whether resident in College, in a College house or living out, will be allocated a
shared pigeonhole in the Porters’ Lodge. The Porters will place all mail which is personally
addressed in the pigeonholes. Other general mail will be left in an accessible part of the
Lodge for collection. Only the Porters and members of Downing College may place mail in
pigeonholes. Please note that those students living in Lensfield Road or other houses must
give the College rather than the house as their Term time address. Within reason, out of Term
letters addressed to the college will be forwarded to a student’s last known address; letters
addressed to individual houses will not be forwarded. Conversely, any mail delivered to
houses — eg electricity or phone bills — should be handed in to the Porters’ Lodge.

8. GATE HOURS AND GUESTS

For reasons of security it is essential that all College gates are locked for periods during the
night. Normally the pedestrian gate in Regent Street is shut from 11.00 pm until 6.00 am,
although there is always a Porter on duty to let College members into the College. Other gates
are closed earlier. The gate at the south end of the Paddock leading to Lensfield Road and the
gate into the Downing site can be opened by your room key. The gate onto the Downing Site
is normally open from 6.00 am to 6.30 pm daily and may be closed periodically during the
year; there is no public right of way through the College. Access to College houses after
midnight is not encouraged and is only at the discretion of the Hostelkeeper. Those who are
not living in College in a given year are advised to enquire about conditions of entry to their
place of residence after midnight before entering into any tenancy agreement.

Security and personal safety within College is a major concern. Every student should take
suitable steps to protect themselves both in College and when out in the town, bearing in mind
that not all areas of the town are well lit.

Guests may be brought into College whenever its gates are open. The host assumes
responsibility for the behaviour of his or her guests whilst they are in College or on College
premises. Guests are required to have left College by 12.45 am and College houses by
midnight. It is of the greatest importance that there be minimal noise in the College and
College houses in the evenings and at night. Many resident members of the College will wish
to work or sleep at these times. The College authorities take a serious view of disruption
to the working life of the College through noise or unruly behaviour.
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Guests may be accommodated in College by booking, in advance, one of the College’s junior
guest rooms through the Conference Office. Alternatively a guest can be accommodated in a
junior member’s room in College, provided that advance notice is given to the Head
Porter. Overnight guests in College houses cannot be accommodated except with the prior
agreement of the Hostelkeeper in addition to the Head Porter, and the same limitations apply.
(A charge is made if any extra work arises for the College staff.) The guest rooms attract a
charge, and demand for the rooms is often high, so early booking is advised. Only one
overnight guest per room, whether guest room or a student room, is allowed.

Whilst the College does not object to occasional visitors, it is essential that these facilities are
not abused. College rooms are provided for the use of students alone, and overnight guests
are not allowed to stay in the College for more than two consecutive nightsn an infrequent
basis. Guests may be entertained to meals in Hall at the appropriate charge. For fire safety
reasons it is essential that the Porters always be advised of overnight guests.

9. CATERING ARRANGEMENTS

9.1  Self-servicemeals

Cafeteria-style self-serve meals are available from the Servery between the following times:

Lunch Mon-Fri 12.30 - 1.30 pm
Brunch Sat 11.30 am - 12.30 pm
Sun 11.45 am - 12.45 pm
Dinner Mon-Sun 6.00 - 6.45 pm
Butterfield CafZ (Breakfast, Snacks and Drinks - see section 6.5)
Mon-Fri 8.00 am - 4.00 pm
Saturday 10 00 am - 2.00 pm

Formal Hall is held on Wednesday, Friday and Sunday evenings from 7.30 - 9.00 pm. These
times are subject to revision; please check the notice board outside the Hall.

For cafeteria-style self-service meals, you go to the Servery with your University Card,
collect a tray and make your choices from the wide selection of dishes on offer. There is
always at least one vegetarian dish available. There is also a salad bar. You pay for your meal
by going to one of the tills that are situated near the Hall doors. Give the operator your card
and, if it is valid, your name will appear on the screen. Your meal selection will be keyed in
and charged automatically to your College bill, which you pay after the end of the Term. You
may have a receipt if you wish. Collect your cutlery from one of the trolleys in the Hall and
then sit anywhere except at the High Table if it is laid up for Fellows (at the right-hand end of
the Hall as you enter from the Servery). After your meal you should clear away your dirty
plates etc. onto one of the trolleys. Reciprocal dining rights exist at Girton College, so
Downing students are able to obtain lunch at either Girton College itself or its satellite site,
Wolfson Court.

9.2  University Card

The key to using all catering services is your University Card, although you may pay by cash.
If you do pay by cash and cannot produce identification showing that you are a Downing
student, you will be charged a fixed charge of £1.30 per meal and if you cannot prove you are
a student at the University your charges will also be subject to VAT. You will find that it
costs you approximately 20% more to use the Servery without a valid card. You should
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collect your card as soon as you come into residence at the beginning of the year. The card is
also used in the College Library and other Libraries within the University and gives access to
some University departments. If you have already sent a photograph, your card should be
waiting for you on arrival and can be collected from the Tutorial and Admissions Office. If
you lose your card for any reason, you mustmmediately inform the Tutorial and
Admissions Office and a replacement card will be obtaied for you from the University
Card Service Remember that all purchases made using your card will be charged to your
account, so it is in your own interest to make sure that your lost card is cancelled by the
University Card Service.

You can use your University card in the computer till situated in the Porters’ Lodge to keep a
check on your food bill. This terminal is usually available 24 hours per day. The total
displayed includes all your purchases in the Servery and Buttery since the start of the Term up
to 11.00 pm the previous night. It does not show any amounts outstanding from previous
Terms.

9.3 Formal Hall

On Wednesday, Friday and Sunday you may choose to dine at Formal Hall instead of using
the cafeteria service. Formal Hall is a fixed-price fixed-menu formal dinner of especially good
standard with waiter/waitress service. It is an occasion for junior members to bring in students
from other colleges and other visitors as guests. During the winter, dinners are lit by
candlelight. Coffee is served as part of the meal. Attendance at Formal Hall is never
compulsory so, by choosing to attend, a student is opting for the convivial yet decorous
communal atmosphere which should characterise such an occasion. There is a code of dress
for Formal Hall, which has been agreed by junior and senior members of the College, as
follows:

¥ gowns must be worn, both by members of the College and their guests from other
Colleges.

¥ long trousers must be worn by men. These can be jeans providing they are clean and
in good repair. Shorts are not acceptable. Women should wear clothing comparable to
that required for men.

¥ men’s shirts should have long sleeves. Neckties, cravats and polo necked sweaters are
all acceptable, but open necked attire is not.

A Porter may be on duty at the entrance to Formal Hall and he, the Catering Manager or
Catering Supervisor, will turn away anyone improperly dressed or who has been drinking
excessively. Once Formal Hall has begun, it is not expected that anyone will leave for any
reason nor move around. To do so could prove disruptive and, when staff are serving,
dangerous. In exceptional circumstances permission may be granted to an individual to
withdraw but only when serving has been completed. Anyone leaving should not expect to be
allowed to return.

All decisions about who may be admitted to, or remain at, Formal Hall, rest with the Catering
Manager or Supervisor in charge. All behaviour, either by individuals or by groups, which
affects the enjoyment of others is unacceptable. The following activities are unacceptable in
all circumstances and such behaviour can result in those involved being banned from Formal
Hall subsequently: the throwing of food; competitive drinking; the imposition of drinking
fines; standing or banging on chairs and tables; stamping and abusive behaviour towards
others, especially the staff. These prohibitions apply equally to club dinners held in College
and such behaviour is equally unacceptable in public premises, such as hotels and restaurants.
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Communal singing and the raising of toasts will not normally be permitted in the Hall unless
the Presiding Fellow has consented. Permission must be sought either before the meal begins,
or during the meal using the Catering Manager, Supervisor or the presiding undergraduate or
graduate (see below) as intermediary.

You must book yourself and guests into Formal Hall in advance using the computer terminal
in the Porters’ Lodge. As space is limited, you may find that the event is already fully booked.
You may normally book for Formal Hall any time in advance up to 1.30 pm on the day before
the event. The system will not allow for cancellation and you will be charged for the meal
whether or not you attend. Permission should be sought from the JCR President (or Secretary)
for more than six guests at Formal Hall and, in addition, from the Catering Manager for more
than 10. Such permission is granted only in exceptional circumstances. College members are
responsible for their guests (especially for larger parties), who must abide by the College’s
codes of dress and behaviour. Please ensure that the kitchens are informed in good time of
any special dietary requirements of your guests.

Formal Hall begins at 7.30 pm, and you must be in your place by that time. As you come into
Formal Hall, a member of the kitchen staff will check your booking. You will be refused
entry if you have not previously booked.

At each Formal Hall there is a presiding graduate/undergraduate, who will be the President of
the MCR/JCR or another member of the MCR/JCR Executive Committee acting on their
behalf. The role of the presiding graduate/undergraduate is, as necessary, to: act as an
intermediary with the Presiding Fellow in respect of the body of diners or individuals; assist
the catering staff in the resolution of any dispute; and help maintain both the dress code and
the required standard of behaviour. Anyone wishing to leave Formal Hall before its
conclusion should first seek the permission of the presiding graduate or undergraduate.

Club and private dinners can be provided by the Kitchen and Buttery where circumstances
permit (see section 10.3), but, to avoid waste, menus should be settled at least ten days in
advance, and the final numbers attending cannot be altered later than 48 hours before the
meal.

9.4 Purchases in the Buttery

Bottles of wine may be purchased from the Buttery prior to Formal Hall using your
University Card. Opening times are from 7.00 pm to 7.20 pm on Formal Hall evenings only.

9.5 Meal charges

The price of each menu item on sale in the Servery is displayed on a price-list. You will also
be able to see the charges for each selection you have made as it is keyed into the till. An
average main meal will cost roughly £3.45 although, of course, the exact cost depends upon
your selection.

You are also required to pay a Facilities Charge each Term (see section 12.4), which covers
many College services, including going towards holding down the price you pay for meals to
well below the prices you would pay commercially. Obviously, the more you eat in College
the more prices can be contained or even reduced, and the better value you get in return. The
objective of the College is that the kitchen operation provided for students should break even.

The charge for Formal Hall is £8.50 per College member and £11.00 for each guest. If you
wish to arrange a special Formal Hall, e.g. to celebrate a birthday, please contact the Catering
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Manager. The charge for a special Formal Hall is £11.00 per College member and £13.75 for
each guest.

9.6 Food Issues Safety and General

The College operates in line with stringent food safety legislation and guidelines. If you wish
to discuss food safety issues, please arrange to see the Catering Manager or his Deputy.

Food is a very personal matter and the kitchens are anxious to provide the kind of dishes you
want. If you have particular dietary requirements, the Catering Manager will accommodate
your needs if he can. However, vegan, vegetarian, gluten-free, lactose-free, diabetic etc. diets
may incur additional costs. If you have a complaint about a particular meal, it is important
that you raise it immediately. Take the offending dish to the Catering Manager, or one of the
other Servery staff if he is not available, who will normally give you a refund or offer you an
alternative dish. If you complain later it is usually too late for the Catering Manager to
investigate the problem. If you have comments or suggestions of a more general nature
please see the MCR and JCR representatives who have regular meetings with the Domus
Bursar and the Catering Manager to provide important feedback between staff and customers.

9.7  Cooking on Staircases

Cooking is not allowed in rooms in College or in College houséscause of hazards to
personal safety and risk of damage to furnishings and fittings. You can, of course, make hot
drinks and snacks in the kitchen on your staircase provided that you cause no nuisance to
others and that you do not require your Domestic Assistant to clear up after you. The
facilities provided for students® use arimtended for modest snacks onlynd under no
circumstances is any degree of mass cooking permitted. The College is answerable to the
City Environmental Health Department for the proper conduct of all large-scale catering
taking place on the Domus, and legal proceedings can ensue should any breach of these
stringent regulations occur.

10 GENERAL INFORMATION

10.1 Discipline

College members should conduct themselves in a fit and proper manner at all times, having
consideration for their neighbours, be they fellow students or the local community. Internal
disciplinary procedures exist for more minor infringements. Additionally, the University has a
number of sanctions for behaviour impinging on the image of the University, while the most
serious breaches, including all criminal behaviour, will be referred to the local police.

The College Statutes provide that the maintenance of discipline in College is the
responsibility of the Dean, assisted by the Tutors. The Dean is generally involved only when
he receives a complaint, but he also tries to head off trouble before it happens by, for
example, discussing arrangements for parties with junior members, and by maintaining a set
of agreed guidelines for social events organised by junior members (see 10.3 below). The
Dean deals with general complaints himself, usually acting in consultation with the Tutors
and occasionally with the Executive Committee of the MCR and JCR. Disciplinary measures
may include, for example, formal warnings as to future conduct, fines, requirements to desist
from activities, prohibition from use of College facilities (such as the Bar), expulsion from
College accommodation and expulsion from the College for short periods. The College takes
a particularly serious view of student misbehaviour which inconveniences other members of
the College, members of College staff or its neighbours. For example, unruly, abusive or
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threatening behaviour or excessive noise is not tolerated and those responsible can expect an
uncomfortable interview with the Dean and sanctions. All matters are recorded in the Dean’s
Book, a fact which will be unhelpful to anyone who has to see the Dean about a disciplinary
matter on more than one occasion.

The most serious complaints or offences are dealt with by a Disciplinary Committee at the
instigation of the Dean. The Disciplinary Committee comprises several members of the
College Governing Body and may, at the request of the student who has been charged,
include two junior members of the College nominated by the Master. Any person in statu
pupillari who is charged before the Committee may choose a Fellow to represent him or her.
Ordinarily, but not necessarily, the Fellow is the student’s Tutor. The Disciplinary Committee
is empowered to impose more severe sanctions, such as rustication (temporary suspension),
for a Term or year, or even permanent expulsion from the University. A student against whom
the Disciplinary Committee pronounces has the right of appeal to the Governing Body as
specified in the College Statutes.

The University, too, has its own disciplinary regulations; these are in a booklet entitled
“Information for Students”, which is given to all members of the College on first coming into
residence.

10.2 Student Compaints

Every attempt will be made to deal speedily and effectively with any complaints made about
any matter of concern to students. Complaints or concerns about academic or welfare matters
should be addressed in the first instance to the student’s Tutor, who will consult with
Directors of Studies as appropriate. Any minor concerns of a domestic nature which relate to
accommodation faults or the non-functioning of other student facilities should be entered in
the Maintenance Book in the Porters’ Lodge which is provided for this purpose or reported
via the JCR website. More major domestic concerns should be addressed to the Domus
Bursar, and complaints about bills and other financial matters should be addressed directly to
the Bursar who can be contacted by email on bursar@dow.cam.ac.uk. If students are not
satisfied with the College response to any complaint they make then they should contact the
Senior Tutor either via the Tutorial and Admissions Office or by email to senior-
tutor@dow.cam.ac.uk. The College’s procedures for dealing with comments, suggestions and
complaints from students are set out in full on the website at http://www.dow.cam.ac.uk/. See
also the Student Complaint Scheme administered by the Office of the Independent
Adjudicator for Higher Education (http://www.oiahe.org.uk/) and procedures for making
complaints about noise or other anti-social behaviour under section 10.5 below and about
food under section 9.6 above.

10.3 Parties

Permission for the holding of any party is granted by the Dean, who must always be consulted
beforehand. This may be done by email if the party is ‘routine’, but will more usually require
a short discussion with him. A Party Application Form must be completed at least one week
before the event. This form, and an information sheet giving details about the holding of
parties, may be obtained from the Conference Office. Completion of the form will assist in
planning for the party, including the provision of food and drink, security arrangements,
control of noise, etc. A member of the College must be identified on the form as being
responsible for the organisation and conduct of the party. That individual must check with the
Conference Office about the availability of the venue, and must complete and sign the form
and return it to the Conference Office.
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These requirements are encapsulated in the set of guidelines maintained by the Dean and
agreed by the General Purposes Committee as follows:

1. Responsibility for the organisation and conduct of each event will be taken by a
single named junior member of the college.

2. An event booking form must be completed for every intended event. This must be
signed by the Dean who, providing all is in order, will give permission for the
event to take place, and by college staff members concerned with safety, licensing
etc. as noted on the form. The venue must be booked with the Conference Office
beforehand. Note that College regulations forbid the holding of parties in student
rooms, staircases in the College and houses on Lensfield Road.

3. The service of alcohol should normally be accompanied by the provision of food
in order to regulate the rate at which alcohol is absorbed. The Dean will take a
sensible view about this requirement where, for example, the event closely follows
dinner. Statutory health and safety and food hygiene regulations must be observed
for the service of food and drink at any event. The Conference Office can advise
on the regulations. This may mean that the college has to supply prepared food, in
which case it will normally do so at ‘internal’ rates.

4. All alcoholic beverages will be served from a ‘bar’ or, in the case of alcohol
served at a formal meal, will be served by waiting staff (except for personal wine
at a meal - see 6 below). There must be no element of ‘help yourself’. A trained
bar supervisor must be present to oversee the bar who may be a member of the
College catering staff or of the Bar Committee.

5. Water and other soft drinks must be available whenever alcohol is provided at any
event.
6. Attendees at an event, whether College members or not, may not bring any alcohol

with them, except to a formal sit-down meal when each College member may
bring one bottle of wine to consume during the meal, for which a corkage charge
will be made. Spirits will not be permitted at a formal-hall style event. A fortified
wine such as port must always be served by waiting staff.

7. The organiser should be present at the event, and keep an eye on things. It is
recommended that named stewards be identified to assist with any problems if
they arise. Anyone showing obvious signs of drunkenness should be asked to
leave, and should then be escorted to a College room or to the Porters’ Lodge. The
Porters should be asked to assist in cases of difficulty.

10.3.1 Parties in College

Parties are normally held in the Party Room, below the Bar in the Butterfield Building. The
maximum number attending a party in this room is 90 and parties there should normally finish
by midnight. Please note that parties are expressly forbidden in residential rooms or
staircases. Of course, the Dean will apply some common sense in deciding what constitutes a
party, but gatherings of more than 12 people in a room or group of rooms, with alcohol being
consumed, will be deemed to be a party, and will not be permitted. In certain cases,
permission may be given for events such as receptions, cocktail parties and the like to be held
in other public rooms in College, including the Maitland Room, the West Lodge Dining
Room, the Music Room, the Howard Building and the Hall. As for any other party, the
permission of the Dean must always be sought for use of these venues and it is unlikely that
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this will be granted for ‘routine’ parties. Daytime parties may be permitted on certain of the
College grounds, usually in May Week (see below). The above restrictions on use of rooms
such as the West Lodge do not apply to formal dinners, provided that the catering is organised
by the College. However, the party booking system must be used if the meal is to be preceded
or followed by the provision of alcohol. The Dean should be consulted if there is any
uncertainty about this. The person listed on the Party Booking Form is held directly
responsible for any damage caused and may be charged for cleaning (including toilets) if the
Domus Bursar or, as appropriate, the Bar Committee deems it necessary.

There is a £30 hire charge to students holding private events for use of the Party Room and
disco equipment. Permission must be sought from the JCR President for use of the disco
equipment and a charge may be made if any damage or loss results. The equipment must not
be removed from the room without the supervision of the JCR President or Entertainments
Officer. Alcohol may not be sold at parties unless agreed by the College Licence holder
(Domus Bursar).

10.3.2 Use of the Party Room
These principles are encapsulated in the ‘Party Room Rules’, a document maintained by the
JCR and MCR and agreed with the College as follows:

During Full Term

= The Party Room is a DCAC Common Room. When it has not been booked for an
event, Downing students have free access to the room using room keys.

= Any potential booking must be approved by the JCR Ents officer and at least two
other designated members of the DCAC committee, JCR committee or MCR
committee, prior to confirmation of the event. The decision regarding acceptance of a
booking will be made at the discretion of these three committee officers. Written proof
of this acceptance must be obtained.

= Private bookings of the room are restricted to particular weekly slots, as determined by
the DCAC.

= Qutside of these weekly slots, only groups or societies which are affiliated to or are a
part of the DCAC can hold parties in the Party Room.

= Ents equipment can be hired, if available, from the DCAC through the JCR Ents
Officer (Contact: ents@downingjcr.co.uk).

= Timings of events should be agreed upon with the Dean prior to the event. The person
in charge of the event is responsible for adhering to these agreed time limits.

Outside Full Term

= Any private bookings should be made through the Conference Office.

= The Bar and Party Room will not be available for conference booking on certain
weekend dates, to be negotiated with the MCR towards the end of the preceding term,
and to include, on average, once every fortnight, or more if the rooms are available.

= Ents equipment can be hired, if available, from the DCAC through the MCR (Contact
mcr-social-secretary@dow.cam.ac.uk).

At All Times

= A Party Booking Form must be completed prior to any party.
= Before a party, the TV should be put away safely, and returned after the party.
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= During parties, the event organiser should prevent glass beverage containers being
brought into the Party Room. Plastic cups could be provided at the door and/or drinks
sold in glass bottles could be decanted into plastic cups prior to distribution.

= Spillages or breakages should be cleared up as soon as possible by, or under the
supervision of, the event organiser.

= The event organiser is responsible for any problems, or additional charges incurred.

= Sale of alcohol — please refer to the agreed contract between MCR, JCR and Bar
Committee on Events selling alcohol in the party room (Appendix 5).

= Organisers of private parties are not permitted to sell alcohol.

= The maximum capacity of the room is 90 people. The organiser of any event is
responsible for monitoring and enforcing that limit.

= The DCAC Ents equipment may only be set up by those deemed as suitably trained to
do so; to be determined by the JCR or MCR Ents Officer.

= If Ents equipment is hired elsewhere in college, transport will have to be provided by
those booking the equipment.

= Charges:
Charge To be paid by Amount To be paid to
DCAC Ents. | Any person/group hiring the £30 (nire fee) + DCAC Ents.
Equipment equipment (excluding the DCAC, | £250 (refundable
hire JCR or MCR committees). damage deposit)
Equipment Private party bookers requiring the | Up to £40 The trained
Set-up equipment to be set up by a trained officer who
JCR or MCR officer. will set up the
equipment
Cleaning Any event organiser, if it is £30 Downing
deemed by the Houskeeper and/or | (inc VAT) College
the Domus Bursar that excess (Housekeeping
cleaning has been required after Department)
the event.
Party Room | Private Party Bookers £30 DCAC Ents.
Booking

10.3.3 Parties in Public Rooms outside College
When food and alcohol are to be consumed, written permission from the Junior Proctor of the
University must be presented in advance to the proprietor of the premises.

10.3.4 Garden Parties

Many garden parties are held in the Easter Term, especially during May Week. These often
involve the provision of alcohol, and the Dean’s guidelines outlined in Section 10.3 above
must be followed.

10.4 Meetings

Meetings within the College are held frequently. In accordance with the Education (No 2) Act
1986, section 43, Colleges are required to issue a Code of Practice to secure freedom of
speech. Downing follows the Code of Practice promulgated by the University in the booklet
entitled “Information for Students” referred to in Section 10.1 above. Additional copies of this
booklet are available on request from the Tutorial and Admissions Office. The following is an
extract from the Code of Practice:

(1) Authority is required for meetings and public gatherings to be held on College premises,
whether indoors or outdoors.

31



Express authority need only be sought:

(a) for any meeting in a private room at which it is envisaged that 15 or more persons may be
present; or

(b) for any meetings in a public room for which a booking is required; or

(c) for any meeting to be held in College premises out of doors at which it is envisaged that
15 or more persons may be present.

(i1) A request for such authority should provide full particulars of the proposed meeting or
gathering and should be submitted to the Dean at the same time as the booking is made for the
room. If no booking is required, the request should be made a reasonable time in advance.

(iii) Subject to the availability of suitable College rooms, authority shall normally be given. In
particular, it shall not be refused to any member or employee of the College on any ground
connected with the beliefs or views of that person or the policies or objectives of the body on
whose behalf he is seeking authority.

(iv) The organisers of the meeting must comply with any conditions set by the College
authorities in respect of the organisation of the meeting or other activity and the arrangements
to be made. Such conditions may include the requirement that tickets must be issued for
public meetings, that an adequate number of stewards should be available, that the services of
Porters should be hired, that the police should be consulted about the arrangements, that the
time and place of the meeting shall be changed and that the meeting may be ordered to be
cancelled on account of a threatened breach of the peace. The cost of meeting the
requirements, and therefore fulfilling them, rests with the organisers.

10.5 Music and Music Practice Facilities

You must not disturb others by music whether in its performance or from amplifiers, musical
instruments, radios, CD players or from any other source. Any sound loud enough to be
heard in someone elseOs room is too loud@hus you must exercise great care to avoid
inconvenience to and complaint by others. The sound of musical instruments being played or
practised can be particularly annoying. If you are a musician, you are required to keep to the
following hours for performance or practice:

Mon-Fri 12 noon to 2.00 pm
6.00 pm to 8.30 pm

Saturdays 12 noon to 10.00 pm

Sundays 11.00 am to 10.00 pm

There is a Music Practice room equipped with a piano on V staircase. There are also pianos
in the Music Room in the West Lodge and in the Chapel. Bookings of these music practice
facilities can be made through the Conference Office, which will issue keys as appropriate. A
Steinway piano is available in the Howard Building to those authorised to use it by the
President of the Music Society.

For those disturbed by noise or music, there are several remedies. The most simple, and most
satisfactory, is to discuss the matter with the perpetrator of the noise and seek to reach
agreement. But if this proves to be impossible, and if you fail to solve the problem of
persistent disturbance, you can either:

(1) complain to an Officer of the JCR or MCR who will try to resolve the problem but may
refer the matter to a Tutor or to the Dean; or

(i1) complain to a Tutor or to the Dean, both of whom have power to take disciplinary action
in the matter; or

(iii) complain to the Porters.

The College authorities take the problem of noise extremely serioushStudents will be
expected to be mindful of the proximity of neighbours both within the properties and in
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the wider community. Particular attention is drawn to students resident in outlying
properties, which are in a noracademic environment. The College takes a particularly
serious view of student misbehaviour, which inconveniences other members of the
College or its neighbours.

10.6 Bicycles

All student bicycles must be marked with the distinguishing letter of the College and with a
personal number which will be allocated by the Porters. This is not only to satisfy University
Regulations (Proctors may issue warnings or on-the-spot fines for failure to comply) but also
to maximise the chance of the bike’s return should it be stolen. Information as to
accommodation for bicycles in the College should be obtained from the Head Porter.

Cycling is not permitted in College and no bicycle may be brought into the Quadrangle,
Howard Court, or Kenny Court, or stored in staircases or College houses. Graduates may
wheel their bicycles through the Quadrangle if they live in the Singer Building. Fellows may
cycle their bicycles in the Quadrangle.

10.7 Motor Vehicles and Parking

Owing to traffic problems in Cambridge, the University and Colleges are under an obligation
to the civic authorities to restrict the use of motor vehicles by junior members (undergraduates
and graduates). Consequently, it is a University offence for a junior member to keep, hire or
drive a car in Cambridge during Term without permission. A fine of £175 can be imposed by
the University Motor Proctor on any offender.

Permission is only granted in exceptional circumstances. Such permission should be sought
by obtaining a form available from the Human Resources Office on B staircase. The form
must be counter-signed by the student’s Tutor and permission can only be granted when an
authorised parking space is available.

The same form must be completed when permission is sought to park a motor vehicle in
College. Parking badges and a touch card or tokens are required if a vehicle is to be parked in
College, for which there is a charge of £12.50 per Term or part Term and over the summer.

No motor vehicles are allowed in the Main Court or in Kenny Court. Parents of junior
members are allowed to park in College when visiting, and to do so they will need to obtain a
token from the Porters’ Lodge. In addition, there are a limited number of spaces, which can
be pre-booked through the Porters’ Lodge, for all other visitors.

10.8 Park and Ride

There are five park and ride sites in Cambridge, which operate Monday to Saturday. Two of the
sites, Madingley Road and Newmarket Road, also operate on Sundays between 9 am. and 6
p-m. All the sites are staffed during opening hours. All sites are secured with barriers after the
last bus, but these rise to allow traffic to leave after hours.

10.9 Laundry Facilities
Card-operated washing machines, dryers, irons and provision for drying are available in the

College for use by its members. Laundries are located behind T staircase and at the rear of |
staircase. The launderettes are protected by combination locks against unauthorised access;
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nevertheless, items of clothing should not be left unattended and the College will not accept
any responsibility for loss of personal laundry.

Most College houses are supplied with domestic-style washing machines and dryers.
Postgraduate residents of those College houses which do not have laundry facilities may use
the facilities in the basement of the Singer Building. Keys may be obtained from the Porters’
Lodge. Complaints of malfunction should be recorded in the maintenance book in the Porters’
Lodge.

10.10 The Environment and College Recycling Facilities

The College actively seeks to enhance the environment through a positive approach to health
and safety through control of pollution and care for our environment and will meet the
obligations under the Environmental Protection Act. The potential for pollution from our
activities is assessed and either eliminated or controlled so far as is reasonably practicable.
The College has developed an environmental action programme under the Carbon Reduction
Task Force and through liaison with the Health, Safety and Domus Committee.

As part of the College’s environmental policy we have a commitment to recycle as much
waste as possible in the safest possible manner. Recycling facilities in the College are clearly
labelled and are available as follows:

Cans A bin for disposal of aluminium cans is provided behind the
Butterfield Café Bar.

Glass Bottle banks are located in the car parking area behind the
Butterfield Café Bar.

Paper Bins are provided (for paper, newspapers, magazines — Not

Library, the Computer Room, the Tutorial and Admissions Office,
the College administration offices, at the rear of Lensfield Road
houses, and behind the Chapel.

Toner Cartridges There is a disposal point in the College for old printer and toner
cartridges in the Porters’ Lodge. They can also be taken to the IT
Office (B staircase) where their safe disposal will be arranged.
Clinical Waste Please contact the College Nurse for further details.

General All College houses (eg those on Lensfield Road) are now serviced
by Cambridge City Council with recycling facilities. These require
residents to be punctilious in their segregation of recyclable waste,
since ‘contamination’ — eg food waste in paper/cardboard recycling
— will result in that waste not being taken away. Hostelkeepers and
Domestic Assistants have been briefed on the use of the various
recycling bins.

Cambridge City Council may impose fines on houses where waste is
not correctly segregated; these will be passed on the residents.

10.11 Copyright

Making or receiving photocopies of copyright materials which are in excess of the limits set
by the Higher Education Copyright Licence or buying photocopies which are being sold for
profit are illegal activities which can attract severe penalties. Information about the Higher
Education Copyright Licence can be found at www.universitiesuk.ac.uk.
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11. MEDICAL & WELFARE ARRANGEMENTS

It is essential that you register with a doctor in Cambridge. You are also required to register
with the College Nurse in O staircase (Room 5, ground floor) during your first week in
Cambridge. For those arriving in Freshers” Week, please add your name to the list of times
posted outside her room to book your time slot.

11.1 General Medical Care

If you are ill or have an accident you should inform your Tutor as soon as possible. In an
emergency your Tutor can be contacted through the Tutorial and Admissions Office. If this is
closed a Tutor, although not necessarily your personal Tutor, can be contacted through the
Porters’ Lodge. If you miss an examination through illness, it is essential that you see a
General Practitioner on the same dayn case medical evidence as to your state of health is
required subsequently. In these circumstances your Tutor or the Tutorial and Admissions
Office will always be able to arrange an immediate appointment with your GP.

The College Nurse Sally Maccallum, holds clinics in the College Nurse’s Room on O
staircase (Room 5, ground floor) at the following times:

DURING NPR

Monday 1.00 —3.00 pm
Tuesday 5.00 —7.00 pm
Wednesday 1.00 —3.00 pm
Thursday 5.00 —7.00 pm
Friday 1.00 —3.00 pm
OUTSIDE NPR

Monday — Friday 12.00 — 1.00 pm only

Students are notified of changes to these times by email.

The Nurse may also be contacted via her voicemail on 01223 334817 or by email to
nurse@dow.cam.ac.uk and is also happy to visit junior members, if necessary, in their rooms
in College, in College houses or in lodgings. As an experienced nurse she is available to help
students with both medical and personal matters and works on a basis of complete
confidentiality. She is also able to help with stress management, relaxation and any other
matter relevant to physical and mental well-being. Please contact her if you have, or develop,
any problems related to your health which you feel are not catered for within Downing’s
welfare services. Facilities are available in the Nurse’s Room for the safe disposal of needles,
syringes and unused medicines and such items may be deposited with the Nurse during Clinic
hours.

General Practitioner. General medical care is provided under the National Health Service
and all junior members of the College must register with a Cambridge doctor as soon as
possible after coming into residence. You should make arrangements for registration with a
local General Practitioner without delay. Please bring your National Health Service medical
card with you to Cambridge, if you have one. You will have received a list of doctors who
practise in Cambridge.

In the event of serious illness out of hours we have a special arrangement with the Lensfield
Road Medical Centre, for those students registered with that practice.This special
arrangement may be activated by telephoning 07000 354779. This number connects you to
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the duty surgery GP direct or the CamDoc service if no surgery GP is available.
Alternatively, NHS Direct offers advice and information by telephone (0845 46 47) or by
http://www.nhsdirect.nhs.uk/.

Vaccine-preventable infections To protect you adequately against contracting both Mumps
and Meningitis, the Cambridgeshire and Peterborough Health Protection Unit advises that you
ensure that you have had the following before coming to University

¥ 1" MMR vaccine
¥ 2" MMR vaccine
¥ Meningitis C vaccine

If this is not possible please discuss this with the College Nurse as soon as possible after your
arrival.

The University Occupational Health Sevice (01223 336594) at Fenners, Gresham Road,
provides medical advice to all members of the University. It is open between 08.30 and 16.30
Monday to Friday by appointment, except for emergencies. Particular facilities are provided
for those who wish to travel abroad.

Dental Checkups and Treatments. Following a change in their contract in April 2006,
registration with a Dentist is no longer required. However, Dentists still prefer to keep lists of
regular patients to provide ongoing treatment and care. The College recommends that all
students continue their dental care with a local dentist, either at the University Dental Service
or elsewhere.

The University Dental Service, based at 3 Trumpington Street, offers routine NHS treatments
for students, including sports mouth guards. Private treatment is also available and the
practice has a dental hygienist. Emergency dental treatment is only offered by the practice
during normal opening hours. Information about out-of-hours treatment can be obtained from
the University Dental Service answer phone (01223 332860). Students who are eligible for
NHS treatment will have to pay a charge (currently £15.90) for a checkup. This is set by the
NHS and is payable at the time of treatment. Students who are not eligible for NHS treatment
can only be treated privately.

For details of other NHS and Private Dental Practices in the area telephone the Cambridge
Dental Help Line (01223 471798) or visit  NHS Choices at
http://www.nhs.uk/pages/homepage.aspx.

The University Counselling Service. The University Counselling Service, although
maintained by the University and Colleges, functions independently and helps many students
with a range of personal and/or work-related problems through on-to-one counselling, group
work or other therapy, depending on need. There is also a wide range of useful self-help
leaflets available online to help with over 20 specific problems which are commonly seen at
the service.

The service is located at 2-3 Bene’t Place, Lensfield Road, Cambridge CB2 1EL (telephone
01223 332865). Opening times are 09.00 to 17.00 on Mondays and Thursdays and 09.00 to
19.30 on Tuesdays, Wednesdays and Fridays. All sessions are kept confidential, as is a
student’s attendance to the service itself. Most students self-refer online independently
(http://www.counselling.cam.ac.uk/) but occasionally a GP, College Nurse or Tutor may
advise, encourage or help a student to make a first contact.

36



Hospital Treatment. Hospital facilities are available for most students at Addenbrooke’s
Hospital (01223 245151) under the provisions of the National Health Service following
referral by a General Practitioner. The Emergency Department Unit at Addenbrooke’s
Hospital will assess and treat those with serious illness, or life or limb threatening problems.
The Porters’ Lodge can arrange for transport by taxi to the Accident and Emergency
Department. Under certain circumstances, a reimbursement of fares can be arranged if a
receipt is presented to the Tutorial and Admissions Office Manager.

Sports Injuries can be treated at the Sports Injury Clinic, Addenbrookes Hospital (01223
216969) without an appointment on Mondays, Wednesdays and Fridays, 9-10.30am during
Term providing the injury is less than 48 hours old, except those sustained on a Friday which
can be seen at the Monday clinic. Contact the College Nurse if you require further
information regarding other clinics and hospitals in Cambridge providing treatment outside
the National Health Service. A limited in-house physiotherapy service is available during
term; see the College Nurse for an appointment.

First Aid . If you require first aid, there are a number of First Aid boxes situated throughout
the College, for example in the Porters’ Lodge, the JCR Bar, the Butterfield Café and the
kitchens. There are also small domestic boxes situated in each College house. You should
ensure that you know where the nearest box is located within your accommodation. These
boxes are for emergercy use only A list of qualified First Aiders, and their contact numbers,
is attached to each box and is also held by the Porters. All Porters are qualified First
Aiders. The College Nurse is able to give any necessary treatment when she is in College.

11.2 Accidents

In the event of an accident or serious illness you must inform the Porters’ Lodge immediately
and should ask that your Tutor be notified. In case of dire emergency dial 999 for ambulance,
police and/or fire service as required and then IMMEDIATELY notify the Porters’ Lodge that
a 999 call has been made. In all circumstances of accident or emergency of any sort it is
essential that the Senior Tutor be informed immediately via the Tutorial and Admissions
Office or the Porters’ Lodge.

11.2.1 Accident Reporting

If you have an accident on College premises you should, at the earliest opportunity, report to
the Porters’ Lodge. If necessary arrangements will be made for the appropriate treatment
elsewhere, either by the College Nurse or by transfer to hospital. After receiving any attention
or treatment you must complete an accident form. You must give the place, date and time of
the accident, the names of any witnesses and a full description of the event. Accident forms
are available in the Porters’ Lodge and from the Human Resources Office on B staircase.

11.3 Personal and Emotional Problems

Many students will pass through times when they feel disappointed, low or depressed because
of academic, personal or social difficulties. Often such feelings are transient but if you find at
any time that you need assistance or encouragement there are many ways in which you can
seek support. Being in a new environment can be unsettling. Dealing with past emotional
trauma at times can be challenging. Sometimes these challenges may be expressed by a
change in your behaviour; you might not sleep so well or you may find your eating pattern or
requirements for food change. Often this may not be a serious sign of trouble but be aware
that any problem you encounter is to be taken seriously and it may prove valuable to seek
help.
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It is important to be able to recognize that asking for and accepting help are necessary life
skills and not signs of weakness. Learning to seek help when problems are small can
maximize the chance of a positive outcome for you over a shorter period of time. It is also
useful for you to know that you can choose from many sources of help should a problem arise
at any stage.

You may find talking to your Tutor or another senior member of the College helpful or you
may want to talk to someone less closely associated with your academic work, like the
College Nurse or the Chaplain. The JCR and MCR Presidents and members of the Welfare
Committee can also offer help and support. But sometimes you might need to speak to
someone outside the community of Downing and there is help available through your GP, the
University Counselling Service, the Samaritans or the student run Linkline telephone service.
Local General Practitioners are used to dealing with students problems and you can make
appointments with them at their surgeries. The telephone number of the Samaritans is 01223
364455 and telephone numbers for Linkline are 01223 367575 or 01223 744444 between
7.00pm — 7.00am during Full Term. Further details can be found at

http://www.linkline.org.uk/.

11.4 SubstanceMisuse

Some students feel that College life brings a great deal of freedom with not much
responsibility. This is misleading. The College takes the abuse of alcohol and other drugs very
seriously. Sometimes students get involved in such behaviour almost unwittingly and there is
plenty of help and advice available if it is needed. Do not fool yourself by thinking it is not a
problem or that you can cope by yourself.

Drugs

Many of the so-called “recreational drugs” are exceedingly harmful, so do not be frightened
to seek help or advice. Although you may not be involved in taking drugs yourself, one or
more of your friends may be and you should be on your guard against peer pressure. In
Cambridge there are specialist confidential agencies e.g. The Bridge Project Drug Advice
Centre, 154 Mill Road, (01223 214614). Information, advice and support about drugs is also
available at national level via http://www.talktofrank.com/.

Alcohol

Drinking socially is seen as an acceptable part of College life for many, but irresponsible
drinking is NOT acceptable. Unacceptable behaviour associated with irresponsible drinking
has the potential to cause considerable harm to both the individual involved and others. For
further information on the consequences of such behaviour see section 10.1.

Advice on sensible and responsible drinking is available from any of the following: the
College Nurse, your GP, Mill House (01223 723020) and nationally at
http://www.drinkaware.co.uk/.

11.5 Binge Drinking

Generally when considering the risks associated with binge drinking we focus on the short
term effects - acute intoxication and drunkenness leading to behavioural and social
disinhibition, loss of motor control and sometimes aggression. These effects are all
problematic and carry risks, but what is considered much less are the long term effects of
excessive drinking on brain and liver function. Binge drinking may result in long lasting
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impairments in sustained attention, learning, memory and ‘executive’ function, including
planning and negative mood. It is not generally appreciated that these longer term cognitive
effects are cumulative and may be permanent.

Similarly, alcoholic liver disease is generally thought to be a disease of older/middle aged
people who have drunk to excess for many years. However, more and more people in their
20s are being admitted to hospitals with a failing liver. While the government suggests a safe
level of drinking is below 28 units weekly for men and 21 units weekly for women, we know
that even these levels are really too high, particularly when you consider that most people are
not aware that the average pint of lager contains 3 units, the average bottle of wine 9 units of
alcohol and that most bars routinely serve double measures. Alcoholic liver disease can take
the form of a sudden deterioration in liver function with jaundice (yellowing of the skin),
confusion and bleeding or can accumulate over a period of time (a remarkably short space of
time in susceptible individuals) leading to repeated scarring of the liver and cirrhosis. While a
number of the complications of cirrhosis can be managed by medication the function of a
cirrhotic liver rarely returns to normal and if the disease progresses the only option is
transplantation.

11.6 Sexual Health

This is another area where you need to behave responsibly. High-risk behaviour may make
you vulnerable to Chlamydia, HIV and other infections. Everyone, regardless of their gender
or sexual behaviour, should adopt safe sex practices, that is, by always using a condom if
engaging in penetrative sex. Condoms are available in College and in many local shops.
There are condom machines in both the male and female toilets in the Butterfield Building.
Complaints about these machines or malfunctions should be reported to a JCR Officer. Help
and advice are readily available from The Laurels (Cambridge Contraception & Sexual Health
Service, 08456 505152) based at 20 Newmarket Road, the Sexual Health Advice Centre at
Addenbrooke’s Hospital (http://www.shac.co.uk/), DHIVerse (01223 508805) and from the
College Nurse. There is additional information available from CUSU.

11.7 Meningitis

The early symptoms are mild and similar to those you get with flu or a hangover, for example
vomiting, feeling feverish, pain in the back or joints, a headache and a stiff neck. But if any of
the following symptoms develop you must get medical help urgently: severe dislike of light;
disorientation; a bruise-like rash that does not fade under pressure or change in level of
consciousness. The Porters will arrange for transport to Addenbrooke’s Hospital in an
emergency. The Senior Tutor will co-ordinate College action in the unlikely event of a
meningitis outbreak and it is important that he is informed immediately of any suspected
cases of meningitis. He can be contacted via the Tutorial and Admissions Office or via the
Porters’ Lodge out of office hours. All first year undergraduates and graduates are
strongly advised to have the meningitis C vaccination before arriving in College.

11.8 Pandemic Flu

Every student with a mobile phone is requested to update the Tutorial and Admissions Office
with their current mobile phone number to assist in the delivery of the College contingency
plan. Students should also inform the Tutorial and Admissions Office which Cambridge GP
they are registered with as soon as they are registered. In the event of Pandemic Flu, General
Practices will be key to the delivery of treatment and inoculation measures. Registration will
ensure prompt access to appropriate services and allow more accurate planning.
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Symptoms of flu may include:

Sudden onset of fever — greater than 38°C
¥ Cough

¥ Headache

¥ Extreme tiredness and aching muscles

w

Advice on care if you have flu in the event of a pandemic:

¥ Inform the Porters Lodge by telephone (01223 334800) that you think you have flu. The
Porters will provide daily updates to the College Nurse at mid-day, Mondays - Fridays.
Stay at home/in room and avoid contact with others until fever resolves.

Treat fever with Paracetamol and Ibuprofen (or Paracetamol and Aspirin) if you are able
to take them.

Rest as much as possible while acute symptoms persist.

Drink plenty of fluids.

Avoid cigarette smoke.

Consider steam inhalation or throat lozenges.

K K

K K K K

If you have flu and then develop any of the following symptoms, telephone your GP practice
to inform your GP:

Shortness of breath — at rest or while doing very little.

Painful or difficult breathing.

Drowsiness, disorientation or confusion.

Fever for four or five days which is getting worse or not getting better.

Blood in your sputum/phlegm

If you started to feel better, then develop a high fever and feel unwell again.

K K K K K K

Further frequently updated information is available from:
¥ NHS Direct at http://www.nhsdirect.nhs.uk/ or by telephone on 0845 46 47
¥ Department of Health at http://www.dh.gov.uk/en/PandemicFlu/index.htm

11.9 Guidelines on Sexual andRacial Harassment

The College endorses the University Guidelines on Sexual and Racial Harassment and offers
the following procedures for dealing with complaints within the College.

Definition of harassment

Conduct that makes an individual feel harassed is harassment, even though that may not have
been the intent. Conduct will amount to harassment if it is offensive or intimidating to the
recipient and would be regarded as sexual or racial harassment by reasonable people. When
harassment is intentional, it is bullying. Harassment can take the form of physical, verbal,
written or electronic conduct such as threats, taunts, abusive language, actions, or offensive
gestures, which create an intimidating or offensive living environment for the individual
target and which cause offence due to an individual’s gender, orientation, ethnic origins or
religion.

Many physical actions or contacts can be offensive and there are clear procedures for dealing
with serious assaults and rape. However, there is also a growing need for some procedures to
cope with less obvious manifestations of sexual or racial harassment. Some incidents, when
taken alone, may not look very serious to the casual observer, but harassment has a
cumulative effect. Because of this, Downing promotes a ‘zero tolerance’ approach to both
harassment and bullying. College members are strongly encouraged to report any incident of
this type. The College emphasises that sensitivity to other’s feelings rather than a precise list
of actions is part of minimising harassment.
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Procedures in cases of harassment

Unwanted attention of a racial or sexual nature is harassment. You should try to make it clear
to the individuals concerned that you find their behaviour unacceptable. If, however, you are
unable to put a stop to the behaviour yourself you should consult another member of the
College and seek assistance.

Whom to see:

In the first instance individuals with a complaint can discuss the matter with any of the
following members of the College: the Senior Tutor, your personal Tutor, your Director of
Studies, the College Nurse, the JCR President, the JCR Welfare Officer, the JCR Women’s
Officer, the MCR President or the MCR Welfare Officer. There is always a Tutor on duty
who is available for consultation in an emergency. Duty Tutors can be contacted through the
Porters” Lodge. All consultations will be treated as confidentially as possible.

The status of the person causing the harassment (i.e. whether a junior or senior member or
member of staff) is irrelevant to the procedures for handling the complaint. Any problem will
be dealt with in confidence, but it should be noted that other individuals may have to become
involved. If a member of College staff is involved one or more of the above individuals, or
the Bursar, can be contacted.

Mediation and Reconciliation

The College hopes that most cases of racial and sexual harassment can be dealt with at the
level of providing information about the consequences of offensive behaviour with the aim of
establishing communication between the individuals involved. The individual causing the
offence will be contacted by one of the people listed above and discussions will ensue initially
on a one-to-one basis. Either a formal apology can result or discussions between the parties
concerned with the intention of achieving a reconciliation. If, however, the person who caused
the offence feels there has been an unjust accusation he or she may have recourse to other
members of College who can speak on his or her behalf. These individuals can be the Tutor
of the student concerned, another senior member or, in the case of College staff, the Bursar or
her delegated representative. The person acting on behalf of the individual bringing the
complaint can meet the chosen representative of the accused individually and, again,
discussions as to the actions and their consequences will take place.

Complaints against individuals outside the College

The same individuals listed above are available to act on behalf of a student with a complaint
against individuals outside the College, and will contact the relevant member of another
college or within the University. Complaints against supervisors, university assistant staff, or
senior members of the University may involve the Welfare Officers and the Equal
Opportunities Officer of the University. If a member of Downing is accused of harassment by
someone outside the College they will also have access to those people listed above to act on
their behalf.

It is important to recognise that discussions involving all parties concerned are often the most
appropriate method for curbing the problem of racial and sexual harassment. It is hoped that
College members will become aware of the need to monitor their behaviour to guard against
potentially offensive actions and will act responsibly within a social context.

Procedures in the case of physical and sexual assaults or rape

If an individual has been assaulted or raped, or if rape is attempted, it is possible to go directly
to the police. This may be particularly important if the assailant is to be apprehended and

41



restrained from making further assaults. College staff or the Tutor on duty (whose name is
available in the Porters’ Lodge) can assist in calling the police and making statements.

If the individual does not wish to involve the police the Dean or any of the contacts given here
are available to offer help and support. The Cambridge Rape Crisis Line will provide
information and  comfort (01223 245888  Wednesdays 19.00 -  22.00
http://www.cambridgerapecrisis.co.uk/) and further support can be accessed from Victim
Support Cambridgeshire (01223 329000 http://www.victimsupport.org/). Any of these
contacts will also be able to discuss subsequent physical or emotional problems arising in the
aftermath of an assault or rape and give help in arranging professional counselling.

12 FINANCIAL MATTERS
12.1. Fees and Maintenance Charges: CollegelBi

Any fees due must be paid at the beginning of each Term; this includes the portion of tuition
fees for which you are responsible. Undergraduates must pay the Facilities Charge (see 12.4)
and the Termly rent by the first Wednesday of each Full Term. Postgraduate students must
make these payments quarterly in advance. Amounts billed during the course of the
Michaelmas and Lent Terms will be payable by the first Wednesday following the beginning
of Full Term. Amounts billed during the course of the Easter Term will be payable by 31
August, except in your final year when settlement of an estimated bill is a condition which
must be met before you can graduate. If you wish to know how much you have spent in the
Catering Department you can enquire at the Catering Manager’s Office during the week after
any charge has been incurred. Interest is charged onlate paymentsat the rate of 0.5% per
week on the amount owing. Payment may be made by cheque. Please contact the Bursary if
you wish to settle your bill using your internet banking facility.

It is impossible to specify the total cost for any individual student as this can vary widely
depending on the subject read and other circumstances, but estimates of some of the costs are
provided in the leaflet ‘Fees and Charges 2007/08 sent to all first year students. Students
from overseas should remember that they will have to pay higher University fees than do
students from the United Kingdom and from European Union countries by reason of
legislation presently in force.

If, for any reason, you are unable to pay your College bill in full by the specified date you
should immediately consult your Tutor who, in some circumstances, may be able to help you
by arranging a College grant or loan or by obtaining assistance from certain funds
administered by the University. The College reserves the right not to permit any student to
return into residence at the beginning of an academic year if the student has not paid all
amounts owing directly to the College or amounts which the College collects as agents for the
University.

12.2. Tuition Fee

The College collects on behalf of the University the student contribution towards the annual
cost of tuition. This fee is due in three equal instalments payable termly in advance, except
for overseas students where other arrangements may be required. Home students are referred
to the Government website http://www.direct.gov.uk/studentfinance/ for the most up-to-date
information for fee support. EU students are referred to the EU team at the DfES Darlington
office (01325 460155) or http://www.dfes.gov.uk/studentsupport/.
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All students must send a copy of their Student Support Notification for 2008/200%0 the
Tutorial and Admissions Office as soon as they receive it and in any case not later than 5
September 20080 that the first instalment of any tuition fees or other payments due may be
billed correctly.

Subsequent fee instalments, together with all other items charged to your account during the
previous Term, the Facilities Charge and any rent payable in advance, will be due on the first
Wednesday of Full Term:

Michaelmas Term 8 October 2008
Lent Term: 14 January 2009
Easter Term: 22 April 2009

12.3. Student Support

If you are a home student either your Local Education Authority (LEA in England and
Wales), Education and Library Board (ELB in Northern Ireland) or the Student Awards
Agency for Scotland (SAAS) will assess your eligibility for a student loan. Student loans are
paid by BACS into your bank account. In order for the first payment to be authorised first
year students must register with the Tutorial and Admissions Office. All other students must
register with their Tutors. Once you have registered, the Tutorial and Admissions Office will
upload authorisations for payment to the Student Loan Company on a daily basis. Full details
on all aspects of student support, including HE Grants, Maintenance Grants and Student
Loans, can be obtained from the DfES website at http://www.des.gov.uk/studentsupport/.

12.4 Facilities Charge

You are required to pay a Facilities Charge each term. This charge is to cover a number of
facilities and services provided by the College, including (as appropriate) connection to the
Cambridge University Data Network, Portable Appliance Testing, a contribution towards the
fixed catering costs of the college, provision of JCR and MCR facilities, security and postal
services. For 2008/9 undergraduates living in College pay £182 per term, while those living
out pay £73. All graduates living in College accommodation (excluding the Boathouse and
Devonshire Road) pay £109 per term for the first three years. Graduates living in the
Boathouse and at Devonshire Road pay £82, and graduates living out pay £36 per term.

12.5 Financial Difficulties

By careful management of their finances, most undergraduates complete their degrees without
any undue financial hardship, but occasionally there are circumstances where a few
undergraduates find it hard to make ends meet. The sheet entitled ‘Fees and Charges’ sent to
those in their first year gives a general indication of the level of living expenses at Cambridge.
It will be appreciated that meals taken out of College may cost more than those taken in
College. Meals and buttery charges are the main elements in a typical College bill that can be
controlled by the individual. The room rent and the Facilities Charge are the main fixed costs.
It is important to be aware of the likely size of each Term’s College bill and to make sure you
have sufficient funds to meet it when it falls due. The College charges interest on overdue
bills and the effective rate of interest (APR) is deliberately set above that on ordinary credit
cards. No student should ever get into a position of having to pay interest. The College
requires students to be in good standing before they are presented for graduation, which
means that all debts owed to the College must be discharged before graduation. If you ever
get into financial difficulty, you should consult your Tutor as soon as possible. If your Tutor
is convinced that you are in genuine and unavoidable difficulty then a recommendation will
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be made to the College that interest charges be waived on the unpaid bill. Your Tutor will also
be able to give you advice about possible sources of additional finance including those
described below.

There are a number of funds to which those in financial difficulties may apply and a brief
description of the major funds is given below. In order to be eligible for these funds you are
expected to have taken out the maximum student loan available to you.

12.6 University Access to Learning Fund (ALF)

These are available only to ‘home’ students. Most students are now not entitled to claim
social security benefits and, partly to compensate for this loss, the Government has given the
universities additional funds to use as discretionary support for students facing financial
difficulties for any reason.

The basis on which applications are assessed is as follows. The annual surplus/deficit on each
applicant’s income is calculated automatically by a formula which compares annual income to
annual expenditure. Grants are only paid to those applicants who have a net annual deficit and
the value of the grant is some percentage of this deficit. Briefly, your income is assessed as
the maximum maintenance grant plus student loan (together with any other sources of income
you may have). Your expenditure is taken to comprise a fixed subsistence allowance together
with your room rent and bills for utilities. In practice, this method of assessment means that
the vast majority of applicants who are successful are those who live out of College in
relatively expensive accommodation. However, students with disabilities, students with
children and those who have been unexpectedly denied support after starting their course may
have strong claims. There is a provision for Tutors to make a case for non-standard
applications, but this is only done rarely.,
Applications may be made at any time throughout the year and are dealt with by the
University. Application forms are available from the Tutorial and Admissions Office. Note
that you must normally have taken out the maximum student loan available to you before you
can be considered for Access to Learning Funds.

12.7 Cambridge Bursaries

The Cambridge Bursaries scheme is a fund which has been developed to help students meet
their living costs not their fees. The maximum award in 2008/9 will be £3,150, but individual
bursaries will vary according to each applicant’s Local Authority financial assessment. Up-to-
date information will be published on the University website once the DfES has agreed
maintenance grant values and household income thresholds for entry in October 2008.

12.8 Isaac Newton Trust Bursaries

This scheme, which was set up by Trinity College, is a source of funding for students in need
who started their degrees before 2006. At present the bursaries are worth from £50 to £1,000.
To be eligible a student must qualify for a full, or near-full, Local Education Authority fees
award, but because of the limited funds it cannot be guaranteed that all eligible students will
be awarded a Bursary. Applications are made through the Tutors on forms available from the
Tutorial and Admissions Office. You must have taken out the maximum student loan
available to you before you can be considered for a Newton Trust Bursary.
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12.9 Bell, Abbott and Barnes Funds

Grants of between £30 and £900 are available from these funds to undergraduates from any
year for the BA degree who need assistance and ‘who have shown proficiency in their studies
and are recommended by their Tutors’. Applications should be made by the Division of each
Term through your Tutor.

12.10 Downing Association Fund

This fund provided by the Downing Association is available to assist undergraduate and
graduate students with the purchase of books and other materials for their course; to stay in
College during vacations for study; to attend conferences and to travel in connection with
their studies. Application forms are available from the Tutorial and Admissions Office.

12.11 Downing Bursaries

The College has a growing fund from which payments may be made following an application
through your Tutor. It should be emphasised that payments will be made from the College
Fund only after applications have been made to all other sources of funding for which you are
eligible including: the Student Loans Scheme, the University Access to Learning Fund, the
Isaac Newton Trust and the Bell, Abbott and Barnes Funds. Downing Bursaries are, in
essence, to be regarded as a resource of last resort. Experience suggests that most
undergraduates cope with the management of their funds perfectly well, but those who run
into difficulty probably do so from the start. Great care in the management of personal
finances is strongly urged.
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Appendix 1
Supervision Guidelines.

Supervisions are a unique and highly effective form of teaching. You will usually see a
supervisor on a weekly or fortnightly basis in small groups. In some subjects supervising is
one-to-one (one teacher, one student), but in most subjects there will be between two and four
students in each supervision (occasionally more, in which case the supervision is more like a
seminar).

Please remember that supervisions are there to help you in your studies, and are not intended
to be a formal test of your abilities If you do feel intimidated in supervisions then
something is wrong, whether it is the group dynamics, the teacher’s expectations of you, or
perhaps your own lack of confidence in your abilities. Whatever the problem, there will
almost always be a way of putting it right, so long as you talk to someone about it (see below
for specific ways of addressing problems). Supervisions can be, and should be, one of the
most rewarding forms of teaching for most subjects and you should not allow the
opportunities they provide to be wasted.

What can I expect from supervisions?
You have the right to expect:

¥ a full hour of teaching (so long as you have done the work that was expected of you in
preparation for the supervision)

¥ to be taught in a reasonably sized group in which you have the opportunity to participate

fully

guidance about how best to prepare for supervisions

to be set reasonable amounts of work and to receive constructive feedback on it

your work to have been marked before the supervision where this is the usual arrangement

in your subject (so long as you handed it in by the agreed deadline)

¥ teaching that is relevant to your course and helps you to understand the subject (but you

should not expect merely to be spoon-fed for the Tripos)

discussion of your questions and problems, with constructive comment

respect for your own opinions and questions to be dealt with thoroughly and effectively

a clear indication of the number of supervisions you are going to have during each Term

and the broad areas they will cover

¥ an understanding as to whether extra supervisions will be possible if necessary (but you
should always consult your Director of Studies before arranging extra supervisions)

¥ opportunities to discuss with your supervisor, in privacy and in full confidence, any
problems you perceive in the quality, relevance, or dynamics of the supervisions you are
receiving

K K K

K K K

What is expectedof me in supervisions?
You will be expected to:

turn up on time to supervisions

do your best to complete the work set

hand your work in on time (ensure that you have agreed a deadline with your supervisor)
contact your supervisor in plenty of time if you are unable to make the supervision or
complete the work set (but you cannot expect your supervisor to rearrange a supervision
you have missed, except possibly in exceptional circumstances such as illness)

K K K K
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¥ make an active contribution to the supervision and make your opinions known -
supervisors will invariably respond better to someone who demonstrates enthusiasm for
the subject. The supervision is not intended to be another lecture but a twevay
process of interaction

If you fail to attend a supervision without reasonable explanation you will be charged for the
missed supervision.

What kind of problems might I encounter?

The majority of supervisions run smoothly and provide a stimulating environment for
learning. Things do occasionally go wrong, and they are not always the fault of either the
supervisor or the student. Apart from obvious breaches of any of the points listed above, you
may occasionally encounter one or more of the following:

Problem: Another student, or group of students, hogs all the attention of the supervisor, talks
all the time, and never allows you to get a word in edgeways, or else the supervisor talks all
the time.

Solution: Talk to your supervisor privately at the end of a supervision; explain that you have
things to say but that you do not feel you are being given an opportunity to say them; tell the
other student(s) to be less pushy and to give you a chance to talk; if the problem persists, ask
if it may be possible for groups to be rearranged so that you are supervised with someone else.
Problem: You simply lack confidence in your own ability, think that anything you might say
is worthless, or will be laughed at.

Solution: You are, very probably undervaluing your own abilities, so explain what you are
feeling to your supervisor. If you are finding the subject confusing or too difficult, then the
supervisor needs to know this so that they can help you. If it is just a question of confidence,
then equally the supervisor should be able to provide ways of encouraging you. Needless to
say, careful preparation of the material to be discussed in the supervision can go a long way
towards dispelling lack of confidence. Your supervisor is not there to judge you, but to help
you.

Problem: You have no idea how well or how badly you are doing in the subject.

Solution: Ask your supervisor to give you a clear indication of how your work is progressing
before the end-of-Term report and preferably in relation to each piece of work that you hand
in. If the supervisor is not referring directly to the work you have done for the supervision
then ask him or her to do so, and ask him or her to provide suggestions for improving your
work.

Problem: You come away from supervisions feeling negative about your work and your
ability in the subject.

Solution: Unless you have been remiss in doing the work required of you (in which case the
supervisor has every right to point out that you will not do well in the subject), then it is
possible that your supervisor is not providing you with enough constructive suggestions for
improvement, so ask him or her to provide such suggestions.

What should I do if I encounter a serious problem?
You should:

¥ talk to others to see if they are having a similar problem; compare notes with a supervision
partner

¥ talk to the supervisor as soon as a problem becomes apparent

¥ if for any reason you cannot talk to the supervisor, or you get no response, talk to your
Director of Studies
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¥ if for any reason you cannot talk to your Director of Studies, talk to your Tutor, or the
Senior Tutor, or (depending on the subject) the Departmental course organiser - above all
do not delay and allow a problem to get worse

Last but not least .....
Supervisions exist to provide flexibility of teaching, adapted to your own needs and
requirements; once you are familiar with the system and the course you will find, especially in

later years, that they provide the opportunity for you to set the agenda of your own studies.
Make the most of this unique opportunity!
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Appendix 2
Procedure for dealing with comments, sggestions and complaints
from students

Overview

Examination Appeals

Harassment

Criminal Offences

College Policy

Confidentiality

Informal procedure

Formal complaints procedure

Office of the Independent Adjudicator
Persons from whom help may be sought
Heads of Department/Services

College Committees with student representation

KK K KKK K K K K K K

Overview

The College welcomes comments and suggestions from students about its services. Students
wishing to make a suggestionor comment about the College’s services, either academic or
non-academic, can do so informally at the point of service delivery or by contacting the
person in charge of the relevant area or, when it seems appropriate, by raising the matter with
their Tutor or the Senior Tutor. Occasionally, however, students may wish to make a
complaint about the services they receive. This document sets out the procedure for making a
complaint to the College.

The College anticipates that complaints will normally be dealt with informally in the first
instance. Students with a complaint should seek to bring it to the attention of the College
using the procedure outlined here as soon as possible following the occurrence of a problem
and ideally within one calendar month. Many complaints can be dealt with quickly and
effectively in this manner, without recourse to formal procedures. The College’s procedures
have been developed with this in mind. The College will seek to provide fair and objective
procedures for examining and resolving complaints and to ensure that its procedures are free
from partiality arising from personal or institutional conflict of interest or other sources of
bias. No student will be disadvantaged by having raised a complaint, but the College expects
that students will not make frivolous, vexatious or malicious complaints. Students who are
considering making a complaint may wish to seek help or advice from the people listed on the
following pages.

A student may wish to complain about a matter that is not within the control of the College,
but within that of another institution, e.g. the University or another College. The University
has established a student complaints procedure which covers Faculties, Departments, and
other University institutions and all Colleges have formal written procedures. If you have a
complaint in this category, the first thing to do is identify the appropriate point of contact
within the Faculty, Department or other College. You may either contact that person directly
or ask your Director of Studies, your Tutor or the Senior Tutor to take up the matter on your
behalf. Downing College has a responsibility to help students identify mechanisms and to
offer appropriate assistance in making a complaint within the University. If it is unclear to
you where responsibility for the matter lies, you may seek advice from any of the persons
listed on the following pages.
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Complaints relating to the behaviour of contractors and others working for the College
should not be taken up directly with the individual concerned but should be made kipe
student either through a Tutor or directly to the Domus Bursar.

Examination Appeals

Students should be aware that a separate procedure exists for appealing to the University in a
case where a student feels that he or she has been disadvantaged or unfairly classified in a
University examination. Further information on examination appeals will be circulated by the
University Registry in the course of this academic year.

Harassment

Students with a complaint relating to harassment of any kind can find additional information
in this Handbook in section 11. This Code contains a suggested process for dealing with such
issues at the informal stage. It also details how a formal complaint about harassment may be
made.

Criminal Offences

Where a complaint includes an allegation that an offence of a criminal nature has been
committed, it may be reported by the complainant to the police. In so far as there is no
conflict of interest, the College will seek to offer advice and support in such cases, and the
complainant may wish to seek legal advice.

College Policy

Complaints on matters of College policy should be directed to the appropriate College
committee through student representatives. These may be contacted through the JCR and/or
the MCR.

Confidentiality

Every attempt will be made to maintain the confidentiality of a complainant. However, where
a complaint is of a personal nature against an individual, it is likely that the complainant’s
identity would have to be revealed at some stage in all but the most exceptional cases in order
for there to be a fair investigation. The College will endeavour to inform an individual
complainant of the extent to which his or her identity is likely to be revealed at each stage of
the procedure. To assist in the process of auditing the quality of its services and
responsiveness to student comments, suggestions and complaints, the College will monitor
complaints. The College undertakes to respect the confidentiality of complainants in this
exercise.

1. Informal complaints procedure

Stage one Students who have minor concerns of a domestic nature which relate to
accommodation faults or the non-functioning of other student facilities should enter these in
the book in the Porters’ Lodge which is provided for this purpose. If an issue is not resolved
within a reasonable time, the student should consult his or her Tutor.

Students who experience a problem with any other College service or anything else within the
control of the College should first raise the matter with the individual who has handled the
matter. If informal discussion does not resolve the situation satisfactorily the person
responsible for the area to which the complaint relates should be approached either directly
or, if preferred, through a College Tutor.

In the case of those disturbed by noise including music the simplest, and often most
satisfactory remedy, is to discuss the matter with the perpetrator of the noise and seek to reach
agreement. In the case of an isolated incident such as noise late at night, the student can
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complain to the Porters who will help deal with the immediate problem. The College
authorities take the problem of noise extremely seriously.

Stage two In cases where a student feels that the nature of the complaint is too serious to be
dealt with informally himself or herself or through a Tutor, or where, after the relevant Head
of Department has been approached, a satisfactory conclusion has not been reached, a
complaint should be made in writing to the Senior Tutor, who will acknowledge receipt and
ensure that the matter is looked into as soon as possible. An initial response to any complaint
can be expected within seven days of its receipt, and a considered response to the complaint
should be received within three weeks, with any subsequent remedy implemented with the
minimum of delay.

In the case of noise, if this is persistent, the student can either:

complain to an Officer of the JCR or MCR who will try to resolve the problem but who may
refer the matter to a Tutor or to the Dean; or complain to a Tutor or to the Dean who has the
power to take disciplinary action in the matter.

2. Formal complaints procedure

It is hoped that very few complaints will remain unresolved after this stage. However, should
there be such a complaint, the complainant can request that the Senior Tutor refer the matter
to the Master. The Master will ask the College’s General Purposes Committee to appoint a
Student Complaints Committee to undertake an independent assessment of the case and come
to a conclusion on the matter.

The Student Complaints Committee shall consist of either three Fellows or two Fellows and
one junior member of the College (who will normally be the President of the JCR or the
MCR), it being up to the complainant to decide whether or not he or she wishes there to be
student representation on the Committee. One of the Fellows appointed by the General
Purposes Committee shall be the Chairman of the Student Complaints Committee. No person
who has had, or may have, any personal involvement in the matter to which the complaint
relates shall be a member of the Student Complaints Committee. In the event that the
President of the JCR or the MCR is debarred from acting, his or her place shall be taken by
another junior member chosen by the College’s General Purposes Committee. The Student
Complaints Committee will receive a copy of all documentation relating to the informal stage
of the complaints procedure. The Chairman will write to the complainant informing him or
her of the composition of the Committee and the date on which it is to meet and soliciting any
further submissions in writing which the complainant may wish to make. The Chairman will
at the same time write to any person or persons against whom the complaint is made,
informing them of the complaint which has been made, of the composition of the Committee,
the date on which it is to meet, and inviting them to make submissions in writing for the
Committee to consider. The complainant and any person or persons against whom the
complaint is made shall have the right to challenge the appointment of any person as a
member of the Student Complaints Committee. The College’s General Purposes Committee
shall consider any such challenge and may remove and replace the member concerned if they
think it appropriate to do so. Copies of all written submissions and other paperwork relating
to the complaint shall be sent both to the complainant and to any person complained against at
least seven days before the meeting of the Committee.

Both the complainant and any person against whom the complaint is made shall have the right
to attend in person at the meeting of the Committee in order to make oral submissions,
although the Committee’s deliberations, following hearing of the submissions, shall be held in
private. The complainant and any person against whom the complaint is made shall, if
attending in person, be entitled to be accompanied by another person of his or her choosing:
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this might be, for example, a Tutor or other senior member, a student, including one of the
officers of the JCR or MCR, an officer of CUSU or the Graduate Union, or any other person.
The Committee may seek the attendance of, and hear evidence from, any other person or
persons as it thinks fit.

The Committee will come to a decision as soon as possible after the hearing of the case, and
shall, within four weeks of Full Term of the date when the matter was first referred to the
Master under this procedure, give to the complainant and to any person or persons against
whom the complaint is made a full written statement of its response to the complaint, giving
reasons for its decision, and setting out the details of any remedy. Any such remedy shall be
implemented with the minimum of delay.

3. The Office of the Independent Adjudicator for HigherEducation (OIA)

If the complainant remains dissatisfied, having followed the appropriate appeal or complaints
procedure, it may be open to him or her to refer the matter to the Office of the Independent
Adjudicator for Higher Education which runs a student complaints scheme. Advice on the
appropriate procedures may be obtained from the Senior Tutor.

4. Persons from whom help may be sought
Help and advice may be sought from anyone; listed below are those contacts with a specific
role to assist students.

For undergraduates:

Director of Studies (in matters relating to supervision or other academic provision)
Tutor (for any matters)

Senior Tutor

JCR President, Academic Affairs Officer, Welfare Officer

CUSU Academic Affairs Officer, Welfare Officer

K K K K K

For graduate students:

Graduate Tutor

Supervisor

Secretary of the Degree Committee or other Departmental Graduate Advisor
Board of Graduate Studies

Senior Tutor

MCR Officers

Graduate Union

KK K K K K K
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Appendix 3

Heads of Departments and Services

Academic Director of Studies See Handbook
Senior Tutor Prof G J Virgo

Accommodation Rooms Tutor (for allocation) Dr P D Evans
Bursar (for rent queries) Dr S Lintott
Domus Bursar Mr R K Taplin

Accounts Department

College Accountant

Mr M Haddock

Bursar Dr S Lintott
Admissions Admissions Tutor Dr P C Millett
Admissions Tutor (Science) Dr G Williams
Assistant Admissions Tutor Dr M Tomalin
Development/ Development Director Mr T Sadiq
Alumni Office Master Prof B Everitt
Catering Catering Manager Mr G Jameson
Domus Bursar Mr R K Taplin
Cleaning Housekeeper Mrs C de Biasi
Domus Bursar Mr R K Taplin
Information Technology IT Manager Mr R Beardwell
and Computing Bursar Dr S Lintott
Conference Conference Manager Miss J Cressey
Bursar Dr S Lintott
Gardens Head Gardener Mr D Curry
Domus Bursar Mr R K Taplin
Health and Safety Health and Safety Officer Mr R K Taplin

Deputy Health and Safety Officer
Bursar

Mr R Monument
Dr S Lintott

JCR JCR President Mr D R Chapman
or JCR Treasurer Mr A J Campbell Smith
Library College Librarian Ms K Lubarr
Fellow Librarian Dr M Tomalin
Maintenance Buildings Manager Mr R Monument
Domus Bursar Mr R K Taplin
MCR MCR President Miss M B W Ross
Nurse’s Room Tutorial and Admissions Officer Ms J E Perks
Senior Tutor Prof G J Virgo
Portering/Security Head Porter Mr P Hammond
Domus Bursar Mr R K Taplin
Supervisions Directors of Studies See Handbook
Senior Tutor Prof G J Virgo
Tutors Senior Tutor Prof G J Virgo
Tutorial and Tutorial and Admissions Office Ms J E Perks
Admissions Office Senior Tutor Prof G J Virgo

Admissions Tutor

Dr P C Millett
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Contact Details
Mr R Beardwell
Mr T Sadiq
Mr M Haddock
Dr P C Millett
Mr D Curry
Mr P Hammond
Mrs C De Biasi
Dr M Tomalin
Dr P D Evans
Prof B Everitt
Ms K Lubarr
Dr S Lintott
Prof G J Virgo
Mr R Monument
Ms J E Perks

Mr A J Campbell Smith

Mr D R Chapman
Mr G Jameson
Miss J Cressey
Mr R K Taplin
Miss M B W Ross
Mrs T D’ Angelico

IT Officer
Development Director
College Accountant
Admissions Tutor
Head Gardener
Head Porter
Housekeeper

Fellow Librarian
Rooms Tutor

Master

College Librarian
Bursar

Senior Tutor
Buildings Manager
Tutorial &Admissions
Office Manager

JCR Treasurer

JCR President
Catering Manager
Conference Manager
Domus Bursar

MCR President
Accommodation
Officer

762062
334828
334824
334826
334827
334815
334863
334854
334839
334843
335352
334849
334811
334827
334811

354480
334860
762121

762063

b249@cam.ac.uk
development-director@dow.cam.ac.uk
accountant@dow.cam.ac.uk
pem1000@cam.ac.uk
dc266@cam.ac.uk
pjwh2@cam.ac.uk
cab71@cam.ac.uk
mtl126@eng.cam.ac.uk
pdel0@cam.ac.uk
master@dow.cam.ac.uk
librarian@dow.cam.ac.uk
s1229@cam.ac.uk
gjv1000@cam.ac.uk
rjm78@cam.ac.uk
jep22@cam.ac.uk

treasurer@downingjcr.co.uk
president@downingjcr.co.uk
sr284(@cam.ac.uk
jsb22@cam.ac.uk
rkt23@cam.ac.uk
mcr-president@dow.cam.ac.uk
td285@cam.ac.uk

List of College Bodies and Committees with Student Representatives

Governing Body

General Purposes Committee

Finance Committee

Education Committee

Buildings and Environment Committee
Bar and Amenities Committee
Health, Safety and Domus Committee
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Appendix 4
Directors of Studies

Archaeology & Anthropology
Anglo-Saxon, Norse & Celtic
Architecture

Chemical Engineering
Classics Part IA and Part IB
Classics Part 11

Clinical Studies:

Computer Science:

Economics

Education:

Engineering Part IA and Part I11A:
Engineering Part IB and Part II:
English

Geography:

History:

History of Art:

Land Economy:

Law:

Law (Assistant LLM) :
Linguistics:

Management Studies:
Mathematics: Part I A and Part IB
Mathematics: Part II and Part 111
Medical Sciences:

Modern Languages:

Music:

Natural Sciences (Biological):
Assistant Natural Sciences (Biological):
Natural Sciences (Chemistry):
Natural Sciences (Physical):
Natural Sciences (Physics):
Oriental Studies:

Philosophy:

Social and Political Sciences:
Theology:

Veterinary Medicine:

College Lecturers

Economics

Modern & Medieval Languages (German)
Modern & Medieval Languages (Spanish)
Natural Sciences (Biological)

Natural Sciences (Physical)

Social & Political Sciences

Veterinary Medicine

College Lektor

Modern & Medieval Language (German)
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Dr J Stock

Dr D Pratt

Dr T Chenvidyakarn*
Dr K Yunus*
Mr F Basso

Dr P Millett

Dr J Sterling

Dr R Harle

Dr J McCombie
Mr N Allington*
Mr J Raffan*

Dr W O’Neill
Dr L Xu

Dr C Phillips
Dr M Bravo

Dr D Pratt

Dr F Salmon*
Dr J McCombie
Prof G J Virgo
Ms P Nevill

Dr A Ledgeway
Dr J Trevor

Dr A Pesci

Dr S Demoulini
Dr N Coleman
Dr IR James
Dr D Irving*
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Appendix 5
Agreed contract between MCR, JCR and Bar Committee regarding
Events selling alcohol held in the party room:

¥ During the time that the Bar is operational, organisers* must order alcohol via the Bar
Committee (informing them at least 10 days before the event).

¥ Organisers* will buy the alcohol through the Bar (and the Bar only) at cost price of
whatever is sold, plus a negotiable handling fee of 5% of the full order.

¥ Types of drinks ordered should be the same as those already sold in the Bar, unless
agreed with the Bar President prior to the order date.

¥ The event bar will be staffed by College members, who have been officially trained to
run a bar.

¥ The Bar has no say in the prices of drinks sold at events.

¥ A separate contract exists between the JCR Bar and JCR Ents Committees.

*Any Society or individual, with the exception of the JCR Ents committee, running an event
selling alcohol in the Party Room.
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Appendix 6
Code Of Amalgamation Club Practice

Draft Code of Practice issued in accordance with the Education Act 1994 by the Governing
Body of Downing College in respect of the Downing College Amalgamation Club.

Section 22 of the Education Act 1994 places a number of responsibilities on governing bodies
of universities (as defined by section 21 [5]). Sub-section 3 provides that every governing
body shall prepare and issue, and where necessary revise, a code of practice as to the manner
in which the requirements of sub-sections 1 and 2 of the Act are to be carried into effect in
relation to any students union for students of the establishment, setting out in relation to each
of the requirements details of the arrangements made to secure its observance. This document
constitutes the code of practice issued in relation to the Downing College Amalgamation
Club.

The Downing College Amalgamation Club (DCAC) has a written constitution which is
subject to review by the Governing Body at intervals of not more than five years. Any
amendments are also subject to the approval of the Governing Body.

The members of the Downing College Amalgamation Club comprise the members of the
Junior Combination Room (JCR) and the Middle Common Room (MCR).

Junior members of the College have the right to opt out of the JCR and MCR and hence the
Downing College Amalgamation Club, but shall not be disadvantaged as a result of having
done so with regard to the provision of services. They shall relinquish all rights specified
under the Constitution of the DCAC to vote and stand in elections.

Election to principal offices of the JCR and MCR are by secret ballot in which all members of
each organisation can vote. The regulations are designed to ensure that elections are fair and
proper. A report on the conduct of each election must be submitted to the Governing Body.

The budget and accounts of the Downing College Amalgamation Club must be submitted
annually to the Governing Body as well as a half-yearly report. At the same time details must
be given in particular of any affiliations of the DCAC to external organisations including
CUSU. Copies of the Budget and Accounts must at the same time be made available to all
members of the Club. Notice of a decision to affiliate to an external organisation is given to
the Governing Body and all students, detailing the name of the organisation together with
details of any subscription or similar fee paid. Affiliations are reviewed annually and
approved by members. There is a procedure for reviewing a particular affiliation to an
external organisation by a requisition of a proportion of members not less than 5% calling for
a referendum. The procedures specified in the constitution of the Club for allocating resources
to constituent Clubs and Societies are all designed to be fair.

There is a complaints procedure for all students or groups who are dissatisfied with their
dealings with the Downing College Amalgamation Club, JCR or MCR or claim to be unfairly
disadvantaged as a result of having exercised the right to opt out. Complaints are to be made
to the President of the JCR or MCR as appropriate, from whom an appeal shall lie to an
independent person, appointed by the Governing Body. Complaints will be dealt with
promptly and fairly and, where upheld, an effective remedy will be sought.
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Appendix 7
Management and Audit

The College is a self-governing organisation, which is subject to regular internal and external
audit. The College has registered with Universities UK (UUK) as abiding by its published
Code of Practice. UUK will periodically review and update its Code, and the College will, in
principle, amend its procedures to conform.

UUK has overall responsibility for administering the Code of Practice. This includes:
maintaining a list of all institutions signed up to the Code, and all buildings within those
institutions covered by the Code; liaising with other bodies over areas where the Code is only
applicable in parts; and periodically reviewing the Code. This review will be undertaken by a
standing committee representing relevant stakeholder groups, including University
management, students and specialist professions (eg facilities managers, maintenance etc). In
this task, they will take note of significant complaints made by students concerning non-
observance, other breaches noted by internal or external audits, and reports from bodies such
as the Office of the Independent Adjudicator. If necessary, the committee may undertake
further investigation and then issue remedial proposals. In extreme cases, the committee may
decide that a higher educational institution is no longer compliant with the Code, at which
stage responsibility may pass to an alternate body, such as the Local Authority, to impose
changes.
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Appendix 8
Term Dates for Academic Year 2008/9

START FINISH
Term 1 October 2008 19 December 2008

MICHAELMAS Full Term 7 October 2008 5 December 2008

NPR 4 October 2008 13 December 2008

Term 5 January 2009 25 March 2009
LENT Full Term | 13 January 2009 13 March 2009

NPR 7 January 2009 18 March 2009

Term 10 April 2009 18 June 2009
EASTER Full Term 21 April 2009 12 June 2009

NPR 11 April 2009 20 June 2009
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