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® Welcome

to Bournemouth Adult Learning

Welcome to Bournemouth Adult Learning. Thank you for deciding to
become one of the many hundreds of learners to embark on an
exciting learning journey. To help and support you to achieve your
aims we have produced this handbook, which we hope will provide
you with the information that you need. We would also like to
encourage you to take advantage of our learning and financial
support where appropriate. If you require any further information or
clarification please contact the Learner Services Team. Bournemouth
Adult Learning wishes you success with your chosen course and
hopes that you enjoy your learning experience.
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Advice & Support

What happens if | can’t afford all the costs
of the course?

If you are on a low income, the Learner
Services team may be able to help
with the following:

Course fees
Childcare

Transport

Books, materials etc
Examination Fees

What help is available if | have a
disability, need extra support or if | am
starting to struggle with my course?

We can provide access to a range of services, including:

Sign language interpreters

Transport

Information on tape, in Braille or large print
Individual support in the classroom

Individual support for examinations and assessments
Help with reading, writing, maths and English
Learner Skills Development Centre (LSDC)

How can | get information
on courses, careers
and progression
routes?

In addition to our
Learning Directory
and Course
Information Sheets
you can talk to our
Learner Services team
or your tutor.

For more in-depth advice and

guidance, you can book a one-to-one Information,
Advice and Guidance session with a qualified and
experienced member of our Learner Services team.
These sessions can be conducted over the telephone or
in person at our Learning Centre.

For further information on all the services detailed
on this page, please talk to your tutor or contact the
Learner Services team direct on 01202 451950 or
email: bal.enquiries@bournemouth.gov.uk*

*If you are under 20 years of age, you can also contact your
local Connexions service on 0800 358 3888.




If you are aged 16 to 18 years old, you can expect
us to:

contact you once a term to see how your course

is going

discuss any additional support needs you may have
encourage you to attend the LSDC and use our Virtual
Learning Environment (www.glo-bal.co.uk)

invite you to an individual Information, Advice and
Guidance interview, to discuss your progression
options

contact you or your emergency contact if you fail to
attend your class

Learner Support can advise,
and may help with...

We will expect you to:

identify long and short term learning goals

work with your tutor to establish your Individual
Learning Plan

ensure that your coursework is completed and
submitted on time

be prepared to discuss your progress with your tutor at
regular intervals

Talk to your tutor or Learner Services immediately if
you are having any difficulties with your work or
attendance

Contact Learner Services if you are unable to attend
your class

Contact us on: 01202 451950

or e-mail: bal.enquiries@bournemouth.gov.uk




@ Equality and Diversity

Bournemouth Adult Learning values each individual and
would like to meet the needs and expectations of every
learner wherever possible.

Our aim is to create a learning environment that is Fair,
Respectful, Equal and Dignified. We have a Single
Equality Scheme that promotes our aims.

All Learners whatever their race, gender, disability,
sexual orientation, religion or belief or age with
Bournemouth Adult Learning should:

@ be treated with respect and dignity

o feel welcomed and valued

o be free from any form of harassment or bullying

e have equality of opportunity to pursue their learning
@ have the support necessary to access their learning

Mission Statement

Bournemouth Borough Council is
committed to achieving equality and
fairness for all people.

Physical Access to
Buildings

Accessibility Statement
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Bournemouth Adult Learning
wishes to encourage
learners with individual
needs to enrol on our
courses.

If you feel that your
requirements are not
being met, please contact
us to discuss the issue.



If you need to improve your English and maths, we have Skills for Life
support and classes available to suit.

¥ N

Skills
for Life

offer...

Contact us on: 01202 451950

or e-mail: bal.enquiries@bournemouth.gov.uk




Calling all Learners!!!

Come to the Learner Skills
Development Centre!

The LSDC is a facility open to ALL learners on
Bournemouth Adult Learning courses, and is there to offer
support to help learners succeed! It is based at
Bournemouth Learning Centre (BLC), at a variety of times
during the week (see below).

In consultation with your tutors, you can arrange to attend
the LSDC at times to suit you. A qualified tutor will be on
hand to help with:

Your internet based research for coursework or
homework

Study skills/NVQ portfolios

Study skills - how to learn more effectively

Skills for Life at the Learner Skills
Development Centre

The LSDC is also where you come to be assessed and enrol
onto Skills for Life courses (English & maths).
Bournemouth Adult Learning uses state-of-the-art IT
facilities to help assess your starting points, and identify a
suitable course for you to join.

Our assessment process is very thorough to ensure you
can see where your learning journey will take you. Your
tutor will be provided with a very detailed profile of your
strengths and areas which you need to work on during
your course.

LSDC Opening Times
(Term time only)
Bournemouth Learning Centre (BLC)

Day Time

Tuesday 14:30-17:30
Wednesday 13:00-16:00
Friday 13:00-16:00

Call 01202 451950 to book a place, we reserve the right to
change days/times.




Get Learning online at
www.glo-bal.co.uk

Bournemouth Adult Learning
’ -

operates a Virtual Learning
Environment (VLE) for all
learners enrolled on current
courses. There is a wealth of
information available about
Bournemouth Adult

Learning as well as

interactive quizzes to check
your numeracy and literacy
skills, support information and
study skills. There is even a whole batch

of free courses to help you with the Microsoft Office Suite.

For some of our accredited courses, a lot of handouts and
support material will be available on the VLE, so access is
very important. If you do not have access to a computer
with internet connection at home, book free time in our
LSDC (Page 8) or at your local library.

You can access much of the information as a guest, but to
get the most from the environment visit www.glo-
bal.co.uk and create an account; you choose your
username and password.

Useful Contact Numbers

Bournemouth & Poole College

01202 205205

Poole Adult Learning 01202 262300
Christchurch Adult Learning 0800 262648
Careers Advice Service 0800 100 900
Dorset Adult Learning 01202 893900
including Ferndown and Blandford

Brockenhurst College 01590 625500
Lymington Adult Learning 01590 679457
Ringwood and Fordingbridge 01425 472224
Adult Learning

Arts University College 01202 533011
Bournemouth University 01202 524111
Connexions (13 - 19) 0800 3583888
ITEC 0208 994 4141
Training Development Agency 0845 6000991
University of the Third Age 01202 420700

Contact us on: 01202 451950

or e-mail: bal.enquiries@bournemouth.gov.uk
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Health and Safety

Find out how to be a safe learner.
Visit www.safelearner.info/learners

Note: For the full Bournemouth
Adult Learning Health and
Safety Policy, contact the
Learner Services team on
01202 451950.

Safeguarding

We do not want any of our learners to experience Bournemouth Adult

bullying (including cyb‘er—bullylng), h’aras§ment, abuse Learning is committed to
or neglect, and have a ‘zero tolerance’ policy. If you - X
experience or witness any of pI'OVIdIng a safe Iearnlng
e these, or have concerns environment and will...
about someone, tell your
tutor or contact the
Safeguarding Officer
on 01202 451950.




What We Expect From Learners

It is the responsibility of all learners and staff to ensure that classes are conducted in a friendly and safe environment. It is
a condition of attending classes that learners behave according to the Bournemouth Adult Learning Code of Conduct.

Treat learners and staff with respect at all times Follow the tutor’s instructions when using any equipment
Arrive at class on time Respect the property of Bournemouth Adult Learning,
Advise the Learner Services team if you are unable to staff and other learners

attend a session or decide to withdraw from a course Switch off mobile phones

Respect the privacy of other learners Attend all sessions

Respect other people’s opinions and allow their Complete all homework, assignments and coursework set
expression by the tutor

Adhere to the rules of the centre regarding eating and Enter for and attend examinations for which you are
drinking in the classroom studying

Please bring your own pens, pencils and paper along Bournemouth Adult Learning does not accept

with any other equipment that is required responsibility for any learner’s personal property

Tell your tutor of any special requirements or difficulties There are no storage facilities available

you may have If you buy goods from your tutor, this is viewed by

Be aware of the Health and Safety Policy Bournemouth Adult Learning as a private arrangement

Data Protection

The information you provide will be processed by Bournemouth Adult Learning for the purposes of providing you with
courses. The Council may hold the information that you provide in both computerised and manual recording systems.
Information will be held and used in compliance with the Data Protection Act 1998. Your information will not be used for
marketing or sales purposes. You are able to see a copy of the information held about you. For further information about
this please ask for a copy of the Council's data protection leaflet or visit the Council’s web site at
www.bournemouth.gov.uk.

Contact us on: 01202 451950

or e-mail: bal.enquiries@bournemouth.gov.uk




HP teaching and learning experience. The observer will

C I assroom VI S ItS by arrive unannounced at any point during the class. They
will normally stay for a period of 45 minutes, will focus

LeSSO n O bse Fvers on the teaching and learning activities and, where
possible avoid disruption to the class. However the

Bournemouth Adult Learning wants you to enjoy your observer may take the opportunity to have a very brief

learning experience, achieve your goals and be discussion with your tutor and also

motivated to progress. Part of our quality assurance with you. Lesson observations

process is the observation of all tutors to assess and and any subsequent

confirm their practice in helping you through your development activities your

learning journey. All members of the observer team are . E tutor undertakes are part
]

experienced tutors themselves and of our ongoing

have also been trained in commitment to give you
observation techniques. We the best possible learning
value feedback from all experience here at BAL.
learners and would ask
that you complete
course evaluations
as honestly and
comprehensively
as you can in order
that we can
improve our quality
of service and




Use of Computers

For the benefit of all learners using the computer facilities, we require you to observe the following:

Please: Due to a malicious virus we do not allow learners to bring
Ensure your tutor sets you up with a www.glo-bal.co.uk USB sticks, or CDs for use in BAL equipment. In the case
log in (see page 9). of examination courses or NVQs, your tutor will make
This will aid and enhance your learning with BAL. arrangements for the use of these items.

Observe IT user protocols on glo-bal
Listen to your tutor’s instructions at all times

Observe Health and Safety regulations Please note:

Inform your tutor immediately of any errors, faults or We have a range of adaptive hardware such as large key
messages appearing on your PC keyboards, roller mice and large monitors for learners
DO NOT attempt to repair any faults yourself. with additional needs.

DO NOT unplug cabling, keyboards, mice or
projection equipment
DO NOT use the internet for viewing 4

or transmitting any material
which may be regarded as
offensive or in violation of UK
laws or regulations, ie
copyright material, material
judged to be threatening, or
pornographic

DO NOT print from the
internet without prior
agreement from your tutor

| —

Contact us on: 01202 451950
or e-mail: bal.enquiries@bournemouth.gov.uk



Fees and Costs

The course fee is for:
Tuition
Exam / Materials

Learners who receive income based benefits may be
entitled to pay a reduced fee. You will need to provide
proof when you enrol.

There will be extra costs if you:
Do extra examinations not covered in your course fee
Need to purchase extra equipment or materials

See full Terms and Conditions on pages 16-19 for
full details.

Examination/Assessment
arrangements

In the majority of cases, your exam, entry and
registration fee is included in your course fee

If you have missed your exam, and you can produce a
medical certificate, in some cases you will be allowed
to sit the exam at a later date

There are no refunds for exam costs once registration
with the appropriate examining board has taken place
You cannot take the same course/qualification twice,
unless you pay a higher course fee

For an additional fee, in some cases, you may be able
to re-sit the exam again

Everyone enrolled on courses that have an accredited
exam or award must be prepared to sit the exam or
undertake the work required to achieve the award
Portfolio assessed courses — Many of our courses are
now assessed by the production of a portfolio of work
which you will develop during the course and may
include examples of your work, assignments, reflective
logs etc. Time will be spent in class compiling the
portfolio, in addition to further work at home



Customer Service and
Complaints Policy

Acting in accordance with policies operating within
Bournemouth Borough Council, Bournemouth Adult
Learning (BAL) aims to provide a high-quality learning
experience to all customers. Feedback is actively
encouraged from everyone to identify improvements
that can be made. This includes suggestions and
complaints.

There are various ways you can put forward your

comments and suggestions which are listed below:

Email bal.enquiries@bournemouth.gov.uk
Write to the Learner Services team at the
Bournemouth Learning Centre,

Ensbury Avenue,
Bournemouth BH10 4HG
Speak to any member

of staff who will be
happy to pass your
Comments,
Compliments and
Suggestions on to the
Learner Services team

Complete one of our slips in

the Learner Services Office

at Ensbury Avenue and

post it in the “Comments,

Compliments and

Suggestions” box

Email the Learner Services

Team via the link on the

Virtual Learning Environment

(VLE) (for learners already

enrolled on a BAL course) www.glo-bal.co.uk
Bournemouth Adult Learning also recognises that from
time to time things may go wrong and is committed to
ensuring that any complaints are dealt with in an open
and objective manner so that we can put it right quickly
and take action to prevent it happening again.

A full copy of the Complaints Process can be viewed on
our website at www.bournemouth.gov.uk/adultlearning
or contact the Learner Services team on 01202 451950.

Our Complaints policy aims to be:

Easily accessible and well published

Simple to understand and use

Fair, with a full and impartial investigation

Confident to staff and learners

Informative, providing information for management for
the improvement of the service

Contact us on: 01202 451950

or e-mail: bal.enquiries@bournemouth.gov.uk



@ Terms and Conditions
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Contact us on: 01202 451950
or e-mail: bal.enquiries@bournemouth.gov.uk



Examination and awarding body
registration fees



Conditions of refunds

Contact us on: 01202 451950

or e-mail: bal.enquiries@bournemouth.gov.uk
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