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Induction Schedule for New Undergraduates 
For any updates and latest information see: http://www.cs.ucl.ac.uk/students/student_information/timetables/induction_week/undergraduate/
	Monday 23rd September 2013

	
	09.15-09.30
	Room MPEB 1.03

Malet Place Engineering Building, (MPEB) 
(1st Floor) *Map*
	Registration 

Register with the department and collect your welcome packs.  

	

	09.30–10.15 
	Room 1.03 
MPEB (1st Floor)
	Greetings & Introductory Talk 
with the Undergraduate Tutor Dr Graham Roberts

	
	10.15–10.35
	Room 1.03, 
MPEB (1st Floor) 
	Health & Safety Talk
with the Health & Safety Officer Dave Twisleton 


	
	10.35–11.15
(surnames A-G)

11.15-11.50
(surnames H-P)
11.50-12.30
(surnames Q-Z)

	Room 1.20
MPEB (1st Floor)


	Option Choice Advice Drop-in Session
Advice for new undergraduates on choosing your optional modules.  Please also see the syllabus for the first year and Portico Module Registration Guide.


	
	14:00-15.00
(surnames A-G)


	4th Floor, Science Library,

Malet Place
	Science Library Induction

The Science Library is a useful resource for undergraduates and it is only next door! On arrival, go to DMS Cluster on the ground floor of the Science Library to meet your guide.


	
	15.00-16.00
(surnames H-P)
	4th Floor, Science Library,

Malet Place
	Science Library Induction

The Science Library is a useful resource for undergraduates and it is only next door! On arrival, go to DMS Cluster on the ground floor of the Science Library to meet your guide.


	
	16.00-17.00
(surnames Q-Z)

	4th Floor, Science Library,

Malet Place
	Science Library Induction

The Science Library is a useful resource for undergraduates and it is only next door! On arrival, go to DMS Cluster on the ground floor of the Science Library to meet your guide.


	Tuesday 24th September 2013

	
	
	
	

	
	10.30-12.00
	Bloomsbury Theatre                        MPEB (1st Floor) *Map*
	New Student Transition Information Talk
Get essential information regarding finance, accommodation, rights and advice, health and counseling, the Careers Service and the Student Union.


	
	12.00-13.00
	Roberts 4.21
Fourth Floor, *Map*
	Meet your Mentor - All Freshers will have a current student who will act as their Mentor and guide when they arrive. 


	
	13.30-14.30
	Wilkins Building

 *Map* 
	Enrolment - Remember to bring your documentation with you so that you can complete your enrolment.  You will collect your Student ID Card immediately after enrolment.


	
	
	
	

	Wednesday 25th September 2013

	
	9.30–10.00
(surnames A-G)
10.00-10.30

(surnames H-P)
10.30-11.00

(surnames Q-Z)

	Room 4.07
Malet Place (4th Floor)
	Allocation of departmental computer accounts


	
	11.00–13.00
	Room G.03
Bedford Way *Map* 
	Introduction to CS Computing Facilities 
with Dr Graham Roberts



	
	15.30-17.30

(Surnames A-G)


	Lab 1.05

MPEB (1st Floor)

	Introduction to CS computing facilities Lab Session
Check out the Undergraduate Computer Laboratory and use the skills you learned at the Intro to CS Computing Facilities lectures.


	
	
	
	

	
	
	
	

	Thursday 26th September 2013

	
	9.00-11.00

(Surnames H-M)
	Lab 4.06

MPEB (4th Floor)
	Introduction to CS computing facilities Lab Session
Check out the Undergraduate Computer Laboratory and use the skills you learned at the Intro to CS Computing Facilities lectures.


	
	11.00-11.15
	Room 1.03
MPEB (1st Floor)
	UCLFINDS

With Donald Lawrence

	
	11.20-11.30
	Room 1.03
MPEB (1st Floor)
	Introduction to UCL Economics and Finance Society

	
	11.30–11.45

	Room 1.03      
	Volunteering Information, Fiona Addison
Information on volunteering opportunities

	
	11.50-12.10

	Room 1.03

	Introduction to UCL Careers


	
	12.10-12.20


	Room 1.03
	Introduction to UCL Enactus


	
	12.20-12.30
	Room 1.03
	Engineers without Borders UCLU


	
	12.30-12.40
	Room 1.03

MPEB (1st Floor)

	Introduction to Tech Soc



	
	13.00-15.00

(Surnames N-S)

	Lab 4.06

MPEB (4th Floor)

	Introduction to CS computing facilities Lab Session
Check out the Undergraduate Computer Laboratory and use the skills you learned at the Intro to CS Computing Facilities lectures.


	
	15.00-17.00

(Surnames T-Z)

	Lab 4.06
MPEB (4th Floor)
	Introduction to CS computing facilities Lab Session
Check out the Undergraduate Computer Laboratory and use the skills you learned at the Intro to CS Computing Facilities lectures.


	
	
	
	

	Friday 27th September 2013

	
	10.30–16.00
*ALL DAY* 
	North Cloisters, 

Wilkins Building
(Near Main Quad) *Map*
	Welcome Festival

Clubs, societies and local and national businesses will all be there, vying for your attention. This is a great chance to get to know what's available to you as a student at UCL.

	
	14.00-17.00
	Chancellor’s Hall

Senate House

Malet Street, London, WC1E 7HU
*Map* 
	UCL Computer Science Welcome Event Sponsored by the Graduate Developer Community. Meet fellow students and your personal tutor. Afternoon Tea will be served.


Welcome to the Computer Science Department

This guide has been created to complement the information that can be found on the part of our website dedicated to students: http://www.cs.ucl.ac.uk/students.  Its aim is to collect together into one document some essential information about the department, which you will need throughout your time here. Please read it carefully and take some time to investigate the links contained in it, as some of the information may not be repeated to you in any other form and the consequences of ignorance could be serious!
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PART ONE (FACILITIES)

1 Finding your way around

The Department of Computer Science (CS) is part of the Faculty of Engineering Sciences and is housed in the Malet Place Engineering Building (MPEB), located between the Roberts Building and the DMS Watson Library at the south end of the main campus.

Whilst you are getting your bearings, it is helpful to know that the first digit of a room number indicates the floor it is on. For example, 1.02 is on the First floor, while 5.22 is on the fifth floor. The building entrance is on the Ground Floor (level 0), the main access to the 1st floor is up one flight of stairs. The reception desk, for CS, is on the 5th floor and you should go there if you have any queries, need to see a member of staff or to hand in coursework. 

Academic staff offices are located on floors 5-8 whilst the computer labs are on floors 1 and 4. Please note that floors 6, 7 & 8 and some other parts of the building have restricted access. If you need to see someone in a restricted area please go to the 5th floor reception desk first. Alternatively, if you know the telephone extension number for the person you are visiting, you can use the access phones which are located by the entrance of the respective corridors.

There are public lifts providing access to all floors in the building, except for level 1 for which you must use the stairs from the building lobby. If you are unable to use the stairs to the first floor please go to the reception desk and ask about alternative access.

Most floors are connected by bridges to the equivalent floors in the adjacent Roberts Building. This gives access to another set of lifts and stairs.

2 Safety & Security

The departmental Safety Officer is Dave Twisleton (email d.twisleton@cs.ucl.ac.uk, x33667). Safety problems may be notified to him via electronic mail or via the helpdesk.  In particular, report fire doors that do not close properly, blocked fire exits, misplaced fire extinguishers and any other safety hazards. In the case of urgent safety problems the assistance of any member of staff should be sought.
The UCL emergency phone number is 222 (do not confuse with the UK national emergency number 999). Phones are located in all teaching rooms, labs, offices and in most corridors. Dialling 222 is the quickest way to get help in the event of an emergency. If possible give your location; the Department of Computer Science is in the Malet Place Engineering Building. The UCL front lodge at the main gate is continually staffed if no other help can be obtained. The security office at the entrance to the Roberts Building next door is also staffed until 20:00. 

Simple first-aid and items such as sticking plasters can be obtained via the 5th floor reception desk or the helpdesk on the 4th floor. Tracy Williams (room 5.22, extension x37287) is a trained first aider.

Note that UCL has its own internal phone system, which is why 222 is used as the emergency number. Where you see a phone number like x12345 in this document, it refers to an internal phone number. Just dial the number given in order to make a call (don't try to dial the x!)

2.1 Emergency Exits
Emergency exits and escape routes are marked by green signs with white arrows and lettering. If the fire alarm rings leave the building by the nearest emergency exit route and do NOT use the lifts. Do not simply head for the main entrance if there is a closer emergency exit. Open any emergency exit doors necessary (push the opening bar). Note that you can cross the bridges into the Roberts building as well as use the stairs in the MPEB - this may well be a quicker way of exiting the building safely.

2.2 Fire Alarms
If you discover a fire raise the alarm using the nearest fire alarm button (small red box on the wall, break the glass to push the button). Then immediately leave the building via the nearest emergency exit. Do NOT attempt to fight the fire yourself. 

Evacuate the building calmly but quickly, making sure all fire doors are closed after you pass through (and no one else is following).  Do NOT stop to collect personal possessions, do NOT use the lift.  Once outside, move away from the building and go to the official assembly point, which is at the South Junction - turn left when exiting the building from the main entrance and go past the DMS Watson library and through the tunnel.  Do NOT stand outside MPEB, as this blocks the exits. 

Fire marshals wearing yellow safety vests will be on hand to assist with the evacuation. The rooms on each floor should be checked by a fire marshal but this may not always be possible. Follow their instructions and inform them if you believe someone has been left behind or may be trapped. It is up to you to act responsibly, so under no circumstances remain in the building. You must go to the assembly point, so that you can be accounted for if reported missing. Do not return to the building until you have been told it is safe to do so. The fire alarm may stop ringing, but you are not permitted to re-enter the building until the UCL fire officer or safety officer gives permission.

2.3 Security
UCL is in a central London location so security has to be taken seriously. Please make sure that doors with swipe-card or automatic locks are properly closed. Use the emergency phone (222) to report any suspicious behaviour. Make sure that you keep personal possessions safe, especially mobile phones and laptop computers.

2.4 Access to the department
CS is normally open to students from 08:30 until 19:00 each weekday.  Safety regulations dictate that taught students cannot be left in UCL premises at times when there are no members of staff at hand to deal with an emergency situation.  In the interests of personal safety, you should also always try to work in a room with other students.  If you are working out of hours and try to avoid being left in the building on your own.

In an emergency, dial 222 on any telephone.  All emergency services, together with UCL security can be contacted in this way.  Please be sure to inform the Departmental Tutor if you are an undergraduate, or your Programme Director if you are a taught Master’s student, if you suffer from a condition such as epilepsy that might cause particular problems.

3 Building Rules and Regulations

In general the department works well with few rules, but the following are important and failure to observe them will be taken seriously. They help to ensure that the department operates as a fair and open community.
3.1 Smoking
Smoking is not allowed anywhere in the Department or building.  Furthermore, UCL policy prohibits smoking at all times in the public areas of all buildings. Do NOT smoke outside the building entrance OR on the bridges between the MPEB and the Roberts Building.

3.2 Food and drink
You must NOT bring food or drink into computer rooms or lecture theatres.  Accidents have happened in the past and have caused great inconvenience.  If you break the rules of the department and misuse the equipment you run the risk of having your account on the machines suspended for a time determined by the system manager.

3.3 Paper Mail
If you should receive post in CS we will e-mail you to let you know and you will have to produce your student ID.  However, you are strongly discouraged from using the departmental address for general correspondence.  No goods may be sent to the department on your behalf.

3.4 ID cards
Security is important in an "open" building such as ours.  You must carry your UCL ID Card at all times to prove your current status.  Ideally, you should wear them so they are visible.  Anyone who cannot produce a valid ID card may be asked to leave the building. 

To enter most buildings within the UCL campus, you must show your ID card, so it is important to carry it with you at all times. Your ID card also acts as your library card. If you lose your card, you should get a replacement as soon as possible by going to the Access security office in Andrew Huxley building (near the South Junction). You get one replacement for free but subsequent replacements cost £15 each. Avoid losing your card in the first place! 

4 Computing Facilities

4.1 Computer Labs
There are three computer labs in the building on the 1st and 4th floors (rooms 1.05, 1.21 and 4.06), which are exclusively available for use by students of the CS Department.  In general you are free to use any machine in any lab but note that some will be marked for special use and certain groups of students have priority use at certain times. Each lab has a timetable posted on the door during term-time so students can see when it is in use for teaching sessions.

Please bear in mind the following when using the labs:

· Labs are quiet areas, like a library — please be considerate to other users.  

· Eating or drinking is NOT ALLOWED in any of the labs at any time.

· For security reasons, labs are monitored by CCTV.

Please see http://tsg.cs.ucl.ac.uk/services/ for details of services/ software available.

4.2 Using your Laptop in a Lab

You may use your own laptop in the labs and can connect to the network at allocated network points (clearly marked) in the labs. Do not use any other sockets or unplug network cables to use a socket. To connect, your laptop needs an Ethernet port and to be set up with an IP address. Most laptops have a built-in Ethernet port, if not you will need to buy an Ethernet card (PCMCIA or PCcard). To get an IP address and other configuration information visit the CS Helpdesk (see item 6 TSG Help Desk). A check will be made that your laptop is not infected with any viruses. Free anti-virus software is available.

Details can be found at: http://tsg.cs.ucl.ac.uk/basics/connectivity/ 

The use of P2P software is strictly prohibited. Laptops must not be used to download any material in contravention of licensing or copyright rules. Copyright must always be respected. 

4.3 Wireless Networking 

ISD (UCL’s Information Systems Division) provides an extensive wireless access service called eduroam for mobile computer users (see http://www.ucl.ac.uk/isd/students/wireless). Within the CS building the CS wireless network is also accessible for student use (contact the CS helpdesk to get connected).
5 Use of Computers

You will have access to computing services from two sources: the Computer Science department and the Information Systems Division (ISD). 

CS has its own computers and you will be issued with an account on these systems.  These are the principal machines that you will use for completing coursework, reading electronic mail, etc.  Additionally, ISD has a large pool of ‘cluster rooms’ located in workrooms across the campus.  These are mainly PCs and are useful for running popular PC packages such as Microsoft Office. See http://www.ucl.ac.uk/isd/students/workrooms/locations for details of locations and opening times. 

5.1 CS Computer Accounts
Your Computer Science username and password should be collected during the first week (see your induction timetable for your specific slot).  It is very important that you get an account as soon as possible so that you can do the introductory practical work.

5.2 UCL username and password
This should be collected as part of the UCL enrolment process. See the ISD’s new students page for further details: http://www.ucl.ac.uk/isd/students/new-students 

5.3 Conditions of Computer Use
When you register for an account on departmental computers, you will be given a copy of the "Conditions of Use".  You will also be required to sign a copy.  Please read these conditions carefully, as they are very important.  Any breach of these conditions will be treated seriously, and offenders may be subject to Departmental and/or UCL disciplinary procedures.

Examples of unacceptable use include the following, but please note this list is NOT exhaustive.

· possession or use of software intended to subvert the security of any computer system, or seek vulnerabilities (e.g., "portscanners").

· possession or use of software intended to compromise any user's password or system password.

· possession or use of software intended to intercept network traffic.

· possession or use of software which has been obtained illegally or in breach of any licence agreement.

· use or attempted use of any other user's account (with or without their permission), or allowing any other person to access your own account.

· sending electronic mail that may cause offence or nuisance, or mail in conjunction with commercial activities.

· possession, propagation or display of any material likely to cause offence (e.g., pornographic, racist or sexist text or images).

· the use of P2P software, or any software that causes unacceptable loads on the network.

There are separate but similar conditions for use of main UCL computers.  Users are at all times bound by both sets of regulations.

Please note that the ultimate penalty that can be (and has been) applied for misuse of computing facilities is permanent dismissal from UCL.
5.4 Electronic mail
CS computers and the UCL computer facilities both provide efficient electronic mail (e-mail) systems.  You will be shown what the Departmental system is and how to use it in your first week.  E-mail will be our main means of written communication so you must read your e-mail regularly, preferably every day.

E-mail makes communication easy and convenient but must be used sensibly.  In particular, beware of electronic mailing lists that make it very easy to send a message to a large group of people.  The people who receive your message will find electronic junk mail at least as irritating as they do the paper sort.  Think very carefully therefore before sending mail to a list and be sure that your message really is of interest to everyone who will receive it.  If you misuse the e-mail facilities you run the risk of having your computer account disabled.

In addition, the power and immediacy of e-mail also occasionally seems to stimulate some people to send the sort of abusive messages that they would never dare deliver face-to-face.  Again, the Department will not tolerate such anti-social usage of the e-mail system.

There is a mailing for each CS programme (and each separate year-group for undergraduates) to which you will be automatically registered. 

5.5 The World Wide Web
The "World Wide Web" (WWW) is a powerful system for sharing information across the Internet. CS has adopted a policy of using the web as a means of presenting information to students and for many other purposes.  Thus, there are entries describing each of the Department's degree programmes, entries about our members of staff, our main areas of research, and so on (see http://www.cs.ucl.ac.uk/students.html). You will be told more about using the web during the introductory lectures.

5.6 Faulty Equipment etc.

Faults in computer equipment are usually best handled via e-mail but you can also visit the Technical Support Helpdesk on the 4th floor in person. In most cases a message should be sent to request@cs.ucl.ac.uk.  Faults in the fabric of the building should be sent to building-faults@cs.ucl.ac.uk.  If the fault occurs in a specific piece of research equipment belonging to the group with whom you are doing a project, you should inform members of the group and group leader.

6 The CS Technical Support Group Help Desk  

The Help Desk provides a central point of contact for reporting any technical problems for equipment based in the CS department. The Helpdesk is responsible for recording, tracking and resolving such problems. Members of the Technical Support Group (TSG) staff the Help Desk, normally from 9.30 - 17.00, Monday to Friday, during terms 1 and 2. Staff may temporarily be away from the helpdesk if they are attending to a problem elsewhere.  A note to indicate this will normally be written on the whiteboard on the door. You can contact the helpdesk in one of 3 ways:

· go in person to the helpdesk room on the 4th floor,

· send an email to request@cs.ucl.ac.uk,

· telephone extension x37280 (or call the mobile from an internal phone using "#6439" if you cannot find a member of staff or if it is urgent, e.g., dripping water, electrical fault, etc.)

Please note – the helpdesk staff are there to assist with technical problems and not to help you with your coursework!

6.1 Frequently Asked Questions (FAQs)
There may be a simple and quick answer to your question, so do check the FAQ’s first.  You can find these at this link: http://tsg.cs.ucl.ac.uk/index/ 

6.2 Working with PCs
If you have access to a PC at home or in halls you may need advice on how best to use it in conjunction with the CS workstations.  Dr. Graham Roberts (Departmental Tutor, room 5.07a, email g.roberts@cs.ucl.ac.uk) is the "PC enabler" and will probably be able to help.  However, if you have more general questions about PCs these should be directed to the IS helpdesk and not to Graham.

PART TWO (People)
7
People in the Department
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The Head of Department

The Head of Department is Professor John Shawe-Taylor. John is a Very Important Person and ultimately responsible for everything that goes on in the Department; undergraduate and postgraduate teaching, research and administration. You may need to talk to John if you encounter a particularly severe problem during your course. However, your first recourse should be to your personal tutor, to the Departmental Tutor (for undergraduates) or to your Programme Director (for taught Master’s students). Of course, if you manage to cause John a particularly severe problem then he may want to see you! 
Your Personal Tutor 

As there are a large number of students in the department it is impossible for every member of staff to know all of you by name. However, the tutorial system will enable you to get to know one member of staff better. Every student is assigned a tutor from amongst the academic staff. That person will normally remain your tutor throughout your time at UCL. You are expected to meet your tutor at least twice a term and keep them up to date with your progress. You can always arrange to see your tutor at any time if you need someone to talk to or you are having problems. 
The Departmental Teaching Committee has set out some guidelines to help you understand what you can expect from this relationship. http://www0.cs.ucl.ac.uk/teaching/CS_Tutorials.pdf 
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The Director of Studies / Departmental Tutor (Undergraduate)
The CS Departmental Tutor and Director of Studies is Dr. Graham Roberts (graham.roberts@ucl.ac.uk), phone 020 7679 3711, Room 5.07a on the 5th floor of the Malet Place Engineering Building). He is responsible for dealing with problems or queries about undergraduate degree programme and modules, student welfare, any problems affecting undergrad studies and for organising the undergraduate tutorial groups. If you need to talk to Graham try to make an appointment by email first. 
Graham receives regular feedback about undergraduates from tutors and lecturers. If an unfavourable report is received Graham will ask to see you to find out what is going wrong. If your commitment to the course does not appear to improve Graham will notify the Faculty Tutor of the problem. The Faculty Tutor is the senior tutor to all departments in the Faculty and is responsible for reporting on your progress to your local education authority or equivalent. A poor report and lack of attendance can result in your support being suspended.  

You should always inform Graham about any illness or personal problem that is preventing you from meeting the demands of the course, so that this can be taken into account when it comes to the formal assessment of your work. If you have a specific personal problem that requires professional assistance, Graham will be able to direct you to the appropriate source of help.
Other Undergraduate Contacts:
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The First Year Coordinator

Dr. Kevin Bryson (k.bryson@ucl.ac.uk, Room Darwin.632) is responsible for the coordination of first year modules. Make an appointment by email to see Kevin if you want advice about options, or if there are issues to do with first year modules that cannot be dealt with by the module lecturers. 

Second, Third and Fourth Year Coordinators

For future reference the other year coordinators are currently:
· 2nd year, Licia Capra, L.Capra@cs.ucl.ac.uk, room 7.18

· 3rd year, Denise Gorse, D.Gorse@cs.ucl.ac.uk, room 8.02

· 4th year, Graham Roberts, G.Roberts@cs.ucl.ac.uk, room 5.07a
Note, please contact year coordinators by email first, making an appointment to see them if necessary.
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The Undergraduate Administrator

The Undergraduate Administrator is Sarah Clegg. Sarah is located in office 5.22 on the 5th floor of the CS building, email s.clegg@ucl.ac.uk, phone 020 7679 3690. She plays a major support role in running all our undergraduate programmes with responsibility for tasks such as arrangements for student records, registration, admissions and examinations. If you have any queries concerning any of these areas, in particular module registration, see Sarah. She is also a good person to contact if the Departmental Tutor is not available. 

Other Academic and Administrative Contacts in Computer Science

The Departmental Office
The Departmental Office deals with issues to do with the day-to-day running of the department such as greeting visitors, answering general enquiries, facilities management and coursework collection. JJ Giwa is in charge of the Departmental Office and is assisted by Patricia Fenoy. JJ and Patricia can be contacted on x37214. Faults in the building such as faulty lifts, blocked toilets etc should be reported to the Departmental Office.
The Departmental Administrator (Academic Policy and Operations)

Nicola Alexander (MPEB Room 5.21, nicola.alexander@ucl.ac.uk, 020 7679 7993) is responsible for overseeing teaching administration in the department. Contact Nicola with queries about timetabling, academic policies and regulations, quality assurance and annual monitoring, student feedback-related issues, and the Departmental Staff-Student and Teaching Committees.
Equal Opportunities Liaison Officers
UCL has a very strong commitment to equal opportunities and appropriate behaviour in all aspects of the way UCL is run. See http://www.ucl.ac.uk/hr/docs/equal_opportunity.php for detailed information. Within the CS department there are two Departmental Equal Opportunities Liaison Officers (DEOLOs) who are responsible for monitoring equal opportunities and are the first point of contact if you want to raise equal opportunities issues or report bad behaviour. The two DEOLOs are:

· JJ Giwa, j.giwa@ucl.ac.uk
· Graham Roberts, graham.roberts@ucl.ac.uk
If you encounter discrimination, harassment, bullying or any other unacceptable behaviour, please feel free to contact any of the DEOLOs at any time. They are always ready to listen and will always respect your confidentiality. 
Women in CS Co-ordinator
Within the department of Computer Science itself, Professor Zhaoping Li (x32850) is the Women in CS co-ordinator, with the remit of encouraging and supporting women staff and students. Please see Zhaoping's website at http://www.cs.ucl.ac.uk/staff/Z.Li/WomenInCS.html for more information.
8
What do I call members of staff?

All members of academic staff have a professional title of either Dr. (Doctor) or Prof. (Professor). By default you should refer to Dr. X or Prof. Y. However, most staff are pretty relaxed about names and don't mind if you use first names once they know who you are. We definitely discourage being referred to as Sir, Miss or similar. We are not at school! 
9
How do I get to see a member of staff?

If you need to talk to a member of staff it is best to email that person and ask for an appointment (it may take a day or more to get a reply) or to approach them at the end of a lecture. Most staff offices are in secure areas of the building that you cannot access directly, so you can't just walk up to someone's office. Instead you should go to the CS Reception Desk and ask the person on duty to contact the staff member who will then let you into the area of the building where their office is. 

10
People beyond the department

Advisor to Women Students
Dr Hilary Richards, (x40882) in the Faculty of Life Sciences, is available to deal with problems which specifically affect women students; for example, advice on dealing with sexual harassment.  

The Engineering Sciences Faculty Tutor
Mr Marco Federighi is the Engineering Sciences Faculty Tutor, involved in students' academic and pastoral arrangements across the Faculty. Marco is located on the 2nd Floor of the Engineering Front Building. If your attendance is not satisfactory or you have serious problems disrupting your studies that cannot be dealt with by the CS department you will be asked to see the Faculty Tutor in order to sort things out.

SRS Student Support and Wellbeing drop-in sessions
Student and Registry Services (SRS) runs a triage and referral service for all enquiries received from or regarding students. The first point of contact for such enquiries and for coordinating follow-up as necessary is the Registrar’s Office - email studentofconcern@ucl.ac.uk and the telephone number x24545. In addition there is a web-based ‘Cause for Concern’ enquiry form and a web-based appointment booking form to request to see an SRS adviser on matters relating to support and wellbeing, finance, discipline or complaints. These forms are available at http://www.ucl.ac.uk/current-students/support.  SRS also run drop-in sessions at the following times: http://www.ucl.ac.uk/current-students/support/wellbeing/drop_in
UCL Disability Coordinator
Marion Hingston Lamb can be found in room G16 in the Registrar's Division, South Wing.  She is available to assist with any general enquiries regarding access issues at UCL extension x30100, email: disability@ucl.ac.uk
Further information about services for disabled students can be found at http://www.ucl.ac.uk/disability/ 

If you are a student with disabilities, it may be possible to arrange for you to take your examinations in a separate room designated for this purpose and/or to use special equipment. The deadlines for making such arrangements are 1st March if you have dyslexia or at least six weeks before your first examination if you have another disability. If you wish to enquire about such arrangements you should, contact the disability office as early as possible. 

PART THREE (Teaching & Learning)
7 Term Dates

There are three terms in an academic year. The term dates for this academic year are:

· Autumn Term (Term 1): Monday 23 September 2013 to Friday 13 December 2013
· Spring Term (Term 2): Monday 13 January 2014 to Friday 28 March 2014
· Summer Term (Term 3): Monday 28 April 2014 to Friday 13 June 2014
The terms are structured as follows: 

· Lectures and tutorials take place during Term 1 and Term 2 only. Term 3 is the exam term when you take your end of year exams. Other than mid-session tests held in January for a few modules, all exams are in Term 3. 

· Term 1 is organised as: induction week, 5 teaching weeks, reading week, 5 teaching weeks. 

· Term 2 is organised as: 5 teaching weeks, reading week, 5 teaching weeks. 

· Term 3 is organised as roughly 4 weeks during which exams are held, with the remainder of the term used for exam marking. Note that it must be possible to contact you after the exams to deal with any queries during the marking process. 

· Taught Master’s students continue with their projects in the Summer months – submission dates range from 30 August to 15 September in any given year.

Students are required to attend throughout all of terms 1 and 2. You should not arrive after the start of term or leave before the end of term. Plus you really don't want to miss any exams in term 3!

During a reading week Computer Science and most other departments (but not all) do not normally hold lectures or problem classes. Term 1 reading week is 4-8 November 2013, Term 2 reading week is 17-21 February 2014. A reading week provides a chance to study and catch up with coursework from the preceding 5 weeks of lectures. It is not a holiday or half-term and you should not arrange to go away — you need to spend the time studying otherwise you will not be able to keep up.

Note that there are a total of 20 weeks of formal timetabled teaching (lectures and classes) during the academic year. You are expected to use the rest of the time to organise your own studies and complete coursework. A lot of ground will be covered quickly and you must keep up. It is a fundamental mistake to believe you can take it easily at the beginning — you will fall behind and not be able to catch up. 
8 Your Timetable
To access your personal timetable go to www.ucl.ac.uk/timetable and log in with your UCL userid and password.

12.1
Your Personal Timetable

Your personal timetable displays all the modules for which you are registered in Portico (see section 24 for further information on Portico). Students are automatically registered for modules compulsory to their programme so you will be able to view these in your timetable straight away. Your option choices will only appear in your personal timetable once you have registered for them in Portico. There is a link from the 'select your modules' screen to the timetable, so you can check that your option choices do not clash with your compulsory modules before you select them. Once you select and confirm your options in Portico, they will appear in your timetable the following day. If a module selection is rejected or deleted in Portico, it will be removed from your timetable the following day.

Each event that appears in your timetable has a listed type, 'lecture', 'practical', 'problem based learning'. You should attend ALL lectures. Where you are automatically assigned to a smaller group such as a practical or problem class by the department, only the group you have been assigned to will appear in your personal timetable.

Modules where students will be automatically assigned to groups are as follows:

COMP1001 Computer Architecture
COMP1002 Theory I
COMP1007 Principles of Programming
COMP1008 Object Oriented Programming
COMP1010 Robotics Programming
For these modules, you will be assigned to a group that does not clash with anything else in your timetable. If you change an option choice and a clash then occurs, you will need to contact Nicola Alexander, the Departmental Timetabler (nicola.alexander@ucl.ac.uk) to be allocated to a different group.

For Computer Science modules not listed above, there may be multiple labs and problem classes that you can attend at any of the times listed. For these modules, ALL labs and problem classes associated with each should appear in your personal timetable. You may not need to attend all of them, so please make sure you take a careful note of any arrangements for labs and problem classes that your lecturer announces at the first lecture for each module.

12.2
Custom Timetable

You can use the custom timetable tool to check for clashes in potential option choices.

To access the custom timetable go to www.ucl.ac.uk/timetable. You do not need to log in to access the custom timetable, although you will need to enter your compulsory modules when you build your custom timetable, as they do not automatically appear in this view.
Details of all Computer Science timetabling can be found in the students section of the CS website:  http://www-typo3.cs.ucl.ac.uk/students/student_information/timetables/ 
Contact Nicola Alexander (nicola.alexander@ucl.ac.uk) if you have any timetable queries.

12.3
Clashes

There should be no timetable clashes where your compulsory modules are concerned, so if you spot one, please let Nicola (nicola.alexander@ucl.ac.uk) know immediately. We try as far as possible to avoid clashes amongst optional modules too, however where a module can be taken by students from several different programmes it is not always possible to avoid conflicts. When choosing options you will need to check the online timetable and look for potential clashes. Not all combinations of option module listed on your degree programme pages will be available to you. 

A timetable clash between two lectures on different modules is the biggest problem. It may be possible to live with one clash on a given option module but if there are two or more clashes you should find a different option. Clashes between option modules and CS lab or problem classes are usually easier to resolve as there is some flexibility over which classes you attend. If there is a clash you can ask to move to a different lab or problem class.  
Timetables can be subject to change at short notice – so please check yours regularly!
9 Your Degree Programme

UCL operates a credit-based teaching and assessment system. Teaching is organised around courses, referred to as modules, with each module focused on a particular subject such as programming, mathematics or theory. A module has a value measured in credits, awarded when you pass the module. The number of credits you need to pass differs according to programme and year. Make sure you check the relevant information for your programme.
Undergraduates

There are links to the syllabus and curriculum for each year group from: http://www-typo3.cs.ucl.ac.uk/students/ 

Important information about all aspects of assessment appear at the following link:

http://www-typo3.cs.ucl.ac.uk/students/undergraduate_information/assessment/ 

UCL’s Academic Regulations for taught students are an important source of information on the rules governing how you are assessed. Make sure you are aware of them: http://www.ucl.ac.uk/ras/acd_regs 
Syllabus
Each Computer Science module has a syllabus page. You can check the syllabus page to see who is teaching a module, which content you can expect, how the module is examined and which resources are available for the module. We try to keep the syllabus as up-to-date as possible, but if you are ever in any doubt about the assessment or the prerequisites for a particular module, or the options available on a particular programme, you should check with the lecturer or your Programme Director.
The syllabus indexes are here: 

http://www.cs.ucl.ac.uk/students/syllabus/ug/ (undergraduate modules)
http://www-typo3.cs.ucl.ac.uk/students/syllabus/pg/ (postgraduate modules)
Changing degree programmes 

If you are in any doubt as to the suitability of the programme of study you are following, you should discuss the matter with the Departmental Tutor (undergraduates) or your Programme Director (postgraduates) immediately. 
Transfer to a different programme can’t be guaranteed, but if it is agreed a degree course change form will need to be completed.
http://www.ucl.ac.uk/current-students/services/studyinformation/changecourse 
10 Option Choices/ Changing Option Choices

For those students who have option choices, the deadline for confirming the choices in Portico is Friday 11 October 2013. There is a handy guide to registering for modules in Portico at the following link: https://evision.ucl.ac.uk/hts/ucl/module_registration_student_userguide.pdf 

There are various sources of information available to help you make your choices, including syllabus, curriculum and programme-specific web pages or dedicated Moodle pages (e.g. for affiliate students), meetings with you tutor or a Programme Director, and in some cases, more formal ‘option choice’ presentation sessions. Make sure you take note of advice given by the academic staff during induction week sessions and make use of all the support available to you. 

Changes to module selections are still possible after 11 October, but need to be requested via a special Moodle page set up for the purpose: The link is here:

http://moodle.ucl.ac.uk/course/view.php?id=10873  You may need to email your Programme Administrator for the enrolment key.

In January, there is a small window of opportunity to enable students to make changes to term 2 module selections. These changes should ideally be requested by the end of the first week of term 2, and no later than the end of the second week of term 2, via the Moodle page, above.

Option modules run by other departments

Students on some programmes are permitted to take a limited number of modules from outside the CS Department (you will sometimes see these referred to as ‘electives’). Modules taught by other departments will be run according to their rules and regulations. They may be organised quite differently from those run by Computer Science. In particular, you may be required to sign a register at each lecture, to attend compulsory problem classes or tutorials, or to do significant amounts of background reading. Make sure you know what you are required to do, when and where lectures and classes are, what coursework you need to do and how to submit it, and what you need to do to complete the module.

11 Examinations

You can find details of the method of assessment for computer science modules on each syllabus page. Where an examination is part of the assessment, this will normally take place in Term 3 (between 28 April and 13 June 2014). Your personal examination timetable will be available at the end of term 2. In order to be entered for the correct exams it is VITAL that you have registered for the relevant modules in Portico.

It is your responsibility to arrive on time and at the correct location for each exam. The examiners for a module are normally present at the start of any paper for which they have set questions, for the first half hour of an exam. This is their final chance to read through the paper and make sure that no errors have crept into it, and to respond to any reasonable requests for clarification. When asked for clarification of a question the examiner is not obliged to answer, but if s/he feels that it is reasonable may respond or, if it is something of which all candidates should be informed, an announcement may be made.

Useful general information on UCL examinations can be found on the Registry website at the following link: http://www.ucl.ac.uk/current-students/exams_and_awards 

12 Moodle

Moodle (http://www.ucl.ac.uk/moodle) is UCL's e-learning environment. Each taught module in Computer Science has an accompanying Moodle page, it is your responsibility to make sure you are signed up for each module you are taking. Moodle will be used by your lecturers to communicate with you, so it is very important that you listen out for instructions during your first lectures (some lecturers will give out an 'enrolment key' to enable you to sign up). Check out the 'quick start guide' in the student support section of the Moodle site for an introduction.

13 Attendance and engagement monitoring

All our degree programmes are full time, so you are expected to attend UCL for all timetabled events and be contactable throughout term. Our modules are pretty intensive and fast-paced, so do not make the mistake of slacking off and falling behind. If you miss lectures your absence might not be noticed immediately, but you will have to take responsibility for catching up on the material you miss. If you make a habit of missing lectures you might not be deemed eligible for assessment on that module.

The department uses a variety of methods to monitor student engagement (we are required to do this as part of UCL policy). As well as contact through the tutorial system, we may monitor signature sheets for coursework hand-ins, logins to online resources such as Moodle, and take occasional class registers. If we notice your engagement is falling away, we may contact you to find out if there are any problems. 

If you do find yourself struggling, then don’t hesitate to make an appointment to see your personal tutor, your Programme Director or the Departmental Tutor to discuss things. They may be able to help!

The UCL guidelines on engagement monitoring can be found here: 

http://www.ucl.ac.uk/current-students/guidelines/monitoring_engagement  

18
How hard do I have to work?

The big question! The honest answer is that you will have to work hard, right from when teaching starts until your exams are finished. A good comparison is with a full-time job. You should be working a solid 40 hour week and expect to be doing overtime on some days. This does leave time for relaxation and socialising but you have to keep things in balance.

Always organise your time to get a good night's sleep. Yes, good old-fashioned advice, but all too many students spoil their experience at UCL by being permanently over-tired. Avoid getting into the habit of working into the early hours and not getting up until mid-morning (lectures start at 9am). 

14 Where can I go to study?

If you need to use a computer then you can use any of the CS computer labs, provided they are not booked for a lab class. The CS building and labs are open 8:30am-7pm weekdays only. There is no overnight or weekend access. There are also the ISD computing service cluster rooms, the nearest of which is in the Science Library next door to the CS building. Some cluster rooms have extended opening hours. 

The UCL libraries provide many work places, for quiet work and reading. The nearest library is the Science Library (next door on Malet Place) but also look at the main library located in the building below the UCL dome. The libraries have the advantage of being kept quiet. 

As you get familiar with UCL you will discover other places to sit and work, some quieter than others. For example, the cloisters have seats and tables, there are many seats and benches around the campus (inside and outside) and there are the public gardens and squares in the area around the college, as well as cafés and bars. Within the Engineering Faculty buildings there is the Engineering Foyer and Café, which you see as soon as you enter the main Engineering entrance. 

15 Coursework

Most modules you will be taking have coursework. Typically you will be given sets of questions to answer, often requiring significant study and research to do properly. Each coursework will have a deadline and submission instructions.

If you are an undergraduate or MSc student then coursework for CS modules is either submitted on paper to the departmental office or electronically via Moodle. For coursework handed in to the departmental office the deadline is 12 noon on the day of submission. For electronic submission, the deadline is 11.55 pm on submission day. When work is submitted to the departmental office a coversheet (there are copies at the desk) must be printed out, filled-in, signed and attached to the work. Note that arrangements for coursework submission for modules run by other departments might be different - make sure you check in advance.

The department publishes coursework timetables on the departmental website to allow students to see when work is due and to avoid coursework hand-in clashes.  When choosing options and when planning your time management, please look at the relevant coursework timetable. If your coursework does not appear on the timetable then please encourage the lecturer to get the timetable updated.

If you envisage problems completing the coursework by the deadline then speak to the lecturer, who under certain circumstances may be able to grant you an extension. Coursework that is handed in late without explanation will be subject to a penalty for late submission. Details can be found here: 

http://www-typo3.cs.ucl.ac.uk/fileadmin/UCL-CS/images/students/Penalties_for_late_submission.pdf 

The penalties refer to a ‘working day’. For coursework handed to the departmental office, a 'working day' runs from 12 noon (i.e. work handed in after 12 noon on the date of submission but before noon the next day is a day late).

You should also refer to the guidelines on plagiarism (item 23, below).

It is departmental policy that marked coursework should be returned to students within four working weeks. If coursework is significantly later than this, contact Nicola Alexander in the first instance (nicola.alexander@ucl.ac.uk). 

Academic writing

The UCL Language Centre ‘Self-Access Centre’ has resources to help students improve their academic writing and study skills. Please see their site for the full range of resources: http://www.ucl.ac.uk/language-centre/self-access-centre/  

16 Illness, enforced absence and extenuating circumstances

If your ability to study is seriously affected by illness, bereavement, personal problems or other difficulties, you must ensure that the appropriate tutor or Programme Director is informed as soon as possible. You will be required to provide written evidence of your problem and how serious it has been. Typically this will be a doctor's note if you have been ill, or a letter from a responsible person for other reasons.

Boards of Examiners can take serious problems into account when assessing your examination results, but they can only do this if written evidence exists.  A problem reported weeks or months after it occurred cannot be taken into account, even if it seriously affects your exam results.

There is a link to the extenuating circumstances form from the ‘Teaching Matters’ part of the CS student website: http://www.cs.ucl.ac.uk/students/ 

Or from the UCL Academic Regulations (Appendix 14): http://www.ucl.ac.uk/ras/acd_regs 

17 The Staff-Student Consultative Committee (SSCC)

Each Master’s programme and undergraduate year group elects one or two student representatives who sit on the SSCC. This committee meets at least once every term and gives students an opportunity to raise issues about the degree programmes and facilities. These might concern the organisation of material in a degree course, the course workload, the level of support provided for a module, access to labs and so on. 

It is the responsibility of your SSCC representatives to galvanise you into contributing items for discussion at the meetings. This gives you an opportunity to comment anonymously — the representatives will not be held responsible for the views they convey! In addition, towards the end of each teaching term all students are asked to complete, anonymously, short questionnaires about each of the modules they took that term. The responses are analysed and the findings are discussed at the SSCC meetings. 

Issues and problems identified at SSCC meetings are discussed by the Departmental Teaching Committee (the committee that organise teaching activities within the department) and if necessary acted upon in the remainder of the term or for the next academic year. They might not all be implemented in time to benefit you personally, but your help in improving the course for future years will be appreciated and acknowledged. 

The SSCC is chaired by the Departmental Tutor and is attended by at least three other members of the academic staff, a member of the Technical Support Group (who look after the department's computers) and the Director of Studies who chairs the departmental teaching committee (and is currently the same person as the departmental tutor!). 

SSCC representatives can also discuss issues directly with the Departmental Tutor, degree programme directors and module lecturers. This is often useful if a quick response is needed and the next SSCC meeting is too far away.

You will be given an opportunity to vote for your representative once term has started and you have had a chance to get to know one another. 

The committee's constitution can be found at http://www.cs.ucl.ac.uk/teaching/ug/sscc/ssc.htm 

The committee minutes are at http://www.cs.ucl.ac.uk/teaching/ug/sscc/index.htm 

Some issues are repeatedly raised at committee meetings, leading to much discussion but, for various good reasons, no changes. Unless there are changes in circumstances these do not need to be raised again in a meeting. 

Please see the SSCC FAQ http://www.cs.ucl.ac.uk/teaching/ug/sscc/faq.htm 

18 Plagiarism

Please make sure you have read and understood the UCL policy on plagiarism:

http://www.ucl.ac.uk/current-students/guidelines/policies/plagiarism 

You will be asked to sign a declaration at the start of your programme that you have read and understood the UCL guidelines on plagiarism. Please do take this seriously as the penalties for students who are proved to have plagiarised can potentially be very serious. CS students are perhaps especially vulnerable since much of the material they deal with is electronic and hence easy to copy. For example, if you find information or software on the web, which helps you with a piece of coursework, you must acknowledge your source. The acknowledgement must be precise, indicating exactly what the course was and which sections of your work are affected. If it turns out that an almost complete solution to the problem is available on the web you should report that fact - it then becomes a problem for the lecturer rather than you! You should avoid looking at other students’ solutions or allowing others to look at yours; once you have seen someone else's solution it is almost impossible to erase it from your memory and produce your own independent work.

Note that we do not wish to discourage students from discussing their work with fellow students and collaborating in solving problems. However, you should avoid allowing the collaborative phase to approach too close to a final solution, which might make it impossible for you to make your own distinctive intellectual contribution. The key point is that you must not present the results of another person's work "as though it was your own". 

You should note that UCL can access a sophisticated detection system (JISC Turnitin) to scan work for evidence of plagiarism, and the Department uses this for assessed coursework. This system gives access to billions of sources worldwide, including websites and journals, as well as work previously submitted to the Department, UCL and other universities. 

Plagiarism often seems to be a consequence of bad organisation of a student's time.  The work is delayed to the point where it is impossible to complete in the time available.  The unscrupulous student then tries to solve the problem by copying someone else's work. Avoid this situation! 

You may have worked hard on a solution but have been quite unable to make progress.  Do not try to solve this problem by copying.  Instead, explain to the lecturer what has happened either in person or in writing.  Keep copies of the preliminary work you have done (rough notes, etc.) as evidence that you have tried.  You will not be declared "not complete" if you can show you have made a serious attempt at a piece of work even if this was not successful.

The Departmental Teaching Committee has produced some guidelines to help clarify some of the issues around coursework and plagiarism. There is a link to this document on the ‘teaching matters’ part of the CS student website:

http://www.cs.ucl.ac.uk/teaching/Plagiarism_and_coursework.pdf 

19 PORTICO – The UCL Student Information Service

UCL uses a web-based student information system called PORTICO, at http://www.ucl.ac.uk/portico. You must log in using your UCL ID and password. (N.B. if you have forgotten your password or need any further information about access, you need to contact the IS Helpdesk at http://www.ucl.ac.uk/isd/students/help/helpdesk).

You will use Portico for various reasons, including to:

• pre-enrol and pay your fees; edit your personal data such as your addresses or contact numbers
• complete online module registration
• view data about courses/modules - i.e. information on courses/modules available either in your home department or elsewhere to help you choose your optional modules / electives
• view your own examination results online

It is important that you regularly log in to PORTICO to check that your record is accurate and up to date and that you keep your PORTICO account open, once you have left UCL to be able to gain your final results.

PART FOUR (Further Support and Guidance)
20 A-Z useful links

There is a wealth of information online. Here are some useful links to it.

UCL maintains an extensive support web site at http://www.ucl.ac.uk/current-students/ and for new undergraduates at: http://www.ucl.ac.uk/transitions. 

25.1 Accommodation
Although UCL is well provided with student accommodation there is never enough.  If you are in difficulties please make sure you discuss your situation with the Accommodation Office (117 Gower Street, email: residences@ucl.ac.uk, http://www.ucl.ac.uk/prospective-students/accommodation/). Please remember to update PORTICO with your new address and contact numbers.  

Note that you may also get assistance from the University of London Accommodation office in Senate House, Malet Street (020 7862 8880, email: housing@lon.ac.uk, http://www.housing.lon.ac.uk).

25.2 Careers Service
On the 4th floor of the ULU Building Malet Street, telephone number 020 7866 3600, see http://www.ucl.ac.uk/careers/.  The Careers Service gives comprehensive advice on all aspects of career development including vacation work, changing modules and future study.  They run training courses on a variety of career options and provide information packs on interview skills and compiling CVs.  You can make an appointment with a careers advisor if you want further advice on the next step after UCL.  

Dr Nicolas Gold is the Departmental Careers Tutor and he can be contacted by email:  n.gold@cs.ucl.ac.uk. The department's Careers webpages, with a host of useful information and details of events and vacancies, is at http://www.cs.ucl.ac.uk/careers.html
25.3 Contemplation/Quiet Room
There is a Contemplation/Quiet Room available for UCL members of staff and registered students.  This room is situated in Hut 34, on the path leading from the Bernard Katz Building at the South Junction towards the Henry Morley Building.  Its opening hours are 8.30am to 6pm.  Users are required to respect the code of practice for using the room, which are displayed. 

25.4 Data Protection
UCL will use your personal data for purposes connected with your studies, your health and safety whilst on the premises and for any other lawful reason. Information about you will not generally be disclosed to anyone without your consent.

The UCL general statement on Data Protection can be found at the link below:

http://www.ucl.ac.uk/isd/common/cst/swg/policy/public-policy/Data_protection_policy_ISC_20110215  

25.5 Finance (Loans and Bursaries)

The Student Finance Section will be able to advise students on possible sources of assistance, such as hardship funds, grants, and general financial information, both within and outside the College.  You should also contact the Dean of Students and the welfare section of the UCL Union. See http://www.ucl.ac.uk/current-students/money for more information.

25.6 Graduate School

Support for postgraduates: http://www.grad.ucl.ac.uk/ 

25.7 Health
A Practice providing a full range of NHS services is based in the UCL Health Centre building on the second floor of 3 Gower Place.  The practice provides a 24-hour service and home visits if needed.  Reception is on extension 32803 (020 7679 6306 externally). There is a dental clinic on the 5th floor. Phone extension 37186 for appointments. Full details can be found at: http://www.gowerplacepractice.nhs.uk/index.php?pid=0.

25.8 International Office
The International Office provides advice on such areas as immigration, employment, sources of funding and liaison with overseas institutions. If you are on a Junior Year Abroad scheme, you should note that the International Office is the principal contact point with the USA universities involved. The International Office also produces transcripts for affiliate students. The office is open from 9.30am to 4.30pm Monday to Friday, and is located in Room 19 on the First Floor, South Wing. The telephone number is 020 7679 7765/7708. Also see http://www.ucl.ac.uk/prospective-students/international-students/useful-contacts/useful-links/.

25.9 Nursery
The Nursery can be found in the basement of 50-51 Gordon Square, telephone number 020 7679 7461. For general information about the nursery ask for the Nursery Manager.  The Nursery is open to children from three months to five years old.  The waiting list can be long and fees are in line with nurseries elsewhere in London.  Limited help is available to a few students each year from the Day Nursery Hardship Fund; information can also be obtained from the Rights & Advice Centre.  

See http://www.ucl.ac.uk/current-students/support/wellbeing/day_nursery for more information.

25.10 Student Psychological Service
See http://www.ucl.ac.uk/student-psychological-services/index_home for more information. 

25.11 TechSociety
This is a student society run by students for all Computer Science students, which organises social, sports, careers and cultural events. Please see the Society's webpages at http://www.uclutech.com/ to see what is planned and how to get involved. 

25.12 Transport for London Student Photocard
Transport for London and National Rail, with the support of the University of London Union (ULU), National Union of Students (NUS) and education establishments registered on this scheme, offer students the opportunity to spend less on travel in and around London. You can apply online for a Transport for London Student Oyster Photocard. Full details of the scheme, including the eligibility criteria, are available at http://www.tfl.gov.uk/tickets/14312.aspx
25.13 UCL Union Advice Services
The Union provides a whole range of help and advice: housing, finance, legal insurance, travel accommodation, and so on. See http://www.uclunion.org/get-advice/ to find out more.

25.14 Visa & Immigration Issues

http://www.ucl.ac.uk/prospective-students/international-students/after-you-apply/immigration/ 

NOTES

NOTES

21 Checklist of things to do in the First Week

Start by checking the Induction Week Timetable included at the start of this guide, so that you know what is happening and when. Important things include:

· Complete UCL enrolment and deal with paying fees, getting loan/grant/bursary money and any other things that need to be done to complete your enrolment at UCL. You will already have received detailed instructions about all of this, so the information is not repeated here but see the UCL Information for New Students web pages if you need any reminders.

· Choose your option modules 
· Attend the Transition Programme (Undergrads) talk to learn more about UCL and how things work. Also attend the 'meet your student mentor' session 
OR
· Register for your UCL computer account (very important, otherwise you won't be able to use email and other services!). There are also various introductory sessions on how to use computer facilities: http://www.ucl.ac.uk/isd/students/new-students/inductions 
· Collect your separate CS computer account, so that you can use the CS department computers (CS runs its own computer service, distinct from the UCL service).

· Attend an introductory talk on using the CS department's computers. After the talks spend time in the computer labs getting familiar with using the computers and the departmental email system. You will be allocated to a lab session to get you started. 

· Go to the UCL Union (the student union) Welcome Festival and look out for the many other events the Union arranges.

Also, spend some time walking around the campus and local area to work out where everything is. And yes, there will be plenty of time to have some fun and make friends!

Lectures will start on Monday 30th September (the week after induction week). Make sure you attend the first lecture of all your modules to find out about problem and lab classes. Timetables are available online via the web. Be ready to work hard! 

(Note room MPEB1.04 and lecture theatres MPEB1.02 and MPEB1.03 are all on the 1st floor of the Malet Place Engineering Building - the 1st floor is up one flight of stairs from the ground floor where the entrance lobby is.)

As part of enrolment you will be issued with an ID card. It is important to carry this card with you whenever you are at UCL. You will find a number of buildings require your ID card to be used before you can enter, including buildings where lecture theatres are located, the UCL libraries, the main 
This concludes the introduction to the department. We hope you enjoy your time at UCL!

This document is a companion to information found online:
Computer Science Student Pages: http://www.cs.ucl.ac.uk/students/
UCL Website: http://www.ucl.ac.uk/
We try to keep the information as up-to-date as possible, but if you are in doubt – please ask someone.
Larger copies of this guide are available on request
�
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