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Please keep this handy as you will likely need to refer to it throughout the year.  
The relevance of some of this information may vary person to person depending on 

individual circumstances but if in doubt, ask!  
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 Welcome
 
Welcome to the start of the new Academic Year. 
 
The Tutorial Office is located on the first floor in the Lodge, where we hope that you will all stop by 
on your way to Tutor Group, visiting Senatus or just for a quick ‘hello’. 
 
We should be your first point of contact and are here to help you with any queries you may have, 
whether it be meal bookings, expenses questions, timetable or just about anything.  If we are unable 
to help for whatever reason, then we will know someone who can and can point you in the right 
direction. 
 
We hope that you enjoy your time at Westminster and look forward to seeing you very soon. 
 
With all good wishes for the coming year.  
 
 
Syd and Annmarie 
Tutorial Office 

 
 
 
 
 
 
 
 
 
 
 
 

Contact Us 
Westminster College 
Madingley Road 
Cambridge 
CB3 0AA 
 
Tutorial Office:   (01223) 330649 
Tutorial Office Email:   admin@westminster.cam.ac.uk 
Tutorial Office Hours:   Monday to Thursday, 8am to 4pm  
    Friday 8am to 3pm 
Reception:   (01223) 330630 (7 am – 11 pm – Monday to Sunday) 
 
  
 
Out of Hours: In the event of a non-life threatening emergency, please contact the on-duty staff 

member on the Duty Phone on 07872 410640 if the matter cannot sensibly or 
reasonably wait until office opening hours. A ‘public’ phone is available in the 
reception area, from which you can contact the Duty staff member on 52640 – a 
free call for you. 

 
Website: www.westminster.cam.ac.uk  

 

 



   
 

 

Who’s who? 

 
Revd Neil Thorogood Principal 
 Vice Principal 

For the full list of Academic and Tutorial Staff including their contact details, please refer to the useful 
contacts page in the College Handbook. 

  
Mrs Magalie Cooper Bursar 
Mr Stewart Onyon Estate Manager 
Mr Greg Gilbert Maintenance Handyperson 
  
Ms Luisa Smith Conference Manager 
Miss Catherine Latto  Conference and Events Coordinator 
  
Ms Margaret Sennitt Finance Manager 
  
Miss Hannah Peckham Domestic Manager 
Miss Michaela Madajova Assistant Domestic Manager 
Mr Adam Illes Domestic Supervisor 
Mr Luca Patriccioli  Head Chef 
Mr Vincenzo Sgaramella Sous Chef 
Mr Igor Iglev Commis Chef 
Mr Ventislav Nastanliev (Vince) Kitchen Porter 
Mr Peter Hermann Catering Assistant 
Miss Olga Miller Weekend Catering Assistant 
Ms Alison Wing Housekeeping Assistant 
Ms Raimonda Rupleniene Housekeeping Supervisor 
Ms Tiziana Carpentiere Housekeeping Assistant 
Ms Ewelina Plona Housekeeping Assistant 
Ms Emma Kind Housekeeping Assistant 
Ms Jolanta Plona Housekeeping Assistant 
  
Mrs Helen Weller Archivist 
  
Mrs Emma Brown Office Manager and PA to the Bursar 
Mrs Sydney Harper Tutorial Administrator and PA to the Principal 
Miss Claudia Rees Tutorial Assistant 
Miss Annmarie Carr Tutorial Assistant (maternity cover) 
Mrs Gail Abbott Reception Supervisor 
Miss Alison Wing Receptionist 
Mrs Nicola  O’Hea Receptionist 
Mrs Petra Horka Receptionist 
Miss Emma Kind  Receptionist 
  

 

 
This list is accurate as of 18th September 2017



 

 
 

A-Z 
 
 

Accident /Injury  
In the event of a serious accident or injury please telephone the emergency services. Dial 999 (or 112 
from a mobile phone) and ask to be connected to the ambulance service. 
 
Do not move the casualty. If conscious encourage the person to remain calm and still until medical 
advice is obtained.  
 
Check that no electrical hazard is involved. 
 
First aid boxes are located in the Communal Kitchen on the 1st floor of the residential wing, and in 
reception. If you use any item in any of the boxes, please let reception know. Westminster College staff 
first aiders are generally available during office hours. Lists are displayed by each first aid box. 
 
All accidents and injuries must be reported immediately to reception or (out of hours) to the Duty phone 
holder and an entry made in the accident book at the earliest opportunity, which is located in reception. 
 

Bedroom 
You may not use any privately owned mains electrical item (including transformers/chargers) without a 
prior PAT test and registration by our Maintenance Handyperson. Please make an appointment to see 
the Maintenance Handyperson as soon as possible after you arrive, so that he can PAT test your 
appliances. Any appliances that fail the PAT test will be confiscated and returned to you at the end of 
term for disposal. You may not bring prohibited electrical items onto Westminster College premises. 
 
Prohibited electrical items include fridges/freezers, electric heaters, kettles, hob-top cookers / hot 
plates, toasters, irons, reel extensions and adaptors (other than bar adaptors which have been PAT 
tested). 
 
Do not overload the sockets in your room or the residential kitchens. The maximum ampage from each 
socket and for the room as a whole is 13amps. Please ensure that if you use a bar extension lead it is 
fitted with a separate 13 amp fuse and is PAT tested by the Maintenance Handyperson. Please note 
that if you overload a socket or use inappropriate electrical appliances that interfere with the College’s 
electrical supply you may be invoiced for any expenses incurred as a result. 
 
Do not leave chargers switched on when not in use. Please do not tamper with any electrical fixtures, 
light fittings or desk lamps. 
 
The bedrooms are equipped with furniture according to the size of the room. You may not supplement 
the amount of furniture with items found around the College nor adapt any item of College property. 
Please do not move the furniture around the bedroom. 
 
Any prohibited electrical appliance (see Electrical Safety) found on College premises will be stored for 
you and returned to you at the end of term for you to take back home. 
 
Electrical appliances such as fridge, grill, microwave, toaster and kettle are provided for your use in the 
residents’ kitchens. Please clean after use (following the manufacturer’s instructions for the microwave) 
and ensure that appliances designed to be switched off after use are switched off. 
 
It is your responsibility to clean the kitchen after use. Should it be necessary for College staff to spend 
extra labour hours cleaning the kitchens then recompense shall be sought by way of fines. 
 
Clean bed linen will be provided for you in exchange for laundry every Tuesday morning. We 
unfortunately cannot exchange linen on any other day. 
 
Please place the bottom white sheet, duvet cover and top pillowcase outside your door for exchange for 
clean linen on a Tuesday morning by 9.30am.  
 



 

The mattress cover, cream coloured under sheet and bottom pillowcase should remain as protectors. 
 
Please leave your bedroom waste bin outside your door for emptying (as required) by 9.30a.m. 
 
All College bedrooms are serviced once a week between 9am and 10am. Please ensure that the floor is 
cleared ready for vacuuming. The housekeeping staff will not move your belongings to clean. The day of 
the week will be discussed with you at the start of the academic year. 
 

Bikes 
Bikes are one of the cheapest and easiest ways to get around Cambridge. It is often a good idea to have 
a bike though perhaps not a vastly expensive one - we do recommend you have a good bike lock and, 
where appropriate, bike insurance too as bike thefts in Cambridge are commonplace including, sadly, 
the Westminster College grounds.  
 
Bike permits are issued so we can identify ‘rogue’ abandoned bikes; please come and get a bike permit 
from the Tutorial Office. As with the car parking permits, it is valid for one full academic year. All 
Westminster College students are entitled to use our bike storage, which we recommend you use at all 
times as it is a gated and relatively secure area. The area is around the back of the Chapel and the code 
for the gate is 123 followed by Enter. This area is for Westminster Students, Sabbaticals and Staff only. 
 
During term time bicycles may be left either in the bike store or on the rail outside the building 
(residential wing). During vacation time, other than by prior arrangement with reception, bicycles must 
be left in the bike store and must have a bike permit attached. Any un-tagged bikes may disposed of. 
 

Westminster College does not except any liability for loss or damage to personal property, 
including cycles. 
 

Car parking 
Parking is generally available for the personal use of Westminster Students. A parking permit must be 
obtained from the Tutorial Office and displayed at all times. It is valid for one full academic year and will 
need re-newed. If you change car, please advise the office and we’ll issue you with a new permit. 
Visitors may be granted a temporary car parking permit, subject to availability of space. 
 

Chapel 
Westminster College Chapel is an invaluable resource for all of the College's students, residents, staff 
and visitors and you are welcome to visit it whenever you wish. 
The College's teaching staff and students meet regularly for worship at 8.30am and 1.00pm on 
weekdays. A prayer book is kept by the Chapel doors for any specific prayer requests. 

 

Common Room 
The Lounge is open to all Westminster and Cambridge Theological Federation staff and students. There 
is a television, DVD player and a small supply of DVD’s for use by residents.  

 

Computer Room 
The Computer Room is located on the ground floor, just opposite the staff entrance to reception. As you 
go through the door marked ‘Toilets, Cloakroom, Computer Room’, the Computer Room is immediately 
on the left hand side. The code for the door is 56123, then turn the handle to the left. The College 
provides ink cartridges for the printers there, but does not supply the paper. Please report any issues to 
reception. 

 
 
At the end of each term your room must be cleared of all your belongings by the agreed time and date. If 
you require limited storage during Christmas and Easter vacations please enquire at the Tutorial Office 
and we will explore storage options. All rubbish must be appropriately disposed of (including items from 
kitchen areas). If a bedroom is left in poor condition requiring additional housekeeping labour hours, 
decoration or repair these costs will be recovered from the occupant. 
 
You must not affix anything to the bedroom walls. Damage to walls/paintwork will be charged for. 
 
 
 



 

E-mail and internet 
Access to the Internet and e-mail may be through our wireless internet system. Those students who are 
part of Cambridge University can log into the Cambridge University Wireless system using CRSIDs, and 
for students not studying through Cambridge University, a guest ticket can be made available through 
reception which will last for 1 full term. 
 

Families 
Student’s spouses and families are welcome to play an active part in the life of the College. You may 
bring guests of any age to any meal (subject to a charge). Please note that all children under the age of 
16 are the responsibility of their parent or guardian at all times while on the premises. 
 

Fire procedures 
Please make yourself familiar with the fire procedures which are located on the back of your bedroom 
door. 

Fire Safety 
UNDER NO CIRCUMSTANCES SHOULD CANDLES BE USED ANYWHERE IN COLLEGE. (with the exception 
of the Chapel during worship) 
 
It is illegal to smoke anywhere in the building. There is a designated smoking area in the grounds 
outside the student entrance. 
 
The residential kitchens are equipped with small grills, microwaves and ovens (no hob). There are 
instructions for the use of this equipment in the kitchen. Please do not leave food cooking unattended. 
Please ensure that equipment is switched off after use. No additional equipment is to be used in the 
kitchens due to fire and safety concerns (for instance, no plug-in hob / hot plates). 
 
No portable heaters or irons are to be used in the bedrooms or elsewhere. 
 
The College is fitted throughout with half hour fire doors. The doors are fitted with door closers. Please 
do not prop the door open. Do not tamper with the door closer. 
 
Please do not clutter the corridors with personal property; this introduces trip hazards, blocked fire exits 
and possibly combustible materials. There are smoke and heat detectors fitted to ceilings throughout 
the College. Please do not tamper with these devices in any way, they are there for your and for others 
protection.  
 

Guests 
A friend may occasionally stay overnight in your room without charge. They may not stay for more than 
three consecutive nights and stays must not be regularly repeated. You must let reception know. This is 
essential so that we know who is in the building overnight in case of fire or other emergency. This 
privilege will be withdrawn from any student who allows a guest to stay without registering them.  
 
If you require an extra bed in your own room or bed-linen for a guest you must book this in advance (a 
minimum of 24 hours notice is requested) through reception. A small charge is made for this facility – 
equal to the Intern rate at £25.94 for 2016-2017. 
 
We do have some guest rooms and other bedrooms occasionally become temporarily available for use 
by guests. If you would like your guest to stay overnight in one of these rooms, please contact reception  
for availability and to pay the appropriate guest room charge, being the Student Friends and Family rate, 
which is more in line with the hotels in the area –please enquire at reception. 
 
The College reserves the right to request a guest to leave for which no reason need be given. 

 

Heating 
The heating at Westminster is programmed to come on, all year around, if the external temperature 
drops below 190C. Additionally, it is switched on in early October and switched off again in late April, 
weather dependent. If you feel cold and require extra blankets in your room please do ask – it is very 
difficult to heat the building to a temperature which everyone feels comfortable. We can provide 
temporary heating if you are particularly cold, ahead of the heating coming on. 
 



 

llness 
If you are taken ill on site at Westminster, please do let us know so we can help with whatever you 
require. We ask all students and overnight guests and visitors to supply us with emergency contact 
details – it is important that you keep us updated with the latest information so we can help you if we 
need to. It is stored in your student file and kept private and confidential. However, it is completely up to 
you what you share with us.  
 

Invoices 
Your room will be available between the following dates only, unless otherwise agreed: 
 

Westminster Student Dates 
Michaelmas Term: From 2pm, Wednesday 20th September to 12noon, Friday 1st December 2017 

Lent Term: Monday 8th January 2018 for those attending Intensives,  
other students by Monday 15th January 2018 to Friday 16th March 2018 

Easter Term:  Monday 23rd April 2018 to Friday 15th June 2017 
 
Rooms are let under Licence. If you wish to arrive before or stay on after the above dates you should ask 
the Tutorial Office who will try to help, on a first come first served basis where rooms can be made 
available, subject to no prior conference or events bookings being in place as you make your request. If 
permission is granted, you will be invoiced for the extra nights at the standard URC rate. Where you are 
in need of extra accommodation due to a placement agreed by your tutor, you will not be charged for 
those nights. If your purpose of stay is pre-agreed study rather than a placement, the charge will be the 
intern room rate. We recommend you request accommodation as far in advance as possible to avoid 
disappointment. 
Invoices must be paid within 14 days. If you find yourself unable to pay your invoice within 14 days you 
should discuss the matter, in confidence, with the Tutorial Office or your tutor. 
 
If rooms are left particularly dirty at the end of term and require extra cleaning, you may be invoiced for 
the extra cost. 
 
It is helpful if you can vacate your room earlier than 12noon – 10.00am is the normal checkout time but 
we aim to give leaving students a little longer at the end of term. 
 

Iron and ironing board 
Irons and ironing boards may be found in the Laundry Room. These irons are fitted with a safety device 
where the iron automatically turns itself off after 30 seconds if the iron is flat and 10 minutes if the iron 
is upright. 
 

UNDER NO CIRCUMSTANCES SHOULD IRONS BE USED ANYWHERE OTHER THAN THE LAUNDRY 
ROOM. 

 

Insurance 
It is your responsibility to ensure that you have adequate insurance cover for all your belongings whilst 
you are resident at Westminster College. The College insurance policy does not cover your belongings 
under any circumstances and the College does not accept any responsibility. 
  



 

 

Keys 
All Students have a “fob” for the electronic entry system. Residents also have a key to their bedroom. 
The toggle should gain you access to the Student/Late door, the internal front door, the library and the 
community facilities in the residential wing such as the Communal Kitchen and the Communal 
Bathroom. Should your fob not work on a door you’re expecting it to, please visit reception. A key deposit 
of £25 is charged when you are given your keys, this will be refunded to you when all keys are handed 
back to the Tutorial Office. 
 

Kitchens 
Several students share the student kitchen, in addition to kitchenettes in some bedrooms and suites. 
Please use facilities considerately, and ensure that you leave the kitchen in the condition that you would 
wish to find it. 
 
The College has provided a grill and microwave cooker, refrigerator, kettle and toaster in the student 
kitchen and appropriate equipment in suite kitchens. Please do not remove any of this equipment from 
any of the College kitchens, or add any electrical equipment. Crockery, cutlery, pots and pans are the 
personal property of the students living on that corridor and should not be ‘borrowed’ unless permission 
is sought from the owners. Additionally, no additional electrical equipment is permitted in the kitchens, 
including but not limited to ‘hob’ style hot-plates, food processors and food steamers. Please do not 
cook after 11pm.  
 

Late Door 
The Student Entrance also serves as the Late door, You can come and go through this door throughout 
the night. It is through this door that we have a small smoking area. Please make sure that this door 
closes securely behind you. (see Security) 
 

Laundry 
The Laundry Room is located on the ground floor of the residential wing, opposite room 012, it contains 
two coin operated automatic washing machines and two tumble dryers. Students are expected to 
provide their own washing powder. In the event of an issue with the washing machines or tumble dryer, 
please contact the laundry operators, as per the posters in the laundry. It is, however, helpful if you can 
also notify reception of any issues. 

 

Lights 
The last reception staff member on site is responsible for turning off all unnecessary lights at night 
(unless an event is running later than our opening hours). This is usually done at approximately 10pm. 
Please help us to save energy by turning off any unnecessary lights and/or electrical appliances when 
you notice them.  
 

Lockers 
Lockers are available for the use of non-resident Westminster students. Please apply to the Tutorial 
Office. 

 

Mail/post 
All mail delivered to the College for you, will be placed in your pigeon-hole located in the public area of 
reception. Please check your pigeon hole regularly. 
 
Parcels delivered to the College will be stored in reception. You will be notified via a note in your pigeon-
hole or email in the interim. Please collect these during normal reception hours. It is helpful, where 
possible, to notify reception in advance if you are expecting a large parcel. 
 

Maintenance 
All maintenance issues should be raised via reception. Outside office hours, please send an email for 
non-urgent issues or contact the Duty Phone for urgent issues.  
  



 

 
 

Messages 
Messages for all students and residents are usually communicated via email. The Tutorial Office send 
out communications via email which you are encouraged to read.  
 

Noise 
Please do not play loud music or make noise in your room, the corridors or stairwell after 
11pm. 

Photocopies 
The student photocopier is located in the library and is operated by a pin and credit system. You will be 
allocated a pin number only if you request one – accounts take around five minutes to set up, and a 
further five minutes to add credit to so accounts will be set up on request only. Students may buy credit 
from the Tutorial Office with a minimum spend of £3.00. As credit does take around five minutes to load 
onto the copier, please be patient when the office is busy.  

 

Reception 
Reception is open from 7am, through to 11.00pm Monday – Sunday. Wherever possible the Tutorial 
Office should always be your first stop for any queries, comments or suggestions. The phone number is 
01223 330630 for reception. 

 
 

Recycling and Rubbish 
Please note that the rubbish bins in the residential rooms will be emptied only if they are put outside of 
the bedroom door, as often as is required. We strongly encourage everyone to recycle wherever 
possible. Recycling bins are located by the back entrance gates on Pound Hill. Please do not put any 
medical waste or sharps into the rubbish, we have a safe disposal bucket for needles/sharps, located 
just inside the entrance to the Disabled toilet, located beside the student and late entrance. 
 

Security 
Like all Cambridge Colleges, Westminster College is a target for opportunist thieves. College security is 
partly dependent upon everybody being vigilant.  
 
Please play your part and: 

- Ensure that all external doors are locked and closed after you use them. 
- Ensure that you always lock the door to your room whenever you leave it and do not leave 

valuables lying around. 
- Ensure that all ground floor windows are closed when you leave rooms unoccupied. 
- Do not admit anyone to the building unless you know who they are.  
- During office hours, do not let unknown visitors in at the student door, but redirect them to the 

main entrance. If, when reception is closed, you let in a visitor for another student please 
accompany him or her to their friend’s room. If the student is out please escort the visitor from 
the building and ask them to return later. 

 
Storage of personal property 

A limited amount of your personal property may be stored in a locker at the end of the Michaelmas and 
Lent Terms, if agreed in advance in writing by arrangement with the Tutorial Office. However, lockers 
must be cleared and all personal property removed at the end of the Easter Term. 
 
Any belongings stored in College lockers or elsewhere on site are at your own risk.  
The College accepts no responsibility for any property left in the College. 
 

Television 
If you wish to bring your own television to College, please remember that in addition to an electrical 
safety test you will also need a valid Television License for your set whilst you use it here. This extends 
to watching programs on a laptop, tablet or other device as they are broadcast live. 
 
  



 

 

 

Useful Contact Details 
 

 

Dentists 
There are few National Health Service dentists in Cambridge, although there are many dental practices. 
 
As a student, you could use the University Dental Service at 3 Trumpington Street, Cambridge. Tel: 
(01223) 332860. 

 
 

Doctors 
All College residents must register with a local Cambridge medical practice. 
 
The three local medical practices largely used by members of the Westminster  
College community are: 
 
Bridge Street Practice Tel: (01223) 652671 
Huntingdon Road Practice Tel: (01223) 364127 
Trumpington Street Practice Tel: (01223) 361611 
 
At the beginning of each year, all students must complete a College form giving us emergency contact 
details, and the name, address and telephone number of your Cambridge doctor. Any changes must be 
advised to the Tutorial Office immediately. 
 
Any incident of illness should be reported to Westminster reception. 

 

Hospital 
The nearest Hospital with an Accident and Emergency Department is located at Addenbrooke's Hospital, 
on Hills Road, Cambridge. Tel: (01223) 245151. 
 

 

Taxis 
Many Taxi companies operate within the Cambridge area. Some local firms include: 
CamCab Tel: (01223) 704704 
Panther Taxis Tel: (01223) 715715 
 

 


