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This handbook contains important information about the College

All studentsare required t@omplete theJndergraduate or Graduate
InformationFormto show that they have read and understood the handbook
and understand their obligations to a

You should take the time to read the handbook now, and then keep it so that
you can refer to it as necessary.
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Introduction to St Hugh’s College:

St Hwgshdurgded in 1886 by Elizabeth WordswditB40-1932) the great niece of

the poet, William Wordsworth, and daughter of Christoptardsworth, Bishop of

Lincoln 186885. The College wa named for St Hugh of Avalpa twelfthcentury Bishop

of Lincoln. Eli zabeth was a champion of wom
to enable poorer women to gain an Oxford e
undergraduates in itentenary year. The College was born from a determination to make

the delight of learning available to all and has a character and tradition all its own. St
Hugh’ s is a community that seeks to combine
commitmer to the life of the mind.

Decisions about the College are taken by the Governing Body, which consists of the
Principal and all TutoriaFellows ProfessoriaFellows andrellows by Special Election

The College also has a number of committedsch disciss different aspects of the
Coll ege’s operations. Student representatiyv
these committees, except for items which are confidefite Presidents of the JCR and
MCR attend Governing Body meetings for mattersrmieserved business, while student
representatives also sit on most other College committdedergraduates may be
members of the Junior Common Room (JCR) and graduates members of the Middle
Common Room (MCR). The JCR and MCR Code of Practice may be fousettion 9

of this handbook. Fellows and senior academic and administrative staff are members of the
Senior Common Room.

Main College Officers:

Principal, The Rt HonDame Elish AngiolinDBE QC is the Head of the Collegé * He a d
o f H oamdschairghe majority ofCollegeCommittees.

Vice-Principal, ProfessorAdrian Moore assists the Principal and chairs the Student
SupportCommittee

Bursar, Mr Harry Myring, is responsible for overseeing financial, domestic and
operational matters.

Senior Tutor, ProfessorRoy Westbrookis responsible for overseeing academic matters.

Dean, Professor Rafael Peremxercises jurisdiction ovatisciplinary matters related to
community living.Heis supportedy the Assistant Dean and four Junior Deans.

Academic Registrar, Miss Thea Crappesupports the Senior Tut@ndcan be consulted
onstudent academic and disability matters; she can be found in the College Office.

Details of other College Officials, including their roles and how to contact thembe
found in the relevant sections of the handhaaid a full list of contactetails is available
in Section12. Detailsof JCRand MCRcommittee membersan befoundon the Common
Room websites.



If you have any questions, the first place to ask the College and Finance Offices, at the
end of theAdmin Corridor in Main Building.Alternatively, please see the Collegerters
at the Main Lodge on St Margaret’s Road.

The Dickson Peon East Cottage
University of Oxford West Cottage
China Centre Building The Stables

St Hugh's College

St Margaret's Road
Oxford OX26LE
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1.3

Section 1
Academic Matters

As a member ofep8rtofdfacagldmic comynoniyanc academic study

should be your first priority. Your continued membershighaf Collegedepends upon

mai ntaining a satisfactory academic record.
expectations of you and explains the suppweailable for your academic work.

College and University Teaching

Undergraduates have tutorial teaching (which may be held singly, in pairs, or in small
groups) and this is usually arranged by your Personal Tutor. Attendance at tutorials is
compulsory.Undergraduates who are unable to attend a tutdoakxample, because of
illness), should make every effort to contact the tutor concerned in advance. Work for
tutorials should always be of the best possible standard and good preparation for tutorials
is essential.

In addition to tutorials, all undergraduates attend lectures and classes arranged by the
University. Some of these, like tutorials, are compulsory. Others are optional, but
undergraduates are strongly encouraged to make the most of aleseand teaching
opportunities arranged by the University.

Personal Tutors (for Undergraduates)

Each undergraduate has a Personal T{rormally one of the Fellows or Lecturers in
College in the relevasubjecj who directs their studies, helps to arrange teaching for them,
and is available to offer academic and general adfeesonal tutors will normally see

their undergraduates for report readings at the end of term, and may also arrange other
meetings fromie to time.

Undergraduates will be tolthe name of their Personalibr at thebeginning of each
academic year, and advised of any subsequent chalfigesundergraduate ismsure who

their Personal Ttoris, they should consult th@ollege Office Students shouldeel free to

consult theiPersonalTutor aboutacademic matteyandto approachthemabout pastoral

or financial matters in the first instance. Undergraduates may also choose to approach any
Fellow or Lecturer in College in the relevambjectfor advice or to approach th8enior

Tutor or Academic Registrawith questions about academic and/or welfare provision in
College

In view of the demands of academic work and examinations, undergraduates are required
to obtain the permission dfi¢ir tutors before standing for election to become an officer of

the JCR or of a UniversitZlub or Society. Theynustalso consult theirtutors before
agreeing to a heavy commitment such as taking part in a stage production, or undertaking
paid employment both in term time and vacatiorither during or at the end of their
course, undergraduates applying for employment or seeking accommodation outside
College may be asked to give the names of refer&agone wishing to give the name of

the Pmcipal, a Collegeutor, lectureretg must firstobtain hat | npmeimissiodu al ' s

Supervisors and Advisors (for Graduate Students)

Each graduate reading for a higher degree or diploma is allocated a supervisor by the
relevant Faculty Board of théniversity when admitted. The supervisor may be a member
of any college.



14

1.5

Each graduate also has a senior member of the College as an Advisor. This is in addition
to the supervisor, who is appointed by the University and has direct responsibility for

monitor i ng academic progress. The Coll ege Advi

may also be another member of the Senior Common Room who is familiar with the subject
area. Advisors see the reports written by the supervisor each term.

College Advisors a&n act as the first port of call about personal or financial problems.
Graduates can, for example, discuss eligibility for acadeetated grants with the College
Advisor before submitting applications or requests to the Senior Tutor. In view of the
demanls of academic work and examinations, graduates are required to obtain the
permission of their College Advisor before standing for election to become an officer of
the MCR or of a University Club or Society. If the College Advisor is unavailable for a
period (for example, because they are on sabbatical Jethe2graduate should contact the
Senior Tutor or Academic Registrar.

Collectionsand Reports
“Col |l ect i ontKe two form®ORribroto dhe startof every term, most
undergraduates sit examinations in Cadlég consolidate their work, practice their exam
technique andllow tutors to monitor their progresSollections are held at 9.8t and
2.3Qpmon the Friday and Saturday @" Week and gowns must be worn. Whether or not
a collection has been schedijlall students musteturn to College byhoon on the
Thursday of & Week each term.

“Pri nci pal ‘arsthe®nedting betdtviergyaas for each undergraduate ahd
Principal, usually in addition to that undergraduatéutor These are formal meetings to
discuss and monitor academic progrdssie is allocated each Hilary Term fGraduate
Studentstor equ e st a Pr i nAt thetanke bf gheirCcollectiom avithihe n .
Principal students can make commeimtgonfidencey responding to thiavitation email
received from Gdhwen<Prdmhaulpd | b e Colf@btions ardtat P r i
any other formal interview with the Principalou canalsocontact anyf the tutors in your
subject, the Senior Tutor, or the Principal at any time if you have concerns or problems.

Undergraduates meet their Personal Tuegularly to discuss reports submitted on their
work by tutors.

Academic Awards

The College magward undergraduate scholarships and exhibitions to those who perform
very well in University examinations and/or in their College work and examinations. These
awards are made to reward academic excellence and to encourage students to work at the
highest ével.

Named College Prizes
Students do not apply for these prizes, but are nominated by their tutors

» The Hurry Prize (E400) To the most distinguished finalist. Recommendations are
considered by the Hurry Prize Committee, which meets in Michaelmas Term.

» The Alison Sheppard Prize for Mathematics (£350) For the third year
Mathematician with the highest First Class mark. The prize will be open to all joint
school s; t he pri ze wi || be assessed
achievements, including Statistibut not Computer Science or Philosophy

nc



* Elizabeth Francis Prize (86) To a student of French who has shown marked
improvement over the second year

* Hilary Haworth Prize (£100) To a student in $@condor penultimate year of a
Mathematics or Sciencesgtee

* The Mary Lunt Prize in Practical Biochemistryl(®)

* The Lois Vernon Prize (Part 1A) (E150) For the best performing St Hugh's Chemist
in the second year examination (with the stipulation that it must be a First Class
ranking equivalent)

* The Lois Verna Prize (Practical Work) (E150) For the Chemist scoring the highest
practical mark after Part IB

* The Joseph and Nancy Burton FPE Prize (E150) For the student who receives the
best Distinction in PPE Prelims

* The Joseph and Nancy Burton FHS Prize (£250)®istudent who receives the
best First in PPE Finals.

FHS Prizes

All undergraduates awarded a First in the Final Honour School receive a prize of £50 from
the College; some of these prizes are associated with a named donor.

Book Prizes

Tutors may nonmate a student for book prizes of £50 for truly excellent performance in
College Collections or vacation essays, etc. Recommendations are considered by Education
Committee.

Scholarships

Scholarships are automatically awarded to students who have ddtirst or Distinction

in the First Public Examination or in intermediate (Part | Final, etc) examinations.
Scholarships are worth £200 with several nights free vacation residence annually, and are
granted from the start of the academic year followimgekamination.

Exhibitions

Recommendations for exhibitions (worth £150 with several nights free vacation residence
annually) may be made by subject tutors in the cases of candidates who, following a year

of strong academi c-mp e orfFicstfomRistiecton in etleer FBrst* ne ar
Public or intermediate examinations, or who obtained a University Prize in a single paper

in such examinations. Recommendations are considered by Education Committee.

The College also administers a numbecahpetitions during the year:

The Avril Gilchrist Bruten Award for Creative Writing (£250)

Categories of writing included in the scope of the award include: poetry; short
prose fiction; drama; memoir and life writing; travel writiletails are advertesi
at the start of Hilary Term.

The Edith McMorran Verse Translation Prize (100 and £50)

Entries should be between 12 and 60 lines in length, and will be translations into
English of verse writing in French, German, ltalian, or Spanish. Submissions
should be made to the appropriate Modern Languages Fellow bye@k of
Hilary Term.

The Joseph and Nancy Burton Essay Prize (£250)
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The Prize is awarded on the basis of an essay, no longer than 10,000 words,
submitted by any un dodegegir atapic an tPlElosaphy, St Hu
Politics, or Economics. Essays should be submitted to the appropriate Tutorial

Fellow by 29 Week of Trinity Term.

The Anna Haxworth Prize (£60 pa)

The Prize is awarded for a musical performance of between 10 and dtesrom

any instrument or voice (excepting the organ) by frsy year undergraduate
student, providing, if need be, their own accompanist. The competition is usually
held in Trinity Term and the winner invited to give a recital shortly afterwards.

Vacaion Work

Tutors will set vacation work as part of the undergraduate degree course and this must take
priority over all other vacation activities.

Examinations

't i s each student’'s responsibility to ensutl
by the necessary deadlin&udents will receive an email from the University concerning

their examination entry, these should sadmittedpromptly, failureto do so before the

deadline will incur a feeNVhere a student has no exam options, their entry is automatic.

Graduation

During their final year, students will bevited by emailto bod their graduation. With a

few exceptions the ceremonies for undeegluatestake place in September at the
Shetonian Theatre, with celebratory event in College after the cerem®hgse who are

unable to attend the ceremony must decline their invitation and may apply to attend an
alternative ceremony, although theylwibt be prioritised for other dates. This can be done

via the College’s websit eGraduateb gntacghtrcausast i n g
will also be invited in their final year, argtaduate researdtudents receive an invitation

to book a cereony once tey have submitted their theses and been given leave to
supplicate.

Disciplinary Proceduresand University Regulations

Students are encouraged to talk to their tutors and supervisors, and/or to the Senior Tutor
if they find that they are experiencing academic difficulties. The College expects its
students to work at an appropriate level at all times and to put their acaderk first. In

rare cases, it may be necessary to invoke disciplinary procedures in order to ensure that
students are working effectively. The College is responsible for academic disciplinary
procedures for undergraduates, and has clear processes $etAmppendix B to the
Bylaws. These processes set out a system of warnings and probationary measures. In the
event that academic disciplinary procedures are required, undergraduates will be given the
opportunity to discuss the processes with their titogor with the Senior Tutor.

Undergraduates should familiarise themselves with the academic disciplinary procedures
before they begin their course, so as to ensure that they understand the level of work and
commitment that is expected of thedcopy oft he Col | eigentle Cdlgge a ws
website under the heading ‘Regulations and
www.sthughs.ox.ac.uk/discover/governanc@ll studentsmust famiiarise themselves
witht he contents. It is every student’

S resp


http://www.st-hughs.ox.ac.uk/discover/governance/

University ExaminatiorRegulationsiow online atvww.admin.ox.ac.uk/examregsndto
note in particularthdt no per son may be admitted to the S
he or she has passed, or been exempted from, the First Public Exantination

1.10 Plagiarism

Plagiarism is the use, without appropriate acknowledgemenheofvdrds or ideas of

another autor. The University has a policy on plagiarismtime Uni ver sity’ s
Handbook Wwww.ox.ac.uk/students/academic/studeandbook?wss|391 The
examination rules state that no candidate shall presehem®wn work any parbr the

substance of any part of another person's work. In any written work, passages quoted or
closely paraphrased from another person's work must be identified as quotations or
paraphrases, and the source of the quoted or paraphrased material musrlpe cle
acknowledged.

Students should also take care in their tutorial essays always to make sure thét quote
material is presented as suahd that it is appropriately referenced. The authorship of
material which is being paraphrased for the purposes okesmay must also be
acknowledged.

The College takes a serious view of plagiarism. While tutors recognise that it can take time

to learn how properly to present the ideas of other authors, it will not tolerate such practices

as the downloading and subm@sias a students own wor k o fnterees, says f
the purchase of essays from other students, the copying of essays or passages in essays
from other students or from books or journals, and so on.

Cases of such practices will be regarded at a mimiras norsubmission of work and are

l' i kely to | ead t o prAcadeane&tandayds Poli¢ged Appendixhe Col |
B to the Bylaw$. These may lead to a student being rusticated (suspended by a disciplinary

panel) or sent down (expelled).

In relation to the casefot her st yablabotatssé work amokg students will not

be treated as plagiarism or cheating, provided that its collaborative character is clearly
indicated on the piece of work submitted ar
work as the work of the studemhose name is on it.

1.11 Library Services

Access to the College Library

The Library isopen 24 hours a day andas theexclusiveuse of current students and staff

of St Hugh’s Coll ege. This means tdé&rat you
members of the publiato theLibrary.

External readers (anyone who is not a current student or member of stafiCuflldge)
may be admitted by appointment. External readers wishing to make a visit must email the
library at least a week in advanceatoange an appointment.

Contact details:

Librarian:Nora Khayinora.khayi@shughs.ox.ac.uk
Library office: library@sthughs.ox.ac.uk

Tel: 01865274938

Behaviour in the library and care of its resources
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You may bring drinks in sealed containers, such as a bottle or KeepCup, into the library
No other drinks or food may be brought into the librétgase keep your mobile phone on

silent mode, andtep outside the library if you need to make or receive a call. If you would

like to use headphones, please keep the volume low so that other readers are not disturbed.

When you have finished working in the library, clear your desk space and take your
personal belongings with you. Put books on the trolley to behedved, and if you have
borrowed any of the books, return them via the book return bin. Desk spaces may not be
reservedand any personal belongings left unattended will be removed.

Library books and resources are for the use of all College members. &teasemark
or deface any items.

Library alarm

If your actions cause the alarm to go off, you mmegtort immediately to the Library
Office; or, if the Office is closed, complete a formthe Alarm Trigger Log (blue folder)
which you can find just outside the Library Office. If you trigger the alarm and fail to report
it, you will be fined £50.

Using the self-service kiosk to borrow and return items

To borrow items, you will need your klversity card. You do not need your card to return
items. Follow the instructions on the screen. You may place multiple items in the kiosk
aperture simultaneously. If you are issued a new University card at any point in your
studies, please bring it the Library Office so that we can update your borrower record.

JCR and MCR members may borrow according to the following rules:

Item Maximum ro. of items | Loan period| Maximum ro. of renewals
Book |20 2 weeks 4
CD 20 2 weeks 4
DVD |3 3 days 0

Please note that vacations are not counted for loan periods, so if you borrow a book in 8th
Week, it will be due back it** Week of the following term.

Return your books via the seHervice kiosk and place them in the returrsirthe library
lobby. The best time to return your books is during the week, when the staff are there to
empty the bin frequently.

DVDs and CDs

The JCR/MCR's DVD collection is available for loan from @alegeLibrary. You can

find the DVD section in the lobbyOur collection also includes CDs that accompany
textbooks. CDsra also located in the lobbyo borrow DVDs or CI3, use the selissue

ki osk just as you would to borrow books.
the case using the unit on the lvalVhen you borrow a CD or DVD, the box will be locked

and show a red lock icon on the side. Once you have borrowed a DVD or CD using the
self-service kiosk, pass through the security gates and look for the unlocker unit on the
wall. Swipe the case thugh this unit, and check to see that the green unlocked icon is
displayed, showing that the case has been unlo&kedse return discs to the return bin in

the library lobby.

Terms and conditions for borrowing DVDs
When you borrow a DVD, you agree tosalove the following:

10



» Films may be borrowed on a shtetm basis by ragtered Library users for their
own individual private study and na@mommercial research.

* Films may be borrowed by registered Library users and shown to an audience of
University staffand students. Such a showing must be for educational, instructional
purposes only. No fee may be charged for the viewing.

* Films may not be shown to the general public.

* No copies of a film may be made in any format or media. Digital rights management
measues such as copy control mechanisms embedded in the media may not be
removed for any purpose.

Renewals and reservations/holds

Books may be renewed upftr times online (if the title has not had a reservation placed

on it by another reader).You may re@ew your books online via SOLO
(http://solo.bodleian.ox.ac.yk you can find instructions herbttp://bit.ly/Q1Tot2

I f al | copies of a b o ar&koutaon loa8,tyou hhaygplaceahol@o | | e g
(reservation) on that title. You can find instructions hbtta://bit.ly/NuFHHf

Overdue items

St Hugh's College Library does not fine you for returning items late. Howewaerjtém
becomes very overdue, it will be assumed lost and you will be charged the standard item
replacement fee (currently £35) for each item not returned. This allows the library to
purchase a replacement copy of the it&éhe library management systenset up to

email you with overdue notices for items you have on loan. These will be followed up by
email contact from thkbrary advising you to return your overdue items or be invoiced

for the standard item replacement fee (currently £35) for eachnidéneturned.

If you are able to return items after the invoice has been issued, a credit note for £30 will
be issued for each item, and you will still need to pay a £5 administrative charge per item.

Copyright

Reproducing information from bookurnals, or the internet is subject to copyright law.
Please bear this in mind when photocopying, printing, photographing or scanning such
information to ensure your use is legal. Information on keeping your copying legal is
displayed on a noticeboardxtéo the combinegrinter/scanner.

Use of computers in the library

Sevenreader PCs are available in the librdiye in the lobby,onein the Upper Reading

Room andnein the Law Library. You may send items to the library printer from any of
these omputersWiFi internet access is available in the library. You are welcome to use
your laptop in any part of the library except the Silent Reading Room on the uppélf floor.

you wish to plug your laptop in to the mains, you must do so in a way thahdblesve

the cable trailing across the floor, as this creates a trip hazard. Reader seats with sockets
can be found in the Fard Room, Science Reading RooEast Roomandthe Upper
Reading Room

You can find out more information about the Library iaur LibGuide:
http://ox.libguides.com/sthughs
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2.1

Section 2
Health and Welfare

The College takes the health and welfare of its members very seriandlyas recently
appointed a Wellbeing Coordinatdtlease do not hesitate to contact her, or@oNege
Officer, or your Personal Tutor/College Advisdryou have anyoncernsFurtherdetails
are to be founth the' StudentHealth and Welfare pagesvhichareposted orthe College
website.

Allstudentsar e advised to add the Col phepeél8d&sodge’ s

274900.

Medical Matters

Emergencies Emergency Services 999
College Lodge 01865 27800
College Doctors 01865 51552

Non-emergency healtadvice 111

The College Nurse and Wellbeing Coordinator, Mrs Sarah Dragonetti, is available every
weekday for noremergency medical care and advice (at no charge) in the Surgery on the
first floor of the Mary Gray Allen Building (MGA). Sarah can alsodoatacted by email
(sthughsnurse@nhs.nebr by telephone (01865 274945). Students should check the
College website for surgery hoursvatvw.sthughs.ox.ac.uk/currentstudents/welfare/

All students must register with aGeneral Practitioner (GPhiOxford, ideally with
Summertown Health Centre (the College Doctols)s particularly important that all
students register with a doctor at the start of their course, both for their health and
wellbeing, and to ensure that medical natescan be provided in the event that special
arrangements are required for examora or similar

Overseas students from countries that do not have reciprocal arrangements with the United
Kingdom for medical treatment are required to have medical insurance acceptable to the
College.Overseas students who are in the UK on a coursedatmonths or more are
eligible to register with the National Health Seryiaed should do so at the beginning of
their courself the course is shorténan 6 monthghen Medical Insurands necessary

The College Doctarare Dr Penny Mooreand Dr $Sobhan Beckerand students should
email the College Nurse to book a consultation: bookable surgeries are held in College on
Mondays (8.3@L0am) from % to 8" Week. Appointments can also be made to see the
College Doctors through Summertown Health Ce(it& Banbury Road, Oxford, OX2

7BS) by telephoned(865515552)www.summertownhealthcentre.co.uk

First Aid can be soughtrom the Porters in the College Lodge, wh&asic First Aid
equipment, for use in emergencies onhglsavailable

Thenearest Sexual Assault Referral Clirgen Bicester Pleasdelephoned800 970 9953
to alert the centre to your journey, then call the Lodge and ask for a taxi to be andered

‘“the Solace Fund’. The taxi i's paid for by

Students are encouraged to visit their home dentists for routine appointnf@nts.
emergency treatmenstudents have found it useful to cont&iudental at Broole
Universitywww.studental.co.uk
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2.2

Welfare

Where appropriate, students are encouraged to consultPdrsmnalTutors onwelfare
matters which may concern theifhey should also feel free to approach Avademic
Registrar or th&enior Tutor. Tie College and University also provide other facilities for
the support of student welfarsee below.

The College CounsellpMs Elizabeth Treasures available to students who may need to
discuss personal maitse in strict confidence.All queries, including requests for
appointments, should be sent by emaittoinsellor@shughs.ox.ac.ukThe University
Counselling Servicat 3 Worcester St, OX1 2BXnay be ontactedhrough its website

The Counselling Service and the College Counsellor provide their services to students free
of charge.

The College Nursand Wellbeing CoordinatpMrs Sarah Dragonetti, @sohappy to see
students to discuss nanedicalmatters.

The Chaplainthe Reveren®r Shaun Henson, is in College on most weekdays and Sunday
afternoons and evenings during full term. He is available to all students who wish to discuss
any matters of concern in confidencBlease contact him by emaghaun.henson@st
hughs.ox.ac.ubkr telephone: 01865 274955.

The Tutor forEquality, Dr David Taylor,may be consulted by any studentemualityor
general welfare matters. The Tutor téquality also arranges events to promote equality
and diversity Appointments may be arranged by ematlitorforequality@st
hughs.ox.ac.uk

The Coll ege’ s Har Bmaskhayirahd MO Petter Wleshalls can bd s
contacted in confidence:nora.khavi@dsthughs.ox.ac.uk and peter.marshall@st
hughs.ox.ac.uk

The Coll ege’ s Maagesmareavailakdetto help anddaise any student
contacted by the med{aommunications.manager@sighs.ox.ac.uk

Peer Supporters are students who have received training in listening skills. Contact details

for Peer Supporters can be fmbonline and in the Lodge. Room 17 in 80 Woodstock Road

has been designated for the use of the Peer Support@ediege has rooms available to

students for short staysemergencywe | f ar e grounds. Pl ease cont
team or the Accomodation team if you need to stay. Out of office hours keys can be

signed out at the Lodge. Students will be asked the reasons for stay.

The University also provides a rangesefvices to support student welfafdese include
the Counselling Service, Gability Advisory Service, Student Resolution Service, and the
Sexual Harassment and Violence Servidegpe sesvww.ox.ac.uk/students/welfarfer

full details). They provide free support and advice ipdedent of your college or
department.

The College Bylaws (Appendik: Confidentiality in Student Health and Welfare) set out

the circumstances in which information of a personal and private nature may need to be
disclosed. As is made clear there, anscldisure without consent from the individual
concerned would only be made in exceptional
basis, confined to the minimum practically necessary and only after due consultation with

the Principal or immediately coneead College Officers. Such an event is rare and
restricted to cases where there is very serious risk to one or more individuals.
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2.3

2.4

Harassment

The College has a zetolerance approach to all forms of harassment, bullying, or
victimisation.Harassment ian unacceptable form of behaviour, demeaning to the victim
and damaging to the environment of mutual respect and equality of opportunity which the
College is committed to maintaining. Unacceptable forms of behaviour may include

1 Offensive physical contacr verbal behavioyr

unwelcome sexual advancges

)l
1 unwelcome requests for sexual favqQurs
)l

hostile or offensive acts or expressions relating to peopkx, sexual orientation,

religion, race, or disability.

Our students and staff should feel able to remagnchallenge, and complain about
harassment and bullying witonfidence that their concerns will be treated with the utmost
seriousness and investigated fairly and promptly.

The College has two Harassment Officers who can offer confidential supdatieice to
anyone who feels subject to threatening or exploitative behaviour from another member or
these Harassment Officers are Nora Khayi
(nora.khayi@stughs.ox.ac.ukand Peter Marshalpéter.marshall@dgtughs.ox.ac.uk

employee of College. Currently,

Junior members who feel that they are being harassed by a member of the College may also
approach the Dean, Professor Rafael Perafad].peera@sthughs.ox.ac.uk

The College’s harassment policy can be foun
www.sthughs.ox.ac.uk/wjgontent/uploads/2019/02/Harassmewticy.pdf

The Col |I-sqga hasassaentpolicy can be found here:
www.sthughs.ox.ack/wp-content/uploads/2018/11/Sextkarrassmenpolicy.pdf

Disability

The University and College are committed to making arrangements to enable any student

with a disability

t o

participate as fully

Officer isthe Academic RegistralMliss Thea Crappethea.crapper@gtughs.ox.ac.uk
If students have anylifficulties regarding their Collegeoom the Accommodation
Manager will ensure that necessary adjustments are made.

T h e C o AdvisogaethesDisability Office iPauline Grahamwho can be contacted
by email: pauline.graham@admin.ox.ac;uk t h e Oisdbilitye Aghasorsor mental

health is Teena Bowege€na.bowes@admin.ox.ac)ukStudents withdisabilities or

specific needsncluding Specific Learning Difficultiegre urged to notify College as soon
as they are able of amjternativerequirements or provisions, with respecexaminations,
adapted rooms, rampsire evacuationsetc Detailed information for students with

disabilities is available on request.
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2.5

Undergraduate Suspension of Status

In exceptional circumstances, students may apply to suspend their studiegefar. a
Suspension is never an ideal option, but it exists to give students the best possible chance
of completing their degrees in the face afimes health or personal issues. Suspension is
different to rustication (involuntary suspension by a discipjimenel).

An undergraduate thinking that a year’'s s

matter with their Personal Tutor and with the Academic Registrar, before making a formal
request by email to the Academic Registrar. Students may betaskagply a supporting
medical statement.

If permission is granted, the student must arrange to leave College as soon as possible;
belongings may be placed in storage for collection at a later date if it is impractical to
remove them immediately.

Whilesus pended, a st ud emdccousnts,eamldniversity €ardwgllbe s
continued, as will their access to University Libraries and other University services,
including the Counsellingnd CareerServices. However, students who have suspended
are not permitted to use the College facilities or premigdeout express permission from

a College Officer. Khough students are encouraged to stay in touch with the College and
their tutors, they are not entitled to tuition.

A student granted permissido suspend before the end &t B/eek, will return to the
course at the beginning of that term in the following year. A student suspendingfter 3
Week will return at the beginning of the next term in the following year. In both cases, no
additional tition fees will be due, and students will only pay accommodation for the nights
they use.

Before returning from a suspension granted on health grounds, students must provide a
letter from their doctor or specialist confirming that they are well enougktton to
fulltime residence and study.

us

agn

TheUni versity’s website gives more informat:i

www.oX.ac.uk/students/academic/quidance/undergraduate/status
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3.1

3.2

Section 3
Decanal Matters

All members of College are expected to behave courteously and sensibly at all times.
Behaviour that threatens people or propestywhich makes it difficult to live and work
easily in Collegewill be treated very seriouslythe Deanwho has the power to impose

fines and other sanctiors,n f or ces t he Col | aandjisupgortedtbytheci pl i na
Assistant Dean and four Junior Deans. Thsciplinary Code forms Appendig to the
Col | ege’ s andBychna s found online www.sthughs.ox.ac.uk/wp

content/uploads/2014/12/Bylawspril-2014.pdf?c4a5ef Students must read the
Disciplinary Code so that they are aware of the standdrtdehaviour expected of them
when living in our community.

Noise

In particular, disturbing others by loud noise at any time of day is not allowed. The Porters,
Assistant Dan, and Junior Deans will intervene in the case of irresponsible or disruptive
behaviour. If you are being disturbed by noise or other disruption and cannot resolve the
issue yourself, you should phone the Lo@@E865 274900). Each night during term one

or two of the Assistant and Junior Deans are on,cagywell as the College Portei$hey

act with authority delegated to them by the Dean and have a responsibility for the safety
and security of students, fkeepingnoiseto a reasonable levdbr responding to incidents

and for recording details of incidents for report to the Dean. The Porters also act with
authority delegated by the Dean in some matters.

Smoking

Smoking( i ncl udi n gs fotbddemphy dagge’a)n y wher e wi t hin the
buildings including its balconiesAny undergraduate who contravenes this law, or who

allows others to do so, will be summoned to see the Dean and will be liable to a minimum

fine of £100 for a first offenceMor e gener al | vy, s mo kiillg at St
permittedonly in the areas marked in red on the noaprleaf Smokers are requested to

remain two meters away from any buildings in order to prevent smoke drifting in through

open windows.

On Bop nightonly, smoking will also be permitted on tA€R decking area (marked in

green on the map). Smokers here are asked to remamétvesaway from the Wolfson

Building to prevent smoke drifting into bedroom windows. Smolkéngver be permitted

in the *Wolfson arch’, even on Bop nights.

The desigated smoking areas will be equipped with suitable receptacles for cigarette butts,
which must not be left on the ground. A covered smoking area can be found in the MGA
car park and it is not the College’s intent

Any breach of this smoking policy will be addressed by the Decanal Team.
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Visitors

Visitors are allowed in Collegeetween 8am andaih on all days of the weelStudents

may have overnight guests in their rooms at weekends (Friday and Saturday Higbts).

wish to have an overnight guest in your room on another night or you will not be there
yourself, you must apply in advance to the Dean for permisdibeneer a guest stays in
College, his or her host shouddi gn t he guest’s name i n a
midnight, for reasons of personal safety and security. A member of the College must
accompany visitors after midnight.

Parties Events and SocietyMeetings

Permission from the Deaand the Domestic Burs# required for all parties with more
than 10 people present held in College, including the gardens. In order to avoid trouble with
gatecrashers, the guests should personallyinvited by written (paper or email)
invitations. Those who wish to entertain in a College house shouldfitain permission
from any residentutor. Student event end times will be determined by the Dearglbut
parties must end by 11.45pm. Students wishingse College rooms or space, including
the JCRfor undergraduates, the MCR for graduates Wordsworth Roomor College
Bar, should first book the room with th€onference and EvenfBeam then obtain
permission from the Deaand the Domestic Bursgiand the Bar Manager, where
applicable) Application forms for this purpose can be found online at www.st
hughs.ox.ac.uk/currentstudents/facilities/stuemmntapplicationform/.Forms will only

be considered if submitteat least two weeks in advance of the proposed eveBbme
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3.5

events require a longer period of consultation and permission. Events requiring catering or
College staff to be in attendance should be submattézhst one month in advance.

Extra cleaning and any damage wi# loharged. To avoid disturbance during working
times, permission is normally given for evening parties on Friday and Saturday nights only.
Permission will not be granted for parties or events during the pafrfoain Sunday at the

end of Week 3 of Trinityferm untilall University examinations are complefenown as
the ‘“Entz. Ban’ peri od)

No Society or Club meeting will be permitted which might contravene section I (n) of the

Di sciplinary Code, which states tedklassly j uni o
engageif.Jconduct which is detri ment al to the
not permitted to use the college facilities, property, name or address for financial gain.
Students wishing to book society or club eventstcompletea room booking form.

Gardens and Grounds

See Appendix to College Bylawgor regulations relating to use of premises and grounds.

Note in particular that student cars may not be driven or parked anywhere in the
College grounds except with the written permission of the Deaor,at the beginning and
end of each term fdhe purpose of delivering aedllecting belongings in accordance with
directiors made and restricti@imposed by the College Porters.

Bicycles may not be brought into College grounds beyond the bike racks positioned at
each entrance. Bicycles should be left only in the bike racks; bicycles left elsewhere will
be removedYou will be required to register your bike prior to bringing it to College, please
see section 7.1for further information.

The use obkateboards, scooters, rolldades or rollesskates islsoprohibited.

The MCR larbecuecan be booked for private use. Where more than 10 peopie e
attendance, permission is required from the Dearsankbarbecus are also covered by
the entertainment ban during exams in Trinity Term. The person organisibgrbezues
will be responsible for cleaning up at the end of the event. Poliafilecuesire strictly
prohibited and only those provided bpliege may be used.

The CollegeSports Ground on the Woodstock Roadak cricket and football pitches,
cricket nets, space for netball, two clay tennis courts and one grass tennis court. The ground
is shared with Keble College, anddkings can be madarough the Groundskeepevr

Adrian Roche07817 86384,1ladrian.roche@keble.ox.ac.uk

The College has Boathouse, shared with a number of otheslleges on the river below
Christ Church Meadow; it shalilbe noted that no student member shall participate in
rowing on the riverexcept in a single sculbetween the hours of 8.30am and 1pm from
Monday to Friday inclusive during Full Term without the prior permission of the Proctors.

In Trinity Term studets may take oupunts from the Cherwell Boathouse on Bardwell
Road JCR punts may be booked on a calemdane Lodge, who also issue authorisation
slips. The MCR operate a system of reimbursement on presentation of a receipt.
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4.1

Section 4
Domestic Matters

Catering

Dining Hall
Term-time Meal Times
MondayFriday Breakfast 8-10am
Weekend Brunch 10.30am-1.30pm
MondayFriday Lunch 12.361.30pm
Monday-Friday Dinner 6-7.15pm
Formal Hall (doors open) 7pm

Any changes to these times are noted on the weekly menu which is put on the notice board
outside theéDining Hall, on the college website at
www.sthughs.ox.ac.uk/currenstudents/fpadd on he JCR/MCR web pages.

There is no dress codexcept at Formal Halbut student@are remindedhat it is not
appropriate to attend meals in sleep attire thatfor health and safety reasons they should
wear shoes whemot in their study bedroosn

One evening a week dinner is formal and must be booked in advance, tickets are available
online. On that eveningtudentswvait for Senior Members to come in to High Table and
stand for Grace Dress code is smart and molygones are prohibitedEnquiries about

tickets and diets should be addressed to the Catering Manager, Mr Andrew Sheridan, at
andrew.sheridan@siughs.ox.ac.uk

Meal s are bought usi ngie mohree y° ccarsehd ietsesd ctaa da
University Card, which will be swiped at the Hall till. An initial amount of £10 is added to

the fresher’”s card i n théstderit.iSubsdquegt®paupscarwhi c h
be made on line usingww.upay.comand if you experience problems withis you can

contact the IT or Finance Office for help. Any monies unused at the end of your studies

will be returned when you cancel your UPAY account.

Elizabeth Wordsworth Tea Room

The Wordsworth Team Room in the Dickson Poon Building is open each weekday during
Term (0"-9" Weeks inclusive) from 9.30am until 4.30pm, serving breakfast items, lunches
and cakesThe Tea Room is cashless, and your University or bank card can b&used
purchase items.

Guests

Guests may be entertained to all meals in Hall walyment made as described above
However if you plan to bring moréhanone guesto Hall, you mustet the Hall team know
in advance so they can cater accordingly.

Special diets and food allergies

At St Hugh’s we aim to take reasonabl e step:
catering for all student&ll those requiring special diets must register at the start of each

term withthe Domestic Bursaand Catering ManageiThose requiring special diets for

medical reasonshsuld bring a doctor's letteWe are grateful for any additional

information and advice that can be given with regard to the provision of special diets.
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4.2

Vacation Meals

Catering time®ften differ out of term time and meafsay not be availablg an event is
taking place in College. You will be advised of any changes by email. Dvacggionsit

is particularly important that you let Hall know in advance of any guests you are planning
to bring, so that they can cater accordingly.

Cutlery
China, glassand cutlery must not be taken from the Dining Hall.

Accommodation General

Guests Staying in College

NoteT guests are unlikely to be permitted while coronavirus restrictions are in place.
Arrangements should first be made with the Accommodation Manager. The charge for the
guestroom is Z3.42+VAT per night, i.e. 28.10(B&B basis) for 2@0/21. If you wish to

have an overnight guest in your room on a Friday or Saturday night and you will be there
yourself, you must inform the Lodge. If you wish to have an overnight guest in your room
on another night or you will not be there yseif, you must apply in advance to the Dean

for permission (see Decanal Matters, ayment must be made at time of booking.

Rooms and Kitchens

Students should aim to keep rooms in the condition in which they find them on arrival.
They must not damage the walls or doors by using drawing pins, sellotape or blutack.
Should any damage occur and in the opinion of the College the walls of the rodra requ
painting, the undergraduate will be charged accordingly. Room inventories should be
completed and returned to the Accommodation Office by Mond&i\Week of each term
nonreturns will be taken to indicate acceptance of the invenfary items idetified for
repair must be reported via the College’s
(see ' Repairs’ bel ow) .

All rooms and kitchens must be kept clean and fi@lyce students have finished cooking
and eating they should wash and dry thkina, cutlery and cooking utensils and put them
away in the cupboard provided as this will help keep the kitchen hygienically clean for the
next userAll washing up should be done in the kitchens alidaundry in theallocated
laundry rooms Students ray bechargedon a cost reimbursement basighe event of a
drain becoming blocked as a result of misuse. The cooking offieddoiling of watem

study bedrooms is prohibited and this includes the udeetties, cookerstoasters and
microwaveslnstruction manuals for cooking equipment can be found at the Lodge.

Obstructing corridorand stairswith personal possessions including washing is strictly
against health and safety protocol. Similarly, emergency exits must be kepatchdhr

times Fire extinguishers are only to be used in emergencies, and must not be used to keep
doors open.

Repairs

Al |l repair requests shoul dalibkdothe®Maintenamcei n g
Requestform can be found at the very bottom of every palge repairs or alterations
may be carried out by students.

Students are asked to report immediately any accidents to furniture or soft
furnishings. Stains can often be completely removed if treated immediately and breakages
repaired more efficiently if repairs are carried out immediatBlgpairs and replacement
attributable to unfair wear and tear to a room and/or its contents may be charged to the
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0 C C up ant Fuwnitueadarpetsiand curtains must not be removed from any room
without permission from thdccommodation ManagefStudents are asked not tary
additional substantial pieces of furniture including double beds to their accommodation
without asking prior permission.

Housekeeping Requests

All requests shouldbe matdeh r ough t he onl i nfeor mfa, nteelneamntcien
‘Housekopiepi ng’

Lights

Students are asked to turn off unnecessary lightte bulbs supplied at ¢hbeginning of
Michaelmas Termlisould not bechanged If a replacement bulb is requireimaintenance
request fornshould besubmitted via the College websitevw.sthughs.ox.ac.uk

Pets

Studentsare not allowed to keep pets or animals of any kind in thems or any College
buildings including fish and fish tanks.

Lost Property
Lost property should be handed amd reclaimed froptheP o r tLedges ’

Changes of Accommodation

Any student proposing to change or swap accommodatiarst write to the
Accommodation Manager for permission in advance. Further:

* Whenever possible changes should be at the beginnirdasf term.
* Permission must be granteso weeks prioto any move.
» Changes in and out of Colleggtudentyacating a room in College for any reason,
except withdrawal from the University during the year, will normally be required
to pay the College Maintenance Charge for the remainder of thBiggraze to
occupyperiod or until the vacated room is-oecuped. Applicationsto live out
must be made in the normal way, with the
* No student may change his or her accommodation except through the above
mentioned procedures and charges will NOT be adjusted for unauthorised changes.
Room changes ampermitted entirely at the discretion of the College.

Living Out

Students are required to give their living out address to the College Office
(college.office@shughs.ox.ac.uk).

Accommodatiori Undergraduates

Accommodation for Undergraduate studestsharged at fixed cost of £1,82 per term
or £4356 per year for the 28/21 year, this will be invoiced termly.

Accommodation in the College is covered by the Universities UK Code of Practice for the
Management of Student Housinthe following shouldbe read in conjunction with the
section Domestic Services (Undergraduates) Code of Practice.

College has adopted a policy of offering all undergraduates accommodation in College for

all years of their coursdJndergraduates mdoallot for their choice froomfor thesecond,
third andfourth years living in College.Undergraduates wishing to live out in any year
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must consult theitutor each year and apply to tBenior Tutoron a form obtained from
the Accommodation ManagerApplications to live out mst be received by the end d¢f 6
week in Hilary Term.Permission will not necessarily be given.

All first year undergraduates, including mature students or those with Senior Status, will

have a room in one of the College buildings amposit of £250nust be paidwhich is
refunded at the end of a st udbenetafealimtelur se a
number of rooms with pianos and priority for these rooms will be given to undergraduates
reading Music.

Queries about accommodation shoubd raised in the first instance with the
Accommodation ManageiJndergraduates seeking welfare or financial advice related in
particular to their accommodation should feel free to approachAdoemmodation

Managef or any ot her me falkestaffapdpprdpiee Col | ege’ s v

Undergraduates are required to give notice by the end dhitfteweek in term if they

intend to withdraw during or at the end of term. Failure to provide such notice will render
undergraduates liable for payment of tBellege Maintenance Charge for the term
following withdrawal University and College feesan sometimes beeimbursed if an
undergraduate leaves during the course of a year. Undergraduates vacating a room in
College for any reason, except withdrawal fréva University (see above) during the year,
maybe required to pay the College Maintenance Charge for the remainder of the year, or
until the vacated room is+@ccupied.

Accommodatiori Graduates

Graduate Accommodation in College

Graduateaccommodation is provideid the newlybuilt Dickson Poon Buildingwhere
rooms are ensuit@gnd in some of th¥ictorian houses situated around the Collegg site
whoseroomsare of varying sizes andnhilst a small number have their own showers and
toilets, most rooms share bathroom facilities with the other residents living in their area of
each houseAll kitchen facilities are shared. Rooms all have computer connediwhs

wifi, and each room contains a bed, bedside unit, wardrobe, chest ofgjceskr desk

lamp, desk chajrand book shelves. Collegees noprovide beddinglfeyond a mattress

and mattress protecjoand you will need to provide your owduvet, pillows,sheets,
pillowcases and towels. Bedding packs consisting of sheet, duvet,adweet pillow and
pillowcase can be purchased from College, for further details please contact the
Accommodation ManagerYou will also need to provide kitchen utensils, crockery and
cutlery, although you are advised not to buy the last three itemsaiftetil you arrive
because graduates generally pool their resources and when they complete their course they
very often leave these items behind for the use of future graduates.

The rent bands have been agreed with the MCR Committee and mainly represezre th
of the room, although standard of décor, numbers sharing facédittiekave been taken
into account. The monthly rent bands foP@A@1 are invoiced on days of the month, as a
guide the average amoumte as follows

Band 1 £524 Band 5 £600
Band 2 £555 Band 6 £619
Band 3 £569 Band 7 £652
Band 4 £582 Studio £756
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This information is provided to give a general view of the accommodataitable to
graduates it has no connection with actual accommodation altmees.

Terms and Conditions Relating to College Graduate Accommodation

* Graduate accommodation will be | et on t
occupancy (all commencing 2 Beptember 200). You will be able to make it clear
on the contract which option you would like to take up.

* Adeposit (equivalent to oreverageamnont h' s rent) i s due to s
will be held until you vacate your room; this, together with firet month's rent,
must be paid before occupancy. Rents will be charged per calendar month. This
deposit will be refunded when you leave College accommodation and subject to
your room inspection.

* Subsequent monthly rental payments are expected to bebyatieect debit and
will be taken on7™" of each month. If payment is returned unpaid chang@gbe
chargedn line with the Consumer Credit Act 1974. International students paying
with currency other than GBP may opt to pay via TransferMate each toctbid
bank transfer charges, further informatdi
the College website.

* Noremission of rent is offered in respect of periods of absence but graduate students
undertaking research trips/visits away from Oxford/rapply for assistance to the
Student Support Committee which may take rental commitments into account in
determining any award made. Queries should be addressed to the College
Accountant.

» Students should inform the Lodge if they are to be away from @eofier longer
than two nights.

* Arrears in paymentsnay attract interest at bankaserate plus 3%. Persistent
offenders will be reported to the Deand College Accountant.

* Rooms (excluding the College’s studio) a
besublet except by special arrangement with the Accommodation Manager.

* The rent includes the use of hot water, lighting, cooking facilities, and cleaning of
associated batboms and kitchens

* Bedding is not provided, though students may purchase a £2mggadadk

» Graduate tenants are responsible for maintaining the room and its contents in good
order. Any loss, breakage or damage will be charged for and should be reported
immediately to the Accommodation Manager.

» Graduate tenants are responsible for keepommon parts clear of belongings and
for maintaining a reasonable standard of tidiness in common parts (washing
crockery etc).

* No animals may be kept in any of the accommodation provided for the MCR.

* The College retains the right to inspect graduate ranoadation and to refuse
accommodation or give due notice if these terms and conditions are not adhered to.

Graduate Accommodation Procedure

In order to give all graduates a better idea of what accommodation the College may be able
to offer in each sucessive year the followig procedure has been adopted:

Existing Graduates:

e 15t Week Hilary Term — An application form requesting information relating to
accommodation requirements for the following year will be $gnemailto all
current graduates by tecommodation Manager

« 3 Week Hilary Term — Completed forms should be returned by the end@f
Weekto theAccommodation Manager
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« 4t Week Hilary Term — Acknowledgements that forms have been received will be
sent out athe end of # Week

« 7% Week Hilary Term — All those graduates who have sent in completed
application forms will be informed as to whether they have been allocated
accommodationor a place on the waiting list for accommodation for ¢being
year.

e 1tWeek Trinity Term —To confirm thé& accommodatiothoseexisting graduates
who have been allocated accommodation must have paid a deposit, equivalent to
one month’'s rent f olfWeekireTrinity Term,camad,signedy t h e
theirlicence to occupy

Notes:

There will beacertain number of placedthin graduate accommodation allocation reserved
for existing graduates. This numheitl includeup totennontransferable places for MCR
Committee officeholders

Existing graduate scholars should complete the accommodatioestefgrms and if their
scholarship continues to be current in the following year then their accommodation is i.)
guaranteed and ii.) does not come from the twéingy places referred to in A above.
However, they will have to payrafundabledeposit andign alicence to occupiy the end

of 1s*Weekin Trinity Term.

College Accommodation is only confirmed once the deposditsignedicence to occupy
has been received. The deposit is refundable at the end of the periolicafitbe to occupy.

Vacation Arrangements

Vacation Residence — Undergraduates

College does not undertake to offer accommodation to undergraduates during vacations
students are only permitted to remain in College over a vacation by permission of the
College. Permission is usually grantechlp where the student demonstrates specific
academic reasons to justify their continued stay in College. In general, it is felt that students
perform better during term time where they have had a complete break from Catidge,

so the expectation is that the majority of students willrrehome for every vacation. To
reconcile the needs of conference activities, which are vitally important to the finances of
the College, it may be necessary to move any undergraduatesdenopes during the
vacation to rooms other than those tm@ymally occupy This includes Extended Term
studentsThe rules around vacation residence may be found in a separate policy. If granted,
the cost per night is23.42 College does not guaranteenteime rooms during the vacation
residence period.

Grants for Vacation Residence, Reading, Equipment, Examinations, and Travel

The College’s website |ists the tbsuppdri ng f
vacation residencenay be applied for during each term preceding the vacation when
residence is requiredbut will only be granted in cases of genuine academic and financial
need.

Vacation Storage Arrangements

College has a very limited amount of storage space avaitaldet u d leelorigiags during

the vacations.Storage is limited to an average of two itgpes student (five for overseas
students) Acceptable items for storage are trunks, suitcases or strong cardboard
boxes. College cannot store or take respongiilfor money, jewellery, musical
instruments, clocks, watches, photographic equipment, televisions, computers, works of art,
or any kitchen equipmenstudents who have permission for a personal fridge may request
that College stores the fridgeubject ® storage capacityA £30deposit will be charged for
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storing fridges. This will be returned when the fridge is collected. The fridge must be empty
and clean when put into storag&dditionally, food, beveragesflammable or corrosive
materials cannot ba&ccepted.

Additional Facilities

The following are available:

Facility Location

Computing facilities Rachel Trickett Building anthe Library

Music practicerooms The Eloise Susanna Gale Music Room Main
see below Building

The Band RoonmBasemenof Main Building
The Musi c Room, Princi

Freezers Provided inmostkitchens

Washingmachines and tumble dryers Basements of Kenyon and Maplethorpe Buildin
Ground floor at 13 Canterbury and 87 Banbury R

Refrigeratorskettles toasterscookers and/o| All kitchens
microwave ovens

Iron and ironing boards Provided in laundry rooms

Vending machines The Butteryand Dining Hall

Telephone call box Ground floor Rachel Trickett Building

Squash courts (Wolfson College) Bookingthough St Hugh’' s Co

Key to the coquet sets College Lodge

Televisionand Sky JCRand MCR Common Rooms

Newspapers JCR- College Bar & Buttery

Crockery, cutlery, glasses for special even| Apply tothe Domestic Bursar

College stationery Apply to theJCR Treasurer

JCR Photocopie& Printer Library, JCR IT Room ground floor Maplethorp
Building

Insurance Coverage All bedrooms speak to the Accommodation Offioe
information avail abl e

Gym Rachel TricketBuilding

Music Practice Rooms

The College has several rooms available for students togeratkie largest of these is the
Main Buildingbasement practice room, reached by the externalistédpskitchen carpark

The key, and the key for the Eloiseasanna Gale Music Room near the Mordan Hall, is
available from the Lodge. When the Chapel is not in use for services or private prayer,
students may use the space for psaui

Instruments
The College owns several instruments for student use:

Instrument Clavinova
Location The Band RoomBasemenPractice Room- externalkitchen carparlsteps
Access for All students
Key from The Lodge
Instrument Grand piano
Location Mordan Hallpartition
Those with Grade 8 Piano, whose names have been verified by the Presider
Access for . . :
Music Society to thé\ccommodation Manager
Arrangementanbe made with the Conference Office for the piano to be brg
Key from . i
out into the main hall and unlocked
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4.7

4.8

Instrument Schimmel upright piano

Location TheEloise Susanna Gale Music Room

Access for All students

Key from The Lodge

Instrument Yamaha Clavinova

Location Chapel

Access for All students

Key from Students are asked to be considerate of @hapel users

Instrument Tamburini Organ

Location Chapel

Access for Organists granted express permission by the Chaplain

Key from The Chaplain or Chapel Music Tutor

Instrument Bluthner grand piano

Location Principal’'s Music Room

Access for Students of a serious disposition unable to find time in the main practice roon|
Key from The Lodge, by prior arBRAangement wi
Instrument Harpsichord

Location Principal’'s Music Room

Access for Students of a serious disposition

Key from The Lodge, by prior arRBAangement wi

Graduate Centre

The Middle Common Room is located in the Graduate Centre, 87 Banbury Road, which is
alarge house on the College site, not far from the Dickson Poon Buil@ingre is easy
access to University departments, and &ddocal shops.

The Centre contains common rooms, a kitchen, a television room, and laundry
facilities. There is a seminar/computer room withlateboard, projector screen, computers
and printes.

The Television Room is provided with a video, SkyTV, daily papers and magazines for the
use of all members of the MCR, resident and-remident. The Common Room has a stereo
for the use of members until 11pm (midnight at weekends).

Information abott MCR activities, University appointments, examinations, job offers,
events, and other matters of general interest is posted @rdldeate Mailing list and the
MCR-run blog Incoming mail is placed is t u d gigednisoles which are situated in the
Lodge.

The Common Room may be reserved by members for teaching or for parties, which must
end by 11pm on weeknights and midnight on Fridays and Satur@ihgsComputer Room
also has a booking sheet for reservations.

Register to Vote

To have you say in an election or referendum in the UK, you must be registered to vote.
Register to vote online atww.gov.uk/reqgisteto-vote which only takes a few minutes.
Alternatively, you can regist to vote by post, downloading the voter registration forms
from the gov.uk website. Further information, including how to update your name, address
or other details on the electoral register can also be found on the website.

26


http://www.gov.uk/register-to-vote

27



Section 5
Financial Matters

All students

5.1

5.2

Finance Office

The Finance Office can be found at the end of the Admin Corridor in Main Building, and
can be contacted with questions with regard to any of the below. You will be emailed in
relation to your finances and any actions you may need to take and all commonsifratn

the Finance Office should be treated as urgent. You will not be sent marketing material from
the Finance Office.

Confidentiality and consent

Your financial information is confidential and will not be shared with any party outside of
the oganisation without first obtaining your consent. As the account holder, the Finance
Office will not discuss your account with anyone but you. Should ysh ¥he Finance
Office staff to discuss your account, or an item on your account with a nominated pers
(for example a parent) consent needs to be provided in adwatiicthe name and email
address of the nominated person/persons and an agreed pasBlease contact
finance.office@shughs.ox.acki should you wish to give such consent.

Undergraduates

5.3

Undergraduate Fees and Charges

Course Fees

Course fees are payable annually in advahhbesefees are payable by all undergraduate
students and differ depending on coursefaadgtatugHome/EU or Overseaspll students
complete a Financial Declaratighiswill give more information about thelevant course
fees

Maintenance Charges (Accommodation)

The cost of accommodation is 886 per annum, payable either as a single paymeint o
termly instalments of £15%; it covers accommodation from Sunday B\eek until 10am
on Saturday of '8 Week. Maintenance Charges must be paid, or a direct mieisitbe in
place, before a studentalowed access to their room

Freshers’ Advance Charges (mandatory)

In addition tocoursefees and maintenance charges, new undergraduates will be invoiced
for a number of other mandatory charges relating to their college accommodation and
studentmembership. These are listed below:

Room depositE250refunded on completion of course via direct debit details)
Library deposit (E50efunded on completion of course via direct debit details)
Cashless card starter balance (£10-redandable, for use in the Dining Hall)
JCR membership (E3847 this ispassed onto the JCR)

Freshers’ Advance Charges (optional)
Using the online Freshers’ Finance For m,
optional charges be added to their invoice. These optional charges are listed below:

* Additional cashless cardgp-up (variable)
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5.4

5.6

» Purchase of bedding pack (£25)

e Any other i1items you have requested us

Payment of Undergraduat€ourseFees

An invoice will be raised and sent to you by email before the start of term. This must be
paid bebre the end ofslweek unless you have a student lddayment details are included
on the invoice.

If you are expecting a student loglease send your loan confirmation as evidence to
finance.office@shughs.ox.ac.uk

Home students

Home stidents with UK bank accountsust complete the Direct Debit bank instruction
form found on the College website and return it to the Finance Qfétare arrival in
College The Direct Debit will be taken from your accoanthe end of t Week.

Overseas/EU students

International students with UK bank accounts will be required to set up a Direct Debit
Payment will be taken from your acauuat the end of1Week

International students who do not have a UK bank account mushgiase arrivain
CollegeusingeitherTransferMate, a free of charge service with competitive exchange rates,
or by bank transfePlease note that international bank transfers are subject to bank charges
of up to £12 at the receiving bank, and TransferMate is therdfie preferable method of
payment for students without a UK bank account.

Further information can be found at: WWW.St
hughs.ox.ac.uk/currentstudents/financddmapaymentscollege!/

5.5 Payment of Maintenance and Mandatory Charges

Payment of accommodation and mandatory charges must be paid before arrival or via direct
debit at the end ofs1Week. If you have a student loan to pay your accommodation you
must have a direct debit in place.

Payment of Battels

During your time at College you may incur additional charges such as:

* The cost of replacinpstkeys and spare access cards (& #2r lost key, c.£1for
lost spare key card). There is no charge for temporary use of spares.
Charges for late library books (£35, reduced to £5 if returned)

Vacation residence charges forpaad posterm residence (£242per night)
Guestaccommodation fees (B212+VAT per night)

Printing (charged at the end of each term)

Essay binding (Library £4 per document)

These charges are known as Battels, and they will be invoiced by email on a weekly basis.
Payment is made by Direct Debit,in place,andwill be taken from your account 14 days
after the date of the invoice. Paymentidank transfemust also be made 14 days after the
date of the invoiceDue to COVID-19we are not taking payment in person and the College
site remain cddess

29


http://www.st-hughs.ox.ac.uk/currentstudents/finance/making-payments-college/
http://www.st-hughs.ox.ac.uk/currentstudents/finance/making-payments-college/

5.7 Arrears

Arrears outstanding at the end of i8N eekof termmayincur surcharges in line with the
Consumer Credit Act 197&tudents with fee payments outstanding after Friday @idek
may be liable for suspension from access to the premises and facilities of the College and
University.

5.8 Financial Assistance, Vacation Grants, and Bursaries

Both the College and the University have funds from which grants or loans may be made to
studens who are experiencingnforeseerfinancial difficulties, for example because of a

serious change in family circumstancérmally undergraduates would first discuss such
problems with their Personal TutoApplications should be made on the College siteb

Further advice can be obtained from the College Accountant, or the Bursar, and there is
extensive i nformati on avail abl ewww.etn t he
hughs.ox.ac.uk/currentstudents/finance/finaradlicefor-students

Separately, a limited amount of money is available for vacation courses and required reading
in Oxford. The College has some additional funds available to contribute towards expens
incurred by travel in connection with a course or other vacation studies. Please see the
finance pages of the College website for more information.

All students entitled to full or partial fee remission will receive an Oxford Bursary. Details
of this and other assistance available from the University may be found online:
www.ox.ac.uk/admissions/undergraduate/feedfunding

Graduates
5.9 Graduate Fees and Charges

Course fees

Course fees are payable annually in advance by all graduate students. All students complete
a Financial Declaration which gives more information aboutcthesefees relevant to

them. Confirmation of funding from other sources should be sent to finafice@fst
hughs.ox.ac.uk

Rent

Graduate rents will be charged per calendar month at the appropriate rate for the band of
the room. The equivalent of one month's rent wilpb&l by way of a refundable deposit,

plus the first month's rent before occupan€iie refundable deposit will be returned at the

end of your tenancy.

5.10 Payment of Graduate Fees and Charges
An invoice will be raised and sent to you by email before the start of term. This must be
paidbefore arrivalPayment details are included thre invoice.
If you are expecting a student loan or another funding body to pay your fees, you must send
documents as evidentefinance.office@shughs.ox.ac.uk

Monthly rental payments will be collected by Direct Debit on or aroundtthaf the month,
and a Direct Debit mandate will be issued with the licence to occupy.

Home students
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5.1

5.12

5.13

Home students with UK bank accoumtsist complete the Direct Debit bank instruction
form found on the College website and return it to the Finance Qfééare arrival in
College The Direct Debit will be taken from your accoanthe end of $t Week.

Overseas/EU students

International students with UK bank accounts will be required to set up a Direct Debit
Payment will be taken from your acauuatthe end of I Week

International students who do not have a UK bank account musbgiase arrival in
CollegeusingeitherTransferMate, a free of charge service with competitive exchange rates,
or by bank transfePlease note that internatiortenk transfers are subject to bank charges

of up to £12 at the receiving bank, and TransferMate is therefore the preferable method of
payment for students without a UK bank account.

Further information can be found at: Www.st
hughs.ox.ac.uk/currentstudents/finance/malgagmentscollege!/

Grants

Research Council grants are paid quarterly; other publicly funded Maintenance Grants are
paidtermly.Algr ant s are paid dir ec tGlaguatesmayappt ude n
for research travel grants from the Barbinder Watson Fund (between £150 and £500), and

to the Travel Grant Fund. All students are also expected to explore external sources of
funding.

Financial Assistance and Hardship Funds

All students are required, before admission, to satisfy the College that they have adequate
financial resources. Limited financial help may be available in casemfofeseeable
difficulty, and the Collegéccountant should be consulted in the first instance. The College
cannot in general support graduate students whose grants have expired but who have not
completed their studies. The College may be prepared to offer loans, exceptionally, to
students in thdirst year after the fepaying period of their course, (for example, fourth

year DPhil students in the process of completing their theses). However, it is College policy
not to consider requests for assistance after the end of that year. Applicatiolustsho

made via the College website. Further advice can be obtained from the College Accountant,
or the Bursar.

MCR Subscriptions

All MCR members in residence beyond the standard period of fee liability should pay MCR
subscriptions direct to the MCReasurer.
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Section 6
The Chapel & Prayer Room

The Chapel is on the first floor of the Main Building at the head of demtralstaiccase
and is open day and night to provide space for quiet reflection and prayer

Services are held during term every Sunday at 6.15pm. The usual service is Eviensong,
thetraditional Book of Common Prayer (1662) version. There are also Anglican and Roman
Catholic Masseseveral timegper term Although most services are Anglican (@bh of
England) in form, they are completely ecumenical in character. Members of College of all
denominations and viewpoints, or reigious viewsat all, are warmly welcome and invited

to take part. Guestsom othercollegesandthe public are also nsbwelcome. Each service

is followed by sherry or juice and then a Chapel Supper in the College Dining Hall, which
is free to all in attendance.

On occasion other special services are held in Chapel during term, which are advertised
widely throughout Cdége. The Chapel also offers Baptisms, Confirmation preparation, and
Weddings to College members.

The Chapel sponsors various discussion groups, concerts, and other entertainment activities
throughout the academic year, which are advertised in Chapehadaollege notice boards.

A Chapel card is published every term giving full details of all services and other activities,
and is distributed to all members of College.

In addition tothe Chapel, we have a dedicatktllti-faith Prayer and Quiet Room for

College members of any religious viewpoint or none who desire a separate space for private
prayer, meditation, or contemplation. The room is located in the Wolfson Building at the
foot of Staircase 3, and is w4l and ventilated by large windowdt containsa storage
cabinet where items such as prayer mats, images, or literature can be stored for personal
use. The room is accessible day and night by activateddeelycardscan be activated in

thelT Office. Guidelines for sharing the space dearly displayed.

St Hugh’s College Chapel Choir is an important part of Colledéde, andis integral to

Chapel worship. The Choir meets to rehearse every Friday at 5.00pm (4.45pm for cake and
tea) in Chapel, followed by supper in College, and on Symdb4.30pm. The Choir is led

by a Senior Organ Scholar, with the help of Middle and Junior Organ Scholars, each with
their own monetary award. There are asoChoral Awards given each yedalistributed
betweeneach part, which run for three terimsthe first instance, and are renewable for
succeeding yearhoral Award holders receive free singing lessons several times each
term from a local professional. Please see the Chaplain for applications. The Chapel has a
Chapel Music Tutor who teaches conting and the organ, and gives overall guidance to

the functioning of music in Chapel.

The Chaplain, The RevdDr Shaun Henson, is in College on most weekdays and Sunday
afternoonsand evenings during full ternide welcomes unscheduled and informal visits
whenever helpful. On any day he can be contacted via the Lodge, by email:
shaun.henson@suughs.ox.ac.ukor by telephone: 01865 (2)74955. The Chaplain is
always available to members of College in any kind of need, to offer friendly support in
strict confidence.
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Section 7
Grounds and Property

7.1 Property Services

All requests to the EstateSection for maintenance work should be made using
‘“Mai nt enanc e atRhe fpot efsevery pdgen rthn college websitevww.st
hughs.ox.ac.ukThe form is simpm to complete please give as much information as
possible which will ensure your request ealt with efficiently. There is ehousekeeping
request fornfor reporting domestic issues, such as cleaning and furniture replacement

In the case of a genuiigmergency or Health and Safety concerns, for example water is
pouring throgh a ceiling or a mar heating orelectrical failure you should immediately
inform the College Lodge by telephofun 01865 27490Q)r in personand they will take
the appropriate actionYou must also completenanline maintenance request to ensure
the job is properlyogged.

We endeavour toespond taall maintenance requestigthin the followingtimescalesin
the majority of cases the repair should be complitdn these targets.

» Emergency Repairs2 hours

* Urgent Issues 2 working days (MoFFri)

* Nonurgent reair (excluding cosmetic repairs)7 working days (Mo#rFri)
* Scheduled/Programmed Repa#dates to be agreed

In certain circumstances the work may be delayed where the College has been unable to
obtain the correct materials or parts to facilitate tpaireln such circumstances the student

will notified and given an explanation thie reasons for the delay. If you are in yoaom

the explanation will be given verbally.

All maintenance works are undertaken so as to minimise the inconvenience to the residents.
This will, however, not always be possible with unplanned (reactive) maintenance where
immediate action is required.

The resident wild/l rotice priar ko lthg coimraencgmentefrplarthedd a y s’
maintenance work. The College will endeavour to avoid sensitive periods such as
examinations.

The resident wild]l be given 24 hours’ noti ce
an emergenc)or if a request was made agreedy the resident.

Light bulbs, but not elements within sealed or rigid fixtures, are available via the
maintenance request procedure. The bulbs supplied by the College are low energy and
suitable for the size of the rooms coma. Students should not install bulbs with a higher
power output or use standard tungsten bulbs.

7.2 Energy Efficiency
The Collegeis committed to reducing the amount of energy it consumes and the resultant

carbon dioxide emissions. Where viable, eneayyrng measures are incorporated within
all refurbishment schemes.
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7.3

7.4

7.5

7.6

Studentsare reminded that they must use energy responsibly and actively try to reduce
consumption. A few key items are noted below
» Turn off all lights when you leave the room.
» Use naturatlaylight where possible.
» Turn off all electrical equipment when not in use.
* Do not leave computers, printers and TVs on standby mode.
* Turn down your room heating where possible.
* Report dripping taps and running overflows.
* Only use portable electric heagao larger than 2kW (1kW in the Dickson Poon
Building) in the event of a heating failure (these are available via a maintenance
requesk

The College is keen to work wigtudentn energy initiatives and welcomes suggestions
as to where improvementan be madePlease contact your JCR/MCR environmental
representative.

The College maintains internal room and hot water temperatures at levels suitable for the
buil dings’ use. | f y oedisbuasedewitrethe Collégesn e th sl ntgl
Maintenance Manager.

The College heating systemiimsusebetween 1 October and stJune(6am—11pm) If the
weather is unseasonably cold the Bursar may agrebddreatingto be on outside these
datesand times

Grounds Management

The College garehs and grounds are maintained to a high standard and are there for the
enjoyment of all College memberStudentsare asked to keep to the paths when walking
through the gardens amal consciouslyavoid making tracks across the lawns. No spiked or
studdel shoes may be worn on the grassed areas. See Appendix N to CollegedByiagrs
websitefor regulations relating to use of premises and grounds.

Litter Clearance

The leavingof litter anywhere within collegergunds is strictly prohibited. Please uke
litter bins providedThe external bins are emptied and general litter cleared throughout the
grounds regularly, the frequency of clearance will be increased as the need dictates.

Snow and Ice Clearance

Studentsare reminded to take extra caréhin the College grounds following snow falls
and frost. The external paths and steps are likely to be very slippbefgstates Department

are responsible for clearing snow and applying salt following a droshowfall and they

will endeavour to cleaa route for passage on main footways and steps by 9am (gravel
footways will not be clearedpuring the weekend and outside normal working hours, the
Porters will take over this responsibilityou are concerned about the safety of the College
groundsfollowing extreme weather, please speak to the Porters, who will arrange the
appropriate remedial works.

Health and Safety

The College is committed to providing a safe environment where students can live and
study. To achieve this ggale need the help and-operation of all College members.
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7.7

The College has a Health and Safety Policy, Risk Assessments and procedures in place
which are checked and reviewed by an independent safety advisor.

Detailed below e some of the main Healind Sfety issues androcedures which you

MUST be aware of and comply with at all ti

Fire Precautions

* The fire alarms are tested on a€Bday every week between 10am and Naooall
College buildings. The alarm wiound for 5 seconds and it will then be silenced. If
you are concerned about the audibility or notice a sounder that is not functioning in any
part of College, you should immediately report this to the College Lodge.

If the fire alarms sound at any etitime, or for longer than 5 seconds on Tuesday morning,
you should immediately evacuate the buildings.

» The College arranges a practice evacuation of all buildings each dyeang
Michaelmas termThe evacuation is intended to ensure, by means of rigagund
rehearsal, that the College’s procedure
in the future. Anystudentwho fails to evacuat¢he buildingduring this practice
evacuation (or any other fire evacuation) will be summoned to see the Dean and will
be liable to aninimum fine of £20.

e All students houl d familiarise themselves with
DI SCOVER A FI RE’ NGndHEORI REARLARM’ . A
within bedroons and adjacent to the fire alarm call points within all buildings.

* You should familiarise yourself with the means of escape and other fire precautions in
the building in which you reside and other builgirthat you visit.

* Fire extinguishers and othdirefighting equipment are situated at key locations
throughout all buildings. These are provided for your own safety and under no
circumstances should they be interfered with, moved or damaged. If you thatice
for example, an extinguisher has been moved, please replace it in the correct position.
Any damage MUST be reported to the College Lodge.

» All College buildings are fitted with a Fire Alarm System consisting of smoke and heat
detectors, which are dgsed to alert residents and visitors to the danger of fire by
activating the fire alarm sounders. Never tamper with any part of the fire alarm system.
This includes covering smoke detectors.

* Never prop open any fire daagach isthere for a reason. If yposee a door propped
open, please remove the obstruction.

» All corridors, staircases and escape routes MUST be kept clear of furniture, equipment
and other combustible items.

» The use of candles, tea lights any other item of equipment that prodsieenaked
flame, is forbidden within College.

» Kettles, toasters,ookers, microwaves, and other food preparation equipment MUST
NOT be used in bedrooms.

» Take special care when using the kitchenettes; never leave the kitchen unattended while
cooking. DO NOT use cooking equipment with the kitchen door open as this will
trigger the fire alarm in the corridor and cause an unnecessary evacuation of the
building.

e Smoking (including vaping”) is forbidd
buildings, includingts balconies. Any undergraduate who contravenes this law, or
who allows others to do so, will be summoned to see the Dean and will be liable to a
minimum fine of £100 for a first offence. Contravention of the smoking policy
(detailed on p.15) in othereas of College may attract a lesser fine for a first offence,
but will still be treated extremely seriously.
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7.8

7.9

It is important to note that it is a criminal offence for any person to interfere with any part
ofthe® | | ege’ s Fi rfghtiRgrecquipracatorimeansof esdaper Ifecaught, at a
minimum, the student will be reported to the Dean and fined. All students will be issued via

GeneralConsiderations

Do not enter restricted areas.

Access to roof areas is strictly prohibited.

Comply with all warning signs that adésplayed throughout College.

Do not interfere with or alter the settings on any boiler or hot water system. If there
is a problem with either systerit MUST be reported to the College Lodgevia

the maintenance request farm

It is illegal to smoke in @y building balcony,or enclosed space in the College.
Coll ege rules extend this ban to the
smoking areas) and includes the consumption-cfjarettes Any cigaretteends

must be disposed chrefullyand in the ms provided

Never run within the buildings and be aware of site conditions, as slips, trips and
falls are the most common cause of injudp. not walk in communal areas in bare
feet.

Report all accidents and near missethe accident book in the College Lodge

other system aadvised

If you see anything around College, however small, that you consider dangerous,
please report it immediately to the College Lodge. Do not take the view that it must
havealready beemnepated.

Keep away from all areas where contractors are working. This is especially
important where scaffolding or other access equipment is being used to undertake
the works.

College Electrical Regulations

Do not owerload the electrical suppiy yourbedroom.

Switch off and unplug electrical equipment and flexible cables when not in use.
Under the Electricity at Work Regulations 1989 there is an obligation on the College
to control all electrical appliances connected to its electrical system.

You can aly bring electrical appliances into College by can guarantee their
safety.You may be asked for proof of testing or asked to pay a fee to the College if
we have to test the item. If you are unsure about the safety of an item, you should
contact theMaintenance Teama a maintenance requestd ask for advice.

If necessary, the College can arrange for your electrical equipment to be inspected
and/or tested at a cost of BQper appliance. This MUST be carried out in your first
week at Collegand carbe arranged by submitting a maintenance request form via
the College website.

Every appliance must carry the appropriate British Standard number or Kitemark.
The plug must also carry BS number 1363, be of the safety sleeve type, and be
correctly fused fothe appliance. Flexible cables must be in good condition and not
worn, perished, split, stretched or twisted. You are responsible for ensuring that
appliances are well maintained and tested regularly by a competent person.

ITEMS YOU MUST NOT BRING WITHYOU TO COLLEGE: You may not bring

any kind of cooking appliance includingicrowaves, toasters, sandwich makers,
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rice boilers etc; electric fires, heaters of any kind (gas, oil, paraffin, electacal);
infra-red lamps.

» Electric irons should not be wbwithin student bedrooms. Ironing should be carried
out within the College laundries.

* You must not interfere with electrical fittings; connect appliances to a lighting
circuit, or use two or three plug (multiay) adaptors plugged directly into a socket
outlet. DIY multisockets and rotary extension cables are strictly prohibited.
Factorymade, fused muHlsockets fitted with a plug to BS 1363 and with cable not
exceeding 1 metre long may be used where there are insufficient permanent sockets.
All appliances MUST be fitted with a fused British standard Three Pin Plug. Foreign
plug adaptorsiot confirming to BS 1363re not permitted and will be removed if
found.

» The College reserves the right to enter any room in order to check on the use and
safety of any electrical equipment. Any appliances, leads etc thought to be faulty or
potentiallydangerous will be removed. All cooking applianea automatically
be removed. THERE IS A DECANAL FINE FOR USING COOKING
EQUIPMENT IN BEDROOMS.

» If you require any further help or assistance regarding these regulations gphesdlse
the CollegeBuilding Maintenance Manager via a maintenance request.

e THE COLLEGE’S DECISION ON THE USE OF AN ELECTRICAL
APPLIANCE IS FINAL.

7.10 College Security

The College is committed to maintaining a secure environment for its students. All College
members and staff have dean ensuring security. Do not simply rely on the automatic
door closing mechanisms. ItY©OUR responsibility to ensure that doors close behind you.

If you are unlocking a dopdo not let anyone pass through the door with you unless you
know that they are entitled to pass. If you are suspicious or concerned about any activity in
the College, during the day or night, contact the College Lodga.should keep your
bedroom door Icked at all times.

Access to College Houses and Buildings at Night

All outside gates except the one at the Lodge are locked at8usk. Hugh’' s has a
site and intruders may enter College buildings if simple precautions are not da@irity
measures can only be maintained with theoperation of all concernedCare should
therefore be taken to see that all doors are kept locked and that the front doors of all College
houses are always locked by members going in andTds. is for the prtection of those

living in College and of their property and that of the Collégeéndow locks, if fitted must

be used.

Insurance

The College has a block insurance policy to cover the possessions of all students who are in
residence. This has beenarged through Endsleigh Insuranterther details and policy
documents will be provided on arrivalatCollege d can be found on the
Because of the risk of petty thievingtudentsare asked not to leavmoney or valuables
unattende@nd to keep their rooms locked at all tim&he Accommodation Managewill

keep valuables in the Strong Room on request.

Please note that the contents insurance provided by the Colbagaot cover all of your
valuables. Students are strongly advised to check the insurance policy available on our
website and if necessary, consider supplementing the insurance policy to cover all of their

property.
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The College cannot accept responsibility for any property that is lost or left in College
at any time, including during vacations. In particular, you should never leave large
sums of cash in your room even when it is locked.

Bicycles

All bicycles MUST be registered with the Loglg— Any unregistered bicycles may be
removed if they cannot be identified. Upon registering your bicycle the Lodge will provide
you with a bike registration form and two stickeisttach both stickers to your bicycle
frame and register your bike on limgth www.bikeregister.comAlways use a substantial
lock to secure your bicycle to the racks provided.

A ‘“cul l” of unused bicycles is carried out
accounts an€ollege noticéoards.

Keys, and access-cards

Keys for individualstudy bedroomare issued at the beginningofedehm, and st udent
University Cards activated to grant access to the shared areas of Qadediee key panel

on the front door to update cardSjudent Feemust be paid before keys can be issued. If

a keyor University Cards misplaced, you may sign out a spare temporarily from the Lodge;

lostkeys and spare access catlsuldbereporedto the Lodge immediatelyi-or lost keys

andaccess cards,charge is made faeplacemers (E25 for a keyand £10 for a lost spare

key card.

Keys should never be lent to anyone and must be handed in at the Coltiegedt the end

of each termShouldyour key (or any spare access cardbereturned on your departure
date at the end of each tergou will be responsible for the costs incurred in creating
replacementsTo avoid being chargedraplacement feplease ensure that you return your
keysand any spare kegardon time to allow the&College to let the room to other residents
in your absence.

Students who lose theildniversity Cards should purchase a replacement from the
University’s onl i nwww.oxordoniversitystarés.co.uk/praciuect (
catalogue/universitgardoffice/lostcards/cereplacemenbf-lostuniversity-card.

Placing an order cancels the old card, ensuring that it cannot be used by another person as a
key or payment card. New cards are delivered to the Collegee@Bitiours after ordering;
interimaccesgards can be signed out from the Lodgeo charge

Members of the College are strongly advised to lock their rooms at all times, including
overnight.
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8.1

8.1

8.2

Section 8
College IT Services

IT Support

St Hugh's College has IT Services staff who are responsible for the day to day running of
the network and Collegewned machines. This team is able to offer advice and assistance
with any problems you have in relation to the network or any of the avadablces
offered within the College.

The IT Services Office is contactabletasupport@stughs.ox.ac.uk
College infrastructure, staff and fellows are given priority, so there are times when an
immediate response is not possible.

Internet access

Wireless Network:

To use the wireless network (Eduroam) you need to have signed up for a Remote Access
Account, which you can do attps://reqgister.ox.ac.ukfou can use Eduroam throughout
College- this is the best network for students to u$e/ou ar having any problems
connecting to Eduroam, please visit the IT Office who will be happy to help.

Wired Network:

All student accommodation within College is fitted with Ethernet p&ti$iugh's College
operates an automated Computer Registration Sysiesrallows students to register their

own computers on the network. Ethernet cables can be bought from the IT Services Office
(subject to availability) and are priced at £2 for 2m and £3 for 3m.

Please note it is imperative that your computer hasatiest updates and a fully licensed
and upto-date antivirus program installell you have a trial version or an expired version,
please remove it and install Sophos (availfide from https://register.ox.ac.gk

You must read and follow the Terms &@dnditions when registering your device. You are
responsible for your own computer, its software and any security breaches. Ignorance is not
an excuse. If you are unsure about any aspects of your computer please contact IT Services.

Printing
The Collegeprovides a service called WebPrint which enables you to print to any of the

student College photocopiers from a personal device. To use this service you should visit,
https://print.sthughs.ox.ac.uknd signn using your Single Sign On.

You must be connected to the University network to use this service: including wired
connections, Eduroam or VPN. You will need your University card in order to collect your
documents from the photocopier; uncollected doents will be deleted and refunded
automatically after 48 hours.

A £25 oneoff allowance is given to all students at the start of their course. All printing
charges, beyond this allowance will be put on your battels and invoiced each term.
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8.3

8.4

8.5

8.6

For further asistance in activating or using your University email account you can contact
either the DODOsj¢r.dodo@stughs.ox.ac.ukr mcr.dodo@shughs.ox.ac.ukor the IT

Services Officeif-support@stughs.ox.ac.uk

Email Accounts

All new students will be allocated

an address upon arrival in College in the form

firstname.surname@biughs.ox.ac.ukHowever this address will need to be activated
successfully before you can receive emails.

All current studentsnust hold an active St Hugh's College email addrassl check their

email account daily

Access to email is normally

via the Nexus365 Webmail interface

https://outlook.office365.com/ however, email clients can be configurading the
instructions found herehttps://help.it.ox.ac.uk/nexus365/settiag-email

Computer Facilities

There are computer rooms open 24 hours a day for studemAlISCs are networked

and have a standardised setaff\sare.

The JCR computer room is located in Rachel Trickett Building (RTB) Basement.
The MCR computer room is located in 87 Banbury Road (Graduate use only).
The Library has several computers for student use.

* The MCR computer roorhas a colouphotocopier.
* The Library has a colour photocogjainter, paper is provided.

e Al | student s

are given £25 printer <cred

subsequent usage will be invoiced termly.

* If a photocopier is jammed or

is not working pleasatact the JCR/MCR DODO

(IT Rep) or the College IT Services Office.

You need to have an activated UniverS§itgigle SigrO n SSO to use the computer rooms.

Remember to back up your data.

Do not store data solely on the public computers.

Remember to lgout after you finish using the computers, as the IT Services Office is not

responsible for any data loss.

Backing up data

If your device has a hardware fault and you have data on it which needs to be retrieved, the
IT Office maybe able to take the hard drive out and recover the data. However, we do stress
that this is not guaranteed and that backing up your data is imperative.

A backup can be to an external drive or to a Cloud storage provider (eg Google Drive,
OneDrive, Dropbx). Please make sure that you have at sastopies of data- as data
stored solely on an external drive is not a backapd hard drives do fail!

Hardware repairs

If you have any problem with a personal device and require support, the IT Offieais
happy to have a look and advise on the best course of action.
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8.7

8.8

8.9

8.9

We do not generallgffer hardware repairs, although it is always worth bringing the device
to us, in case we are able to offer a solution.

Viruses

It is imperative that you keep yoantivirus software fully licensed and-tp-date, as well
as protecting your computer by making sure it has the latest updates installed.

If you encounter a virus either in the computer room or your own machine, please let IT
Services know immediatelyt your computer is unprotected IT Services reserve the right

to disconnect it, as well as any other computer which is considered to be a threat to the
network.

Door Access

All students are issued with a University Card, which you will neexpemmanydoors in
College. You should use your card regularly on a silver card réhese are located mainly
on the external entrances ir@ollege to keep you card active. Make sure to always hold
your card on the reader until the light goes gretitis makes sure that your card is correctly
updated. If you have any dittilties accessing any door ili2ge, please visit the IT Office
who will investigate.

Oxford University IT Services

St Hugh’s Coll ege shoul d be yo uheUndversity i al
IT Services also provide a range of support services for students. If visiting, they require an
appointmento bemade by telephone first01865 612345.

Please see their websutsvw.it.ox.ac.ukfor more detalils.

Terms and Conditions for using the College Network and IT Resources

To connect your computer to the College network the followihgs must be followed:

* All Peerto-Peer software must be removed (e.g. Limewire, BitTorrent etc). All file
sharing is strictly forbidderSuch software has an adverse effect on other users of
the network and, depending on the severity, will be considered as computer misuse.
Any other actions that cause disruption to the network could also warrant
disciplinary proceedings including fines dods of connectivity.

* All antivirus software must be fully licensed and-topdate at all times for all
Operating Systems.

* You must not download any unpaid copyrighted material such as DVDs or software
without proof of purchase.

* You must not use any uathorised network device such as your own wireless router.

You are responsible for your own computer, its software and any security breaches. If you
are unsure about any aspects of your personal computer please contact IT Services.

NOTE - Anyone found tdoe breaching these rules will be disconnected from the network
and fined a minimum of £50 by the University. It is normal practice for the College, via the
Dean, to impose a comparable administration fee.

You must abide by the Oxford University Ipolicies which can be found at
www.it.ox.ac.uk/rules
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8.10 Further Useful Information for IT Users

Welcome to IT
www.it.ox.ac.uk/welcome/

IT Services Help
http://help.it.ox.ac.uk/

St Hugh’s 1 T Office
it-support@shughs.ox.ac.uk
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9.1

Section 9
Codes of Practice

Domestic Service(Undergraduates)

Introduction

This document describes the services provided to resstigshentsof the Collegen their
rent (maintenance charge).

Rooms

Undergraduates are provided with a singlelgtoedroom furnished with, atrainimum: A
bed with mattress protectaa desk, chair and reading lamp; an easy chair; a bookcase; a
storageunit; a wardrobe; a wastepaper binrtains.

No additional charges are raised for heatiigipting or hot water (whethgrrovided in the
room or in the communal facilities)lhe College is working towards the provision of four
double electrical sockeis each room.

Cleaning

Study bedrooms (including esuite rooms) are cleaned once per week by College
staff. Cleaningschedules adisplayed in all corridors and communal areasouts

will dust and polish as appropriate, clean the wheshd basirarea or bathroom, if
present, and vacuurwaste bins will be emptied every dayt may help the
Housekeeping Team to leave your bin outside your rodddlitional waste and
recycling bins are sited within buildings to enable undergraduates to manage their
waste in an environmentally sustainable manner.

Communal facilities and in particular bathrooms/toilets and kitchens are cleaned
daily. Col | ege st aff are not expected to
crockery/cutlery. A written notice will be postedt least three days before the
confiscation of dirty utensils, crockeand/orcutlery from kitchens.

A general ‘spring cl tranmeéging whentliegeownedd o u't
fridges aradefrosedandcleanedhoroughly.

Staff are instructed toeport any circumstance in which their normal duties are
obstructed, or made impossible, by student behaviour, including untidiness.

Waste & Recycling

Recyling bins are provided in allitchens for glass, plastics, cans/tins and paper
products. Pleag donot contaminate the recycling bins with atyclable waste,
food waste or piza boxes or food containers ets this will result in additional
charges from our service provid@izza boxes are not accepted as recyclable).
Cardboard- waste arisingrom online purchases (e.g. Amazon) should be broken
down and flattened and placed in the large grey bins with blue lids located at the
following locations:

*  MGA car park

» 89 Banbury Road

* 74 Woodstock Road
PLEASE DO NOT PLACE PACKAGING OR PIZZA BOXES IN KOHEN
RECYCLING BINS OR GROUNDS/GARDENS LITTER BINS.
Storage Boxes- All students bringing cardboard storage boxes to transfer
belongings at the beginning of term are encouraged to flatten these and submit a
maintenance request for collection from theirmodl'he boxes will be stored for+e
use andsubject to availabilitystudents may request a number of boxes to assist
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with their move at the end of each term by submitting a maintenance reghesst.
action should reduce the amount of waste produceldeabéginning of term and
enable the boxes to be-used saving students money on purchasing rie\ease
note that this is not an individual storage system and you are not guaranteed to
receive the same boxes on request.

* Food waste- The College works clo®ly with environmental andustainabiliy
representatives on a buildity-building basis on thisnatterand where available
students are encouraged to tise availablgrovisiors to minimise waste.

Repairs

» Breakages and other needs for repairs or replacement are reported, if coitiee,
College websitewww.sthughs.ox.ac.uky clicking on the relevant Request Form
from theFacilitiespageunder Current Studés

» If breakages are caused by wilful or careless damage, a charge will be raised.

Kitchens
All College accommodation will have access to a communal kitchen.

Bathrooms

Residential buildings should have at least one shdMidrasins and baths will bequipped
with plugs.Basins adjacent to toilets will be equipped with soap and paper hand towels or
equivalent.

Storage of Students’ Personal Effects

Owing to Conference commitments during vacationsi t i's not possi bl e
belongingdo beleft in rooms out of termA secure General Store in front of Main Building
is availableandaccessdd et ai | s ar e publ i s heerdm iAr rtahneg ermequ

memorandumPlease note the allowances for students as detailed under sectionhs5 of
document

Telephones

University Network telephones are progdl in communal areas throughoQto | | ege’ s
residential buildings and may be used by undergraduates to make calls within the University
and to make calls to the Emergency Services (Fire, AmbeldPalice).A pay phondas

provided in theRachel Trickett Building

The JCR and MCR: Code of Practice

* The JCR is an association open to all undergraduate members of the CoHege.
MCR is a similar association open to all graduate students.

» Their main objects are fmromote the interests and welfare afid social activities
among their members and to represent the interests of students to the Governing
Body of the College.

« The JCR and MCR have written constitutions, elect officers and iegjdlar
meetings.Membership of the JCR and MCR is automatically granted to all students
who qualify for membershipAnyone who does not wish to take up membership
should notify the Secretary of the JCR or MCR (as the case may be) not later than
the endof the Second Week of Michaelmas Term.
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Withdrawal from membership will disqualify students from standing for office,
voting at or attending meetings of the JCR or MCR.

The written constitutions of the JCR and MCR contain arrangements for the conduct
of elections, the conduct of officers, financial management and reporting, the
funding of groups and clubs affiliation to external organisations (including OUSU),
and the handling of complaintsThe implementation of these arrangements is
supervised on beHabf the Governing Body of the College by the Dean, in respect
of elections, conduct of affairs and handling of complaints, gnthe Bursar in
respect of financial matters.

The College provides certain social, recreational and welfare facilities fas all
junior members, including the use of common rooms and thelbprovides the

JCR and MCR with funds to enable them to maintain these services on behalf of the
College. The services provided by the College are available to all undergraduates
or graduate students (as the case may be) on equal terms whether or not they are
members of their respective association.

Complaints about the management of the JCR or MCR should in the first place be
made to the President in questidhyou are dissatisfieavith the handling of any
complaint it may be refred to the Dean or the Bursar.

A copy of the constitution of the JCR and MCR may be inspected iS¢her
T ut office.s
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Section 10
College Policies

There are a number of College policies witlevance to student membeitse full list can
be found on the College websit@fw.sthughs.ox.ac.uk/discover/governapd¢tlease take
the time to familiarise yourself with them, adidect any questions to the College Office in
the first instancedpllege.office@shughs.ox.ac.uk

Data and Privacy Policy

St Hugh’s Coll ege i s commit tyefgperdorml data,antd ect i n
our privacy notices explamhat personal data the College holds about studeadt$ormer
studentshow we use it internally, how we share it, how long we keep it and what your legal

rights are in relation to it. These noticesn be fond on the college website &tvw.st
hughs.ox.ac.uk/discover/governance/
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Section 11
Development and Alumni Relations

The Coll ege’s Development Team i s responsib
10,000 alumni based around the world, and for fundraising activities. The Team will be your

main point of contact with the College once you leave, but we hope that {tagetvio

know us while you are a student.

Current students are warmly invited to many
the popular Business Breakfast Series and programme of interesting guest |ebheres.
Development Team also offers a ramaj employment opportunities, including through our

annual fundraising Telethon (which usually takes place in Hilary Term). Invitations to such
events and details of employment opportunities are typically circulated via email to the main
Undergraduates dnGraduates mailing lists.

You may wish to explorghe Oxford Careers Network, a database of former Oxford
University undergraduates and postgraduates who are happy to share their career
experiences with current students. This service is administered by the central University
Careers Service, and you canndf more information and sign up here:
https://www.careers.ox.ac.uk/jethe-oxford-careersnetwork/

On matricul ation, students automatummial |y b
Association, which works to support the Dev
own events for alumni and students. Eligible students will be invited to the Alumni

Association’”s Annual Gener al Meetiumi and t

Association committee in College, in London and across the UK.

The Development Tealre always delighted to meet with students fémeadly chat,to

hears t u dideag aad to let you know more abthgirwork. The Development Office is
locatedin MGA 2, should you wish to meet with the Team in person. They can also be
contacted bymail atdevelopment.office@4gtughs.ox.ac.uk

Connect withthe Development Teawn social media for the latest updatestogir
activities:

Facebook www.facebook.com/StHughsAlumni
www.facebook.com/StHughsCollege/

Twitter twitter.com/StHughsCollege

LinkedIn www.linkedin.com/in/sthughsalumni/

Please bewe to update your contact details with the Development Team when you leave
to ensure that you are able to continue to enjoy the benefits of your lifelong association
with the College. You can find the online formvakw.sthughs.ox.ac.uk/alumni
friends/updateyour-details2/.
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Section 12

Contact Details

In the event of dife-threatening emergency, call 999 and ask for the relevant service (police,

fire or ambul ance), giving your |l ocatioen as
once you have done so, you should then alert the Lddgbe case of all other emergencies,
telephame the lodge on 0186 274900Cont act details for Coll ege

given below. Telephone numbers are those for the internal network. For outside calls, prefix with

‘018652’o0r 01865 6' f or nRomebneact detaits ef guions im Caollegedw i t h
in other coll eges and department s, you may
(www.sthughs.ox.ac.uk or t he ‘“contact sear ch’ faci
(www.ox.ac.uk/contacl/
College Officials
Principal The Rt HonDame Elish AngioliniQC
elish.angiolini@shughs.ox.ac.uk 74920
PrincRApal ' s Mrs Amanda Moss
amanda.moss@#&ughs.ox.ac.uk 74920

Communications Manager

Vice-Principal

Bursar

74913

BursaryExecutive Assistant

Senior Tutorand
Tutor for Graduates

AcademicRegistrar and
Tutor for Undergraduates
Dean

Assistant Dean

Junior Deans

communications.manager@sighs.ox.ac.uk74965

ProfessoAdrian Moore

adrian.moor@sthughs.ox.ac.uk 13219
Mr Harry Myring
harry.myring@sthughs.ox.ac.uk

Mr David Hodges
david.hodges@sdtughs.ox.ac.uk 74913
Professor Roy Westbrook
roy.westbrook@shughs.ox.ac.uk 74917
Miss Thea Crapper
thea.crapper@4gtughs.ox.ac.uk 74918
Professor Rafael Perera
rafael.perer@sthughs.ox.ac.uk 74417

Ms Kim Fuellenbach
kim.fuellenbaci@sthughs.ox.ac.ukvia the Lodge

Joana Bessa
joana.bessa@siughs.ox.ac.uk

Miss Sile Johnson
sile.johnson@shughs.ox.ac.uk

Chris Mason
chris.mason@sdgtughs.ox.ac.uk

Mr Leon Romano Brandt
leon.romanobrandt@eng.ox.ac.uk
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College Office and Finance Office

AcademicRegistrar &
Disability Contact
Academic Administrator

Academic Officer

AdmissionsCoordinator

Outreach Officer
CollegeAccountant
Financial Controller

Finance Officers

Finance Assistant

Health and Welfare
College Doctor
College Nurse
Wellbeing Coordinator
College Counsellor

Chaplain

Tutor for Equality

Library

Library & Archive Fellow

Librarian

Miss Thea Crapper
thea.crapper@sgiughs.ox.ac.uk

Miss SinéadAdams
college.office@shughs.ox.ac.uk

Miss Pip Beck
college.office@shughs.ox.ac.uk

Miss Sophie Cheng
admissions@shughs.ox.ac.uk

graduate.admissions@stighs.ox.ac.uk

Miss Elena Sorochina
outreach@shughs.ox.ac.uk

Mr JeremyWeeks
jeremy.weeks@dtughs.ox.ac.uk

Mrs Karen Peake
karen.peake@gtughs.ox.ac.uk

Ms Charlotte Oates
charlotte.oate®@sthughs.ox.ac.uk

Miss Lesley Mabanta
finance.office@shughs.ox.ac.uk

Miss Hosanna Wang
finance.office @shughs.ox.ac.uk

Dr Penny Moore
(SummertowrHealth Centre

Mrs Sarah Dragonetti
nurse@shughs.ox.ac.uk

Ms Elizabeth Treasure
counsellor@shughs.ox.ac.uk

Revd Dr Shaun Henson
shaun.henson@s&ughs.ox.ac.uk

Dr David Taylor
tutorforequality@shughs.ox.ac.uk

ProfessoiGeorge Garnett
george.garnett@4tughs.ox.ac.uk

Ms Nora Khayi
head.librarian@shughs.ox.ac.uk

49

74918

74911

74929

74910

74989

74903

84447

74915

74916

74919

01865 515552)

74945

74945

74955

74972

74%6


mailto:thea.crapper@st-hughs.ox.ac.uk
mailto:college.office@st-hughs.ox.ac.uk
mailto:college.office@st-hughs.ox.ac.uk
mailto:admissions@st-hughs.ox.ac.uk
mailto:graduate.admissions@st-hughs.ox.ac.uk
mailto:outreach@st-hughs.ox.ac.uk
mailto:jeremy.weeks@st-hughs.ox.ac.uk
mailto:karen.peake@st-hughs.ox.ac.uk
mailto:nicole.cooper@st-hughs.ox.ac.uk
mailto:finance.office@st-hughs.ox.ac.uk
mailto:finance.office@st-hughs.ox.ac.uk
mailto:nurse@st-hughs.ox.ac.uk
mailto:counsellor@st-hughs.ox.ac.uk
mailto:shaun.henson@st-hughs.ox.ac.uk
mailto:tutorforequality@st-hughs.ox.ac.uk
mailto:george.garnett@st-hughs.ox.ac.uk
mailto:nora.khayi@st-hughs.ox.ac.uk

Library Assistant

library@sthughs.ox.ac.uk

Accommodation and Buildings

Accommodation Manager

Housekeeping

Head of Estates

Building Maintenance Manager

IT Services
IT Fellow

IT Manager

IT Officers

Lodge

Head Porter

Catering

Domestic Bursar

Catering Manager

ConferenceOffice

Conferenceand Eventdanager

Development

Director of Development

Development and
Alumni Relations
HR Office

HR Advisor
HR Advisor

Mrs Magdalena Robinson

74938

accommodation.manager@sighs.ox.ac.uk74907

housekeeping@stughs.ox.ac.uk

Mr Colin Bailey
colin.bailey@sthughs.ox.ac.uk

Mr Paul Blake
paul.blake@dsthughs.ox.ac.uk

ProfessoiStephen Duncan
stephen.duncan@hktighs.ox.ac.uk

Mr Mike Pitts
ictmanager@shughs.ox.ac.uk

it-services@shughs.ox.ac.uk

Mr Robert Lewis
robert.lewis@shughs.ox.ac.uk

Mrs RaheleMirnateghi
rahele.mirnateghi@gtughs.ox.ac.uk

Mr Andrew Sheridan
andrew.sheridan@s$iughs.ox.ac.uk

Ms Gemma Sedgwick
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