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January 2012 
 
 
Dear New Student , 
 
Welcome to Richmond!  We hope your journey here was pleasant and that you are ready for a very 
busy week of meeting new people, preparing for classes, learning about living and studying at 
Richmond, and having fun!  This week is full of workshops, activities and events to help you get 
started on a successful career at Richmond.  During your Orientation Week you will: 
 

·  meet staff, faculty and new friends 
·  learn about services available at the University 
·  be introduced to student life outside of the classroom 
·  complete required Math and English testing 
·  REGISTER FOR YOUR COURSES!! 
·  …and much more! 

 
Before you begin your journey through Orientation, here are a few things you need to know: 
 
The Orientation Check-In room  is where you begin. This is where you go to check-in with 
Admissions, collect your Orientation materials and verify your address. The hours and location are as 
follows: 

 
·  Tuesday 17 th January 9:00am – 5:00pm, Main Building, Lycett Roo m 
 
·  Wednesday 18 th January 9:00am-12:00pm, Main Building, Lycett Room  
 
·  Thursday 19 th January 9:00am-5:00pm, Main Building, Housing Offi ce 

 
·  Friday 20 th January 9:00am-5:00pm, Main Building, Housing Offi ce 

 
The Information Table is located in the Main Building reception area and is staffed with Residence 
Life student staff to assist you with any questions you may have about Orientation, Richmond, 
London, and more! This is the spot to obtain a wide range of information, so take advantage! The 
information table is staffed Tuesday – Friday, 9:00am – 5:00pm. 
 
Evening activities have been planned to give you a chance to meet students in a more social 
atmosphere, induct you into student life at Richmond, and introduce you to the borough of Richmond 
with all it has to offer.  All of this will give you a taste of the fun and wonder that there is to see and do 
here. The majority of the activities are free or cost only a few pounds.   
 
If you have any questions or concerns about Orientation Week or anything in general, please ask the 
Res Life team, stop by the information table, or come to the Student Affairs department located in the 
Main Building. We hope you have a great week! 
 
-Student Affairs  
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Welcome to Richmond, the American International 
University in London!  

 
** See below for the KEY EVENTS  of your first week** 

 
Tuesday  

 
·  Check-in 

·  IT Orientation 
·  Trips into Richmond 

·  Residence Life Meeting 
·  Ice Cream Social 

 
Wednesday  

 
·  Check-in (cont.) 

·  Welcome Meeting for Parents 
·  Placement Testing 

·  Pub Quiz 
 

Thursday  
 

·  Academic Advising 
·  Registration for Classes 

·  IT Orientation 
·  Library Orientation 

·  Health Service Registration 
·  Welcome Drinks for Students & Faculty 

·  Walking Tour of Richmond 
 

Friday  
 

·  Thames River Cruise Party 
 

Saturday  
·  Night out in central London 
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ORIENTATION CHECKLIST 
Below is a list of things that you need to do in order to have a successful Orientation and become a 

Richmond student. 
 

ESSENTIAL TASKS:  HAVE YOU…  
 

1. Received your room assignment if you live in University housing? 
 
2. Received your “Orientation Checklist” and checked in with the Admissions staff in the Orientation 

room (Lycett Room, Main Building)? 
 

3. Collected your id card and welcome bag? It is mandatory to wear your id badge while on 
campus.  

 
4. Verified your present, permanent, parents’/guardians’, and billing addresses? 
 
5. Completed the New Student Survey and turned it in at the Admissions Office? 
 
6. Checked in with the Accounts Office to ensure your fees are paid? 
 
7. Completed your academic testing if applicable?  
 
8. Received academic advising in order to register for classes? 
 
 

OTHER REMINDERS: 
 
A. Security staff request that you wear your ID card when on campus along with the lanyard and 

card holder provided; 
 
B. Remember to attend the IT and Library Orientation sessions at the appointed times. You will need 

to give your details to the Library staff so that you can register to use their resources; 
 

C. Go to the Health Services session to register with a General Practitioner at our local doctor’s 
office. The doctor will not be able to see you at their office until you have registered with the 
National Health Service;  

 

D. Learn what it means to be an international student in the UK – from discounts, to working rights, 
to visa issues and more – at the Living, Studying and Working in the UK session; 

 

E. Register for classes on Thursday; 
 
F. If you have a stamp in your passport instructing you to register with the police, go to Student 

Affairs to request a letter that establishes your full-time enrolment at the University.  (Letters will 
be ready for pick-up in 24 hours); 

 

G. Go to as many evening events as possible; 
 
H. Check out the Kensington campus.  The tour departs Saturday 21 January at 1pm from the front 

steps of the Main Building; 
 

I. Go to Freshers’ Fair and the Used Book Sale. The Freshers’ Fair is a semesterly event for you to 
learn more about the University’s student clubs, societies and more.  It’s a fact that students who 
participate in extra-curricular activities do better in their studies, so get involved and join a club!  
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TUESDAY 17 th January 
 
Open All Day: 
  
Orientation and Residential Check-in 9:00am – 5:00p m 
Main Building, Lycett Room 
This is where you check in for Orientation and collect informational materials along with your housing assignment 
and student ID card. 
 
Information Desk 9:00am – 5:00pm 
Main Building, Reception 
If you have any questions, student staff will be available to provide general information about Orientation, the 
University, Richmond, and London.   
 
Today’s Schedule: 
 
TIME EVENT LOCATION 

   

8:00am-10:00am Breakfast  
All new students are welcome to enjoy meals for free during Orientation. If 
you wish to put cash on your ID card, please see the Accounts Office. 

Main Building: 
Dining Hall 

   

9:00am-5:00pm 
 
 
 
9:00am-5:00pm 

Orientation and Residential Check -In 
If you have not already done so, check in here to collect your Orientation 
materials. You will need to have your passport with you at this time. 
 
RESNET Wireless Connection 
If you have a laptop that you would like to have connected to the wireless 
network, bring it with you to this session. Before attempting to connect to the 
Wireless network, you must first log on to a University computer. You need 
to have wireless capability or a wireless card. 

Main Building: 
Lycett Room 
 
 
Taylor Library: 
Internet Cafe 

 
10:30am & 
2:00pm 

 
Shopping Trip to Richmond 
Get the items you need to set up your new room, plus essentials like a cell 
phone, television, laundry detergent, and more. 

Main Building: 
Meet in 
Reception 
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12:00pm-12:30pm IT Orientation  
If you want to learn how to use your University account and connect to the 
wireless network you must  attend this session. 

Taylor Library: 
Lecture Hall 1 

   

12:00pm-2:00pm Lunch  
All new students, families, guardians, and sponsors are welcome to enjoy a 
complimentary lunch today. 
 

Main Building: 
Dining Hall 
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1:00pm 
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Campus Tour 
Parents and students alike are welcome to join us o n a short tour of 
the campus.  
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Main Building: 
Meet in 
Reception 
 
 

5:00pm-7:00pm Dinner  
All new students, families, guardians, and sponsors are welcome to enjoy a 
complimentary dinner today. 
 

Main Building: 
Dining Hall 

7:00pm Residence L ife Meeting and Safety Session  
This meeting will introduce you to life on campus and you will get to meet 
the Residence Life staff. This meeting is required for all residential students. 

Main Building: 
Dining Hall 

   

8:00pm Ice Cream Social  Main Building: 
Dining Hall 
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WEDNESDAY 18 th January 
 
Open All Day: 
 
Orientation and Residential Check-in 9:00am-12:00pm  
Main Building, Lycett Room 
This is where you check in for Orientation and collect informational materials along with your housing assignment 
and student ID card. 
 
Information 9:00am-5:00pm 
Main Building, Reception 
If you have any questions, student staff will be available to provide general information about Orientation, the 
University, Richmond, and London.   
 
Today’s Schedule: 
 
TIME EVENT LOCATION 
   
8:00am-10:00am Breakfast  

All new students, families, guardians, and sponsors are welcome to enjoy a 
complimentary breakfast today. If you wish to put cash on your ID card, 
please see the Accounts Office. 

Main Building: 
Dining Hall 

   
9:00am-12:00pm 
 
 
 
9:00am-5:00pm 

Orientation and Residential Check -In 
If you have not already done so, check-in here to collect your Orientation 
materials. You will need to have your passport with you at this time.  
 
RESNET Wireless Connection 
If you have a laptop that you would like to have connected to the wireless 
network, bring it with you to this session. Before attempting to connect to 
the Wireless network, you must first log on to a University computer. You 
need to have wireless capability or a wireless card. 

Main Building: 
Lycett Room 
 
 
Taylor Library: 
Internet Cafe 
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9:30am-10:30am Welcome Meeting for Parents  
All parents, families, guardians, and sponsors are invited to the Library café 
to meet senior administrators. The week’s schedule will be reviewed. 

Taylor Library: 
Internet Cafe 

   
9:30am-12:30pm English Placement Test  

All new students, including transfer students, must sit this test unless they 
are exempt. A list of exempt students will be posted on the academic notice 
boards.  BE SURE TO BRING A PEN & PENCIL!    
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12:00pm-2:00pm Lunch  

All new students, families, guardians and sponsors are welcome to enjoy a 
complimentary lunch today. 

Main Building: 
Dining Hall 

   
2:00pm-4:00pm Math Placement Test  

All new students, including transfer students, must sit this test unless they 
are exempt. A list of exempt students will be posted on the academic notice 
boards.  BE SURE TO BRING A PEN & PENCIL!  
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3:30pm-4:00pm Have You Already Earned University Credit?  
Have you taken any AP exams, IB classes, dual enrolment courses or 
others? Come along to this session to ask any questions about advanced-
level credit and transfer credit. If you are unsure whether you should have 
received transfer credit, come along to find out. 
 

Main Building: 
Theatre 

5:00pm-7:00pm Dinner  
New students are welcome to enjoy a complimentary dinner this evening. 

Main Building: 
Dining Hall 

	 	 	
   
8:00pm 
 

Great British Quiz Night  
Everybody wins in this great British tradition, so form a team!  Questions 
include general knowledge, sports, history, film and television, arts, music, 
geography, science, pop culture, and more.  
 
Meet in Reception at 7:45pm.  The quiz starts at 8: 00pm 

Lass O’Richmond 
Pub 

8:00pm  
Movie Night 
See the notice board for tonight’s movie selection.  Free snacks and drinks 
provided. 

 
Main Building: 
Common Room 
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THURSDAY 19 th January 
 
Open All Day: 
 
Orientation and Residential Check-in 9:00am-5:00pm 
Main Building, Housing Office, Student Affairs 
This is where you check in for Orientation and collect informational materials along with your housing assignment 
and student ID card. 
 
Information 9:00am – 5:00pm 
Main Building, Reception 
If you have any questions, student staff will be available to provide general information about Orientation, the 
University, Richmond, and London.   
 
Today’s Schedule: 
 
TIME EVENT LOCATION 
   
8:00am-10:00am 
 
 
9:00am-5:00pm 

Breakfast  
New students are welcome to enjoy a complimentary breakfast today. 
 
RESNET Wireless Connection 
If you have a laptop that you would like to have connected to the wireless 
network, bring it with you to this session. Before attempting to connect to 
the Wireless network, you must first log on to a University computer. You 
need to have wireless capability or a wireless card. 

Main Building: 
Dining Hall 
 
Taylor Library: 
Internet Cafe 

   
9:30am-10:30am Student Guide to Academic Advising  

You must attend this session to receive an introduction to the academic 
advising system at Richmond, along with lots of other useful information. 
Check posters for information about where to register, depending on test 
results or text exemption. 
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11:30am AND 
2:00 

Library Orientation  
All students must attend one of these sessions in order to gain access to 
Richmond’s library resources. This session has been designed to introduce 
you to library resources, library services and the physical layout of the 
library so that you know what is available and where to find it. This session 
will last for the full 30 minutes, so please do not show up late! 

Taylor Library: 
Internet Cafe 

12:00pm-
12:30pm 

IT Orientation  
If you want to learn how to use your University account and connect to the 
wireless network you must  attend this session. 
 

Taylor Library: 
Lecture Hall 1 

12:00pm-2:00pm Lunch  
New students are welcome to enjoy a complimentary lunch today. 
 

Main Building: 
Dining Hall 

2:00pm-4:00pm National H ealth Service Registration  
In order to access the UK’s National Health Service (NHS), you must 
register in advance.  Nurses from our local office will be on campus to sign 
students up for the NHS and give free meningitis shots. This session is for 
all on campus students and students living in the Richmond area.  

Main Building: 
Med Room 

   
3:00pm Safety Seminar  

Obtain advice for keeping safe in Richmond and in London – although 
you’re residing in one of London’s safest boroughs, it’s good to have some 
pointers about your new home. 
 

Taylor Library: 
Classroom 1 
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5:45pm 
 
 
 
 
6:00pm-7:45pm 
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Group Photo 
Don’t miss this chance to get a picture with your fellow new students. This is 
a great souvenir! 
 
Dinner 
New students are welcome to enjoy a complimentary dinner this evening.	
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Main Building: 
Theatre 
 
 
Main Building: 
Dining Hall 
 

8pm Walking Tour of Richmond  
Join the Residence Life staff for an informative and informal tour of 
Richmond. They will show you where to find important places like the 
bookstore, post office and train station. This is also an introduction to social 
life in Richmond and they will take you to some of their favourite spots. 
 

Main Building: 
Main Reception 
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8pm Movie Night  
See notice board for tonight’s movie selection.  Free snacks and drinks 
provided. 

Main Building: 
Common Room 
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FRIDAY 20 th January 

 
 
Open All Day: 
 
Orientation and Residential Check-in 9:00am – 5:00p m 
Main Building, Meeting Room, Student Affairs  
This is where you check in for Orientation and collect Orientation materials along with your housing assignment 
and student ID card. 
 
Information 9:00am-5:00pm 
Main Building, Reception 
If you have any questions about anything, Orientation staff will be available to provide general information about 
Orientation, the University, Richmond, and London.   
 
 
Today’s Schedule:  
 
TIME EVENT LOCATION 
   
8:00am-10:00am 
 
 
9:00am-5:00pm 

Breakfast  
New students are welcome to enjoy a complimentary breakfast today. 
 
RESNET Wireless Connection 
If you have a laptop that you would like to have connected to the wireless 
network, bring it with you to this session. Before attempting to connect to 
the Wireless network, you must first log on to a University computer. You 
need to have wireless capability or a wireless card. 

Main Building: 
Dining Hall 
 
Taylor Library: 
Internet Cafe 

 �  
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12:00pm-2:00pm Lunch  
New students are welcome to enjoy a complimentary lunch today. 

Main Building: 
Dining hall 

   
1:00pm-2:00pm A Student ’s Guide to Living at Richmond University  and Getting to 

Know Richmond-Upon-Thames 
Life in the dorms is an experience you can’t duplicate.  From noise to 
guests, to cooking and roommates, get the scoop about Residence Life 
from the RA’s and the Student Affairs team. Also... Where is the best park 
in the area? The best place to shop? What famous people live in the area? 
Learn more about your new home at this session. 

Taylor Library: 
Classroom 2 

   
1:00pm-3:00pm Fitness Room Open House  

Anyone who wants to use the Fitness Room should come along to check 
out the facilities. An RD will be there to show you how to use the 
equipment.   

Main Building: 
Lycett Room 

 

Main Building: 
Fitness Centre 

   
2:00pm-3:00pm Living, Studying and Working in the UK AND Meeting for Off Campus 

Students  
This session will cover a broad range of topics to keep you up to date with 
issues of living, studying and working in the UK as well as extending your 
student visa, travelling to other countries, healthcare, student discounts, 
and more. A staff member from Student Affairs will also be on hand to 
discuss any questions or issues that off campus students may have. 
 

Taylor Library: 
Classroom 2 
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4:00pm– 5:00pm 

 
Travel Seminar 
A staff member from the Student Affairs department will be offering some 
important tips and guidance when it comes to travelling. Whether you 
venture throughout England or further abroad during your stay here in 
London, you can always use some advice to help you on your way! 

 
Taylor Library: 
Classroom 1 

 
4:30pm-6:30pm 

 
Dinner 
New students are welcome to enjoy a complimentary dinner today. 

 
 
Main Building: 
Dining Hall 

 
7:00pm-11:00pm 

 
Boat Party on the River Thames, Central London 
Anchors away aboard the Golden Jubilee! The boat will depart from 
Temple Pier, directly opposite Temple Tube Station. Tickets are £10 and 
are available at the Information Table in the main reception area. A free 
coach will return students to the Hill campus after the party. First come, first 
served. Note: The bar on the boat does not accept cards, cash only.  
Please bring your Richmond student ID card. 

 
Main Building: 
Meet in 
reception at 
5:00pm. Boat 
will board at 
6:45pm and 
depart at 
7:00pm sharp. 

   
8:00pm Movie Night  

See notice board for tonight’s movie selection.  Free snacks and drinks 
provided. 

Main Building: 
Common Room 

   
   
   
   
   
   
   
   
   
   

 
 
 

SATURDAY 21 st January 
 
 
 
TIME EVENT LOCATION 
   
12:00pm-2:00pm Brunch  

New students are welcome to enjoy a complimentary brunch today. 
Main Building: 
Dining Hall 

   
1:00pm Walking Tour of the Kensington  Campus  

Along with being a ‘Hill’ student, you will find yourself in Kensington taking 
a class, visiting with friends, meeting with your academic adviser, and using 
the resources that the Kensington campus has to offer. Make sure you’ve 
eaten first.   Travel is by Tube. After the tour, you can return to Richmond 
or stay in central London…the choice is yours! 

Main Building: 
Meet in 
Reception 

   
2:00pm Shopping Trip to Kingston  

Kingston is a short bus ride away and a hotbed for shopping. Come along 
and pick up things you need to get ready for classes – alarm clock, 
notebooks, etc. – and decorate your room. There are large chain stores 
and smaller bargain shops to suit all tastes and budgets. 

Main Building: 
Meet in 
Reception 

   
7:00pm Explore Central London  

RA’s will lead you into central London, so let them know what you want to 
Main Building: 
Meet in 
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do! You may need to show proof of age depending on where you go.  Bring 
some kind of government-issued identity card like a passport or driver’s 
license.  A free coach will depart at 7pm and return at 12am.  First come, 
first served – seats are limited so show up on time! 

Reception at 
6:45pm 

   
8:00pm Movie Night  

See notice board for tonight’s movie selection.  Free snacks and drinks 
provided. 
 

Main Building: 
Common Room 

 

 
 
 

SUNDAY 22nd January 
 
 
12:00pm-2:00pm Brunch       Main Building: Dining Hall 
 
5:00pm-7:45pm Dinner       Main Building: Dining Hall 
This is the final meal served during Orientation which is free for students not on the meal plan.  If you wish to put 
cash on your ID card please see the Catering Office managers (or you may pay cash at the door). 

 
POST ORIENTATION ACTIVITIES 

 
FRIDAY 27 January 
2:00pm-4:00pm Freshers’ Fair and Used Book Sale    Upper Dining Hall 
Freshers’ Fair  is the semesterly event for you to get involved with extra-curricular activities, like playing a sport or 
joining a club or society. There’s something out there for everyone, and if you don’t see what you’re looking for, see 
Jaclyn Hadjipieris about starting your own club!   
 
The Used Book Sale is a service for students to buy text books at used prices.  Check out what’s on sale!  Bring 
your course outlines too, you may find a book you need for class at the price you want to pay.



NORMAL HOURS OF OPERATION FOR UNIVERSITY SERVICES 
(Subject to Change) 

 
 
 
Library & Computer Seminar Hours  
Monday–Thursday  9:00am-9pm 
Friday    9:00am-5:00pm 
Sunday   1:00pm-11:00pm 
During vacation and examinations library hours will change. 
 
Dining Room Hours  
Monday–Friday  

Breakfast 8:00am-10:00am 
Lunch 12:00pm-2:00pm 

   Dinner 5:00pm-7:45pm 
 
Saturday  Brunch 12:00pm-2:00pm 
 
Sunday   Brunch 12pm-2:00pm 
   Dinner 5:00pm-6:45pm 
 
Café Refresh  
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Milichip Computer Lab  
Monday – Thursday  9:00am-4:00am 
Friday    9:00am-Midnight 
Saturday   12:00pm-Midnight 
Sunday   12:00pm-4:00am 
 
Technology  Lab  
Monday – Thursday  9:00am-Midnight 
Friday    9:00am-Midnight 
Saturday   12:00pm-Midnight 
Sunday   12:00pm-Midnight 
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FREQUENTLY ASKED QUESTIONS 
 

 
 
1. Q. I haven’t paid my tuition, room and board fees yet.   What do I do?  
    A. You must visit the Accounts Office.  Even if you are unable to pay for all of your fees now, you need to make     
    arrangements to do so.  You won’t be able to register for classes until fee payment has been    
    arranged. 
2. Q. What is police registration and do I have to do it?  
    A. Police Registration is a process required by the UK’s Home Office to keep track of foreigners who enter the  
    country. If there is a stamp in your immigration passport that says you must register with the police, you must do  
    so within 7 days of arriving in the UK.  See Heather Lochtie in Student Affairs for further instructions. 
3. Q. Why do I have to take the English and Math exams?  I’ve taken English and Math already and I think I       
should be exempt. 
    A.  Everyone must take these exams unless they are on the posted “Exemption List”. These exams help to 

determine one’s level in these subjects so that they can be placed in the appropriate classes.  You don’t want 
to be put in classes that are too easy or too difficult for you. Check the academic notice boards to see if you 
are on the Exemption List. If you are not exempt and you think you should be, please speak to Tessa Lovell, 
Assistant Dean of Academic Affairs. Otherwise, please take the exams. 

4. Q. How do I get my e-mail account set up?  
    A. In order to access the University’s computing network, you must sign a user’s agreement and return it  
    to the IT department. You will be able to do this upon check-in when you first arrive. 
5. Q. What is the National Health Service registration?    
    A. All students are entitled access to the National Health Service (NHS) provided that they register with a local  
    doctor’s office. If you get sick and need to see a doctor but have not registered with one, you will not be able to  
    walk into a doctor’s office for treatment! For those of you who live in Richmond, go to the Health Registration  
    session where nurses will register you with the local office. If you live off campus and don’t know how to find  
    your nearest doctor’s office, see Student Affairs for guidance. 
6. Q. What is an academic advisor?  
    A. An academic advisor is a faculty member who assists you with registering for classes. During Orientation you  
    will meet with your assigned academic advisor. This faculty member may not necessarily be  
    your advisor for the rest of your time at Richmond.  However, he/she will look at how you did on your English and  
    Math exams, talk to you about what you want to study, and guide you towards making the right choices for your  
    classes. At the start of the semester, the Office of Academic Affairs will notify you of your advisor’s name. 
7. Q. I want to work while I am studying.  How do I do th at? 
    A. You should attend the session entitled “Living, Studying, and Working in the UK”.  It will cover how to get a  
    National Insurance Number which is the UK social security system, and provide information about restrictions on  
    working and taxes. 
8. Q. Where do I get my snail mail?   

A. Lower Division students and students living on the Richmond Campus can collect their mail from the 
mailboxes located downstairs near the Common Room. You need to have your mailbox key (available for you in 
the Housing Office) with you to collect your student mail. Check your mail often! The mailroom doesn’t sell 
stamps or post letters. The Accounts Office does sell stamps and there is a mail box next to the Security Office.  
A full service post office is available in Richmond town centre. 

9. Q. I’m living off of campus. Is there anything I have to do? 
A. You should see Heather Lochtie in Student Affairs to give her your address.  We keep this on the University 
database should we need to contact you in case of emergency.  You should also attend the session entitled 
“Meeting for Off Campus Students” where you will learn about important things like utilities, commuting, council 
tax, and more. 

10. Q. What is Kensington?  
    A. Kensington is a posh section of London where our upper division campus is located. While you’re based in  
    Richmond, you will find yourself going to Kensington to meet people, to see your advisor, to take a  
    class, and  to use the library. The area has good shopping and restaurants, plus student travel agents and a full-

service gym at Imperial College that you are able to use at a discounted price. 
11. Q. How do I get involved with clubs and societies? 
    A. The first thing you can do is go to the Freshers’ Fair on Friday, January 27th. Officers from the clubs and 
societies will be there to tell you about themselves. If you don’t find any club that suits you, see the Student Affairs 
Office to get information about starting your own society. 
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NOTES 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


