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INTRODUCTION
Joining Instructions for all Deck, Engineering and 
ETO Trainee Officers

The objective of the training scheme is to train young people to become effective 
ship’s officers and to take on their duties in a responsible manner. Trainee Officers 
are therefore required to meet high standards of commitment, self-discipline and 
organisation, and to undertake their training with a positive attitude.

About the Marine School

South Shields Marine School is proud to be a distinguished, world-leading centre 
of excellence for marine education and training, Established in 1861, we are the 
longest operating maritime college in the UK – and our reputation is unsurpassed. 
We are also recent winners of the Queen’s Anniversary Prize for Further and Higher 
Education 2019. 

Our high-quality training programmes cover the entire spectrum of marine 
education and nautical sciences. These include: navigation, deck operations, 
marine and electrical engineering, communications, offshore, safety training  
and catering.

Located across two campuses, our training meets all current national and 
international standards, and we provide a realistic training environment that 
equips students with the skills and qualifications they need to launch their careers 
at sea.

Our Officer Cadetships provide a fully financed solution to Higher Education, 
resulting in a Foundation Degree, Advanced Certificate or Advanced Diploma. 
Students can progress further to top up their training to an honours degree 
through the close support of one of our partner universities.

South Shields Marine School has a world-renowned reputation for quality, 
which is today underpinned by our outstanding state-of-the-art facilities. Our 
knowledgeable, professional team have a wealth of industry experience and are 
ideally placed to give you the best possible start to your career at sea. 
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1. ACCOMMODATION
All Phase 1 Trainee Officers under the age of 18 must live in Dr Winterbottom Hall unless 
they are living at a local home address. All other Trainee Officers may either live in 
Dr Winterbottom Hall or in accommodation arranged by themselves, subject to the 
sponsoring company’s requirements. More information can be found in the Halls  
specific handbook https://www.stc.ac.uk/page/halls-residence

2. APPEARANCE AND DRESS
Cadets are expected to be clean, tidy and well turned out.  

Hair should be kept to a reasonable length and will not be allowed to constitute 
a safety hazard.  

Facial jewellery, (earrings, nose-studs, etc.) are not to be worn, and other jewellery, 
(finger rings, necklaces, etc.) must be removed for practical sessions.

The required dress for all cadets during the college day, when not in the workshop or 
in practical sessions, are:-

• Plain white shirt or blouse, with company or black tie
• Plain black trousers or skirt
• Black dress shoes

Navy blue or black blazer, with company badge (or a plain navy  blue uniform sweater 
or other company uniform, with company’s agreement).  

Trainee Officers should be in possession of the appropriate clothing on arrival or collect 
from the College Stores (room E131) if being delivered here directly.

For workshop and other practical sessions the following will be worn:-

Boiler suit should be white or in a colour supplied by the sponsoring company.  It should 
be cleaned each week and kept in a good state of repair.  Suits must have means of 
fastening up to the neck, with long sleeves with cuffs that are not too free.

Safety shoes will be of an approved type BS/8070/953 or ES DIN/4843. Trainee Officers 
must inform the lecturer in charge of the session when these shoes are not worn. 

https://www.stc.ac.uk/page/halls-residence
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You should ensure that the above are available to you from the first day of the course.

Safety helmet and ear protectors will be supplied by the company or obtained from the 
College, and must be worn when in the workshop and during other practical sessions  
as instructed.

Eye protection and other specialised items of safety equipment will be supplied and 
worn as necessary, and will be issued by the College.  The current charge for safety 
glasses is £2. These are obtainable from the Marine Store after payment to the  
Finance Office.

All instructions given by staff regarding safety and the use of safety equipment must 
be followed.

3. CLASSROOM REQUIREMENTS
Normal items of stationery, including paper and pens, will be required from the first day 
of the course, and may be purchased from the Learning Resource Centre on campus or 
from shops locally. A non-programmable calculator is required. 

Other equipment such as drawing instruments and textbooks should be purchased 
after arrival and after seeking advice from tutors. The College does have a well-
equipped library.

4. MEDICAL CARE
You must register with a local doctor unless your home doctor is able to treat you whilst you 
are at College. You should also ensure that you bring your Medical Card to College in 
order to register.

If your company is paying for your dental charges you should get an estimate and 
company approval for all work unless it is an emergency.
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5. DOCUMENTATION
The following should be brought to College by all cadets:

1. Medical Card

2. Birth Certificate / Passport

3. Discharge Book (if issued)

4. Cadet Training Portfolio (if issued)

5. GCSE or other academic certification (phase 1 and 3 only)

6. Completed short course certification (Final Phase Trainees only)

7. Any outstanding College assignments or projects

8. Your course notes from previous phase(s)

In addition to the above final phase cadets should bring:

1. Testimonial(s) from company

2. Statement from company that appropriate watch keeping requirements have
been met

Please note that original documentation is required, and that photocopies will not 
be accepted.

6. STUDENT ATTENDANCE
If you are to be absent from College for any reason you must contact the Administration 
office before your classes commence for that particular day. You must also inform your 
Training Officer as well. Pre-arranged appointment proof must also be submitted to the 
office in advance of your appointment.

You are recommended to read the student attendance policy below.
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6.1 STUDENT ATTENDANCE POLICY
1. Policy Statement

Attendance refers to the scheduled time spent on College programmes and this can 
be categorised as lectures, workshops, work placement or tutorials as specified in the 
student’s handbook/learning agreement or individual learning plan.

Regular and consistent attendance at College is expected and is critical to any student’s 
success and achievement of their learning goals. Poor attendance can be one of the 
main signs of disengagement with the student’s programme of study and the College will 
attempt as far as possible to ensure that learners remain fully engaged and succeed on 
their programme. Therefore all attendance will be fully monitored throughout the study 
programme.

It is good practice for sponsors and those with a vested interest in the student’s 
achievement to be informed of persistent student absenteeism and this will be 
undertaken unless an alternative arrangement has been discussed and agreed with the 
personal tutor.

In respect of Further Education full time learners, ESFA funding is directly related to 
attendance and is monitored on a termly basis.

Each case of absenteeism is different and will be treated individually. The College 
accepts the many causes of absenteeism exist and will work closely with learners on an 
individual basis to best address the needs and wants of each learner..

2. Scope

This Policy applies to all learners undertaking a course of further or higher education.  
However, the attendance criteria for different groups of learners have been identified 
and addressed under group headings.

3. Legislation

No legislation is applicable to this policy.

4. Responsibilities

All students are expected to attend all of their timetabled sessions, unless prior 
agreement has been made and agreed with the personal tutor.

Heads of School/Department and Curriculum Managers are responsible for the timely 
response to student attendance issues, and the reporting of such issues to Student 
Services and/or MIS where appropriate.
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Personal/Course tutors are required to monitor student attendance (via registers and EBS 
agent reports) and to address issues of absenteeism according to this policy.

It is the responsibility of the Curriculum Managers to fill in withdrawal forms as soon as a 
learner is known to have withdrawn from their programme.

It is the responsibility of the MIS office to remove students from the EBS system on receipt 
of withdrawal forms or when identified by teaching staff during the data verification 
process..

5. Actions to Implement and Develop Policy for all Learners

All students are expected to report absences either to their course tutor or to the School 
administrative support staff.

Students expecting prolonged absenteeism should contact their personal/course tutor 
to discuss the possibility of an alternative study arrangement. In addition, students can 
contact Student Services, if they wish to discuss reasons for prolonged absenteeism, and 
where pastoral support can be offered.

Individual instances of absenteeism should always be raised by personal/course tutors, 
either with the student informally or through tutorials.

Lecturers are expected to make a professional judgement on whether or not an 
attendance mark is given (e.g. in the event of a late arrival due to weather conditions) or 
an absence is approved in advance. This judgement will also consider whether equality 
issues could have any bearing on the student attendance levels, and make suitable 
allowances where this occurs. Examples could include: attendance at recognised 
religious events or festivals, change in mobility arrangements for less able bodied 
learners, specialist medical appointments that can not be undertaken outside of existing 
timetabled events, attendance for visa appointments when arranged by the sponsor/
employer.

Completion of registers, student transfer forms, withdrawal forms and exit interviews 
remain the responsibility of all teaching staff in conjunction with Curriculum Managers 
and Heads of School.

If a student has had four consecutive weeks of non-attendance then they must be 
withdrawn from the college in line with the ESFA funding regulations. This ruling applies, 
unless, for example there are specific individual student problems and then the need to 
extend would be discussed and agreed between the learner and tutor concerned. It is 
the responsibility of the Personal/Course Tutor to inform the Curriculum Manager so that 
the withdrawal form can be completed.
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Regular and consistent attendance at college is expected and in some areas of the 
College the Awarding Body dictates the attendance level expected.  Where specific 
attendance policy is dictated by the awarding body, then this will be adhered to by the 
programme administrators.  It is the Tutor’s responsibility to make students aware of the 
Awarding Body’s attendance requirements and ensure that they attain them or make 
alternative attendance arrangements.

6. Additional procedure for sponsored Marine School students

Student absences are reported to all Marine Sponsors/Employers on a weekly basis, to 
enable them to monitor the absence records. Where the cumulative absence exceeds 
10%, then this will be flagged to the Sponsor/Employer and the student will be issued with 
a warning letter.

Should attendance not improve or where the cumulative absence exceeds 20% then 
this will be brought to the attention of the Sponsor/Employer and a second warning letter 
will be issued.

If the absence record of the student does not improve after these warning letters, then 
the College will advise the Sponsor/Employer that the student should be withdrawn from 
the course as it is likely that the academic achievement of the student will be damaged 
by this continual poor absence record.

The Maritime and Coastguard Agency (MCA) has specific attendance requirements 
for courses and programmes which lead to the award of a Certificate of Competency. 
Failure to meet the required level of attendance for each courses and/or programme 
could lead to certification being withheld.
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7. Additional procedures for overseas / UKVI students

The college has a duty to ensure that students are academically engaged. We will 
review attendance where any student has not reached 85% attendance of their 
classroom-based study in any given month.

We will make a report to the UK Visa and Immigration (UKVI) Agency if any of the 
following conditions are met:

• Any Student  fails to report within 10 days of the start date

• Any Student discontinues their studies.

• Any Student who misses 10 consecutive expected contact points. For the purposes of
this policy one contact point is defined as a normal college day

• Students whose attendance levels fall below 70% for 3 consecutive months

• Any student absence record which is not consistent with a full time study of over 15
hours/week

• We suspect that a student is not a genuine student

All students are required to provide changes to their personal details to the College so 
that the College MIS system can be updated. This will ensure College staff can contact 
them to clarify all periods of non-attendance that may affect their permission to study in 
the UK.

The College will inform all students via their main email contact where their absence 
record:

• Is higher than 20%, or

• Shows no attendance within the last three weeks

Unless the student immediately contacts the College to provide evidence to support their 
absence, they will be reported to the UKVI as having left their course of study, and that 
they are no longer sponsored by the College.

8. Monitoring and Evaluation

Each School will receive regular reports which will be reviewed at Performance 
Monitoring meetings.

The UKVI monitoring team will review overseas student’s attendance on a weekly basis.
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7. LOAN INFORMATION
For students living in England, you may be eligible to apply for funding from Student 
Finance.  If you are considering applying for student finance, we advise to apply as 
soon as possible to ensure your funding is available to you at the beginning of your 
course. More information can be found in the financial information flyer here.  
https://www.stc.ac.uk/sites/default/files/2022-11/Marine%20Financial%20Flyers%
2022.pdf

If you would like more information and how to apply for a loan, please email 
studentfinance@tynecoast.ac.uk  

8. STUDENT BANK ACCOUNT
When enquiring as to open a student bank account, please make sure that you only do 
so after enrolling on your course. A supporting letter can be obtained from the Marine 
Reception for you to take to the bank as evidence of you being on a course, but 
please do not book any bank appointments until after your letter has been issued to 
you.

9. CADET INFORMATION/
COMMUNICATION
The Cadet notice board is located at the entrance to G Block stairwell . You are 
responsible for checking this board on a regular basis for information pertinent to 
you and your training. One of the documents you will regularly find on the board are 
Company meeting schedules for when your Sponsor comes to the College to speak to 
you. These meetings are important and mandatory, if there is ever a time you cannot 
make the meeting for a genuine reason, make sure you contact your Training Officer as 
a matter of urgency to let them know. Mail should not be directed to the College unless 
you are staying in Halls. You may however, receive emails from Administrators asking 
you to report to the Marine Reception to sign certificates or pick up paperwork etc., you 
are not expected to leave class to do so, but you will need to make the effort at your 
next available break. Any drug or alcohol testing that is conducted at the College for 
your Sponsor, will be communicated to you by text, the morning of the test. It is, 
therefore, essential that you keep your contact details up to date; any changes must be 
reported immediately to our MIS Department (located at the Main Reception at the front 
of the College.)

https://www.stc.ac.uk/sites/default/files/2022-11/Marine%20Financial%20Flyers%2022.pdf
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10. WHAT TO EXPECT IN EACH PHASE?
Each course comprises of a minimum of 5 phases (6, if you are undergoing the Deck 
Advanced Diploma). Phases 2 and 4 are designated as time for the necessary sea 
service required as part of your course. Your sponsoring company will arrange this 
for you and your Training Officer should be contacted should you have any queries 
regarding this. Phases 1, 3, 5 and if applicable 6, are spent at College. A brief overview 
of what each phase contains is as follows.

Advanced Certificate/Diploma in Nautical Science (Deck)

Phase 1: Level 3 Diploma in Shipping and Maritime Operations, basic 
STCW short courses (EFA, FP&FF, PSSR, PST, DSD & ESE), as well as short 
courses EDH & PSC&RB.

Phase 3: Advanced Certificate in Nautical Science, MCA Signals exam, 
SQA exam preparation and SQA exams in Navigation and Stability & 
Operations.

Phase 5: Advanced STCW short courses AFF & MFA, as well as short 
courses in GMDSS & NAEST Ops, MCA Oral preparation.

Phase 6: (if applicable) Advanced Diploma in Nautical Science.

Foundation Degree in Marine Operations (Deck)

Phase 1: Year 1 of FDSc in Marine Operations (level 4 units), basic STCW 
short courses EFA, FP&FF, PSSR, PST, DSD & ESE, as well as short courses EDH

Phase 3: Year 2 of FDSc in Marine Operations (level 5 units), MCA Signals 
exam, advanced STCW short courses AFF & PSC&RB.

Phase 5: FDSc completion, MCA Oral Preparation, advanced STCW short 
course MFA as well as short courses GMDSS & NAEST Ops.

Advanced Certificate/Diploma in Marine Engineering

Phase 1: Level 3 Diploma in Shipping and Maritime Operations, 
workshop units and basic STCW short courses EFA, FP&FF, PSSR, PST, DSD 
& ESE.

Phase 3: Completion of Level 3 Diploma, continuation of workshop units 
and start of Advanced Certificate.

Phase 5: IAMI EK and MCA Oral Preparation, IAMI EK exam, Simulator 
course and advanced STCW short courses AFF, MFA & PSC&RB. 
Advanced Diploma if applicable.
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Foundation Degree in Marine Engineering/Marine Electrical Engineering

Phase 1: Start of Level 4 academic units, workshop units and basic STCW 
short courses EFA, FP&FF, PSSR, PST, DSD & ESE.

Phase 3: Completion of Level 4 academic units and workshop. Start of 
Level 5 academic units.

Phase 5: Completion of Level 5 academic units, MCA Oral Preparation, 
advanced short courses AFF, MFA & PSC&RB.

*Additional information will be given to cadets during induction regarding
their course.

11. WHAT IS ONSITE/SERVICES
Software - we offer all students Office 365 for free as well as free wi-fi 
throughout both campuses. 

Learning Resource Centre - we have a full computer suite, vast selection of 
books and journals, meeting rooms and quiet zones to assist you in all your 
learning needs. 

1861 Lifestyle Centre - our newly refurbished state-of-the-art gym and fitness 
suite offers a number of training and nutritional programmes, personal training 
and fitness classes to all students with competitive membership options 
available. All halls residents are entitled to free gym membership. 

Marine Offshore Safety Training Centre - located on Wapping Street, South 
Shields; all learners will undergo mandatory safety training survival skills as part 
of the practical course element. Our world-class facilities will prepare students 
for all extremes including how to deal with real-life emergency scenarios.  

Simulation Centre - located onsite, our simulators will offer virtually limitless 
training possibilities to meet every aspect of bridge simulator training and 
research requirements. Cadets will learn in a realistic training environment, 
learning how to navigate/steer a ship whilst dealing with real life ship  
handling situations.  

Student Services - our friendly student services team can help with a range 
of support including course information, careers advice, available financial 
support, welfare and general enquiries.  

Student wellbeing - we take the wellbeing and mental health of our students 
very seriously. Our dedicated Wellbeing Hub offers a quiet, stress-free space 
which is available for all students. The hub is staffed by our trained mental 
health ambassadors who are there if required and we also have a counsellor 
onsite. 
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Costa LRC - A Costa ‘proud to serve’ outlet, situated next to the library, this 
recently refurbished Coffee shop offers an expansive range of coffee’s and 
other hot drinks, along with a wide range of hot and cold food, covering 
breakfast and lunch demands. Open 08.00am - 15.00pm Monday to Friday. 

The Dock - The Dock offers Starbucks coffee and a buffet, lunch and dinner, 
providing modern and traditional dishes at very reasonable prices. You can 
choose to sit and dine in or take it away. Open 08.00am - 17.30pm Monday to 
Friday.  

Marine Learning Centre - The MLC for deck students offers learners subject 
specific support on an evening Monday to Thursday, 6pm-8pm.

The Engineering Centre - The Engineering department also offers tutorial 
sessions in various subjects. 

Virtual Tour - Take a virtual tour of our campus here: 
http://marinetour.stc.ac.uk/

12. STAFF ROLES
All of the staff at College are here to help you through your course and the student 
experience, however some staff have areas they are more suited to help you with 
depending on your worry or query. The following outlines the general duties of the staff 
you will come into contact with on your course, so you are able to determine who is 
best to contact given any circumstance. Please note that generally you should try and 
resolve any issues with your subject Lecturer in the first instance - if applicable, if not 
related to a lesson then see your Tutor. If you feel the issues are still ongoing and have 
not been addressed satisfactorily, you may then report to your Curriculum Manager. 

Administrators for your course are located at the Marine Reception, any paperwork that 
must be collected by you or has been asked for by your Administrator, will need to be 
handed in at/collected from, the Marine Reception unless otherwise stated.

Lucy Howlett - School Administrator

You will be given a Tutor who you will see each week for Tutorial sessions, if you have 
any issues that cannot be solved by your subject Lecturer of if you have an concerns 
about your student experience, please make sure that you discuss these with your Tutor.

Helen Davison - Deck & Engineering
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You will have several different Lecturers who will specialise in each area that they teach, 
if you have any concerns regarding work that has been set for you, please see the 
subject Lecturer.

Curriculum Managers teach subjects on your course whilst also being responsible for 
deputising for their Head of School:

Rod Jones - Curriculum Manager for Cadet and OOW Programmes 

Trevor Douglas - Curriculum Manager for Foundation Degree and Degree Programmes 

Lisa Oliver - Curriculum Manager for Marine Engineering - Advanced Certificate & 
Advanced Diploma

Conrad Bays - Curriculum Manager for Marine Engineering - Electrical Short Courses, 
ETO Graduates & Distance Learning 

Martin Jones - Curriculum Manager for Marine Engineering - FD Sponsored Cadets 

Scott Franklin - Curriculum Manager for Marine Workshops and Engineering Pre-Cadets 

Your Head of School arranges your course for you and oversees the delivery of it, the 
current Head of School’s are as follows:

Jon Milner - Head of School for Nautical Science 

Chris Gray - Head of School for Marine Engineering 

Michael Speers - Head of Marine Offshore Safety Training
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13. GETTING TO THE COLLEGE

AREA MAP

HOW TO FIND US

How to find us

All sites are served by excellent 
trunk roads and motorways. 
They are within easy reach of 
the domestic and international 
airports of Newcastle and Durham 
Tees Valley. Rail services operate 
to Newcastle from London and 
other parts of the UK.

Westoe Campus

St. George’s Avenue,  
South Shields,  
Tyne & Wear, NE34 6ET

Marine School Entrance

Grosvenor Road,  
South Shields,  
Tyne & Wear, NE33 3EN

Marine, Offshore & Safety Training

Wapping Street,  
South Shields,  
Tyne & Wear, NE33 ILQ

Grosvenor Road
Grosvenor Road
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DIRECTIONS
Westoe Campus

      By air and rail

From Newcastle international Airport and Newcastle Central Station catch the Metro 
(Rapid-transit underground railway) to Chichester, and then walk along Dean Road to 
the college following the pedestrian signs.

      By road

If you are:

• Travelling south on the A1, leave at the junction with the A19 and follow the A19 for
approximately 10 miles to the Tyne Tunnel, and then...

• Travelling north on the A1, take the right fork off the motorway at junction 65 (A194M)
towards the Tyne Tunnel just after the Washington Services. After approximately 3.5
miles you will reach a roundabout (junction with the A184), and then...

• Travelling south on the A1, take the A1 south for approximately 9.5 miles, crossing
the River Tyne and passing the Gateshead Metro Centre until you reach the Angel
of the North (very large public sculpture), After approximately 1 mile leave the A1 at
the junction A1231 and continue for approximately 3.5 miles going straight over the
first roundabout, turning left at the second roundabout and following the signs for the
A194M and Tyne Tunnel. From the junction with A184 onwards...

...follow the map on page 15. 

14. ONSITE PARKING
All parking onsite is currently free of charge. We have limited charging stations for 
electric cars onsite, so please be considerate when charging and only park in these 
spaces when you need to recharge. Non-electric cars are not permitted to park in these 
designated spaces. We have disabled parking bays onsite next to all main entrances/
exits to our buildings, please only park in these spaces if you are a blue badge holder. If 
you park in these spaces, you must always display your blue badge in full visibility on the 
dashboard of your car. Students who are living in our Halls of Residence are permitted to 
leave their car in the Halls car park for the duration of their stay.
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15. SURROUNDING AREA
There are plenty of things to do in and around South Shields, such as shopping, 
entertainment, restaurants, night life, a fair, extensive coast line and much, much more, 
please see the following link for more information:

http://www.visitsouthtyneside.co.uk/

Nearby are also the bustling cities of Newcastle and Sunderland which are a short 
distance away by car, Metro or bus. For information regarding local public transport, 
please see the following link:

https://www.southtyneside.gov.uk/article/34968/Travel
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