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Welcome to Bury Adult Learning 
Service…
...and a special welcome to those of you who are joining our learning community for 
the first time.  This handbook contains useful information about the Service that you 
may need during your course.

In welcoming you all to our 2015-2016 learner handbook, we would like to thank all 
returning learners who have responded to our surveys throughout recent years. The 
information you have provided helps us to continuously improve and makes Bury Adult 
Learning Service one of the best places for adults to study and gain new skills and 
qualifications. 

This year we are offering another varied and exciting programme of activities, ranging 
from leisure courses to accredited qualifications.  We are also offering a variety of 
training opportunities to support employers with staff development.  Each term we 
produce a Learner Newsletter that is emailed to learners, or can be collected in hard 
copy from our various centres.  We are always keen to hear your success stories and 
ideas for the newsletter so please send your contributions to Giovanna, our Quality and 
Marketing Officer, at g.kerwin@bury.gov.uk  

Each year we are assisted by Learner Representatives who liaise with students and 
staff on a variety of matters, assist at events and contribute to the inspection and 
self-assessment process.  The Service greatly values these representatives and the 
contribution they make so I’d like to say a big “Thank you!” to them for all their hard 
work over recent years.

Whether you are a returning learner; someone who is joining us for the first time; an 
employee who wishes to take up training opportunities; or an employer who would like 
some bespoke training for your staff, Bury Adult Learning Service wants to support you 
in gaining the success you deserve.

If you need any further information or wish to discuss any matter 
concerning adult learning, please contact Mary Murphy in Student Services 
on 0161 253 7501.

This handbook is available in alternative formats - please ask for details at your 
Centre Office.

Each year our learners achieve tremendous success on their courses, so I’m delighted 
you have chosen Bury Adult Learning Service as the place to take your ambitions 
further. We hope you enjoy your time with us and gain the success you deserve! 

Ann Boocock
Senior Adult Learning Manager, Quality

Mission Statement
We aim to provide an outstanding Adult Learning Service that meets  

and exceeds the ambitions of local people and businesses.  

We aim to offer the highest quality, community-based adult learning 
to empower individuals to develop skills in order to make a valuable 

contribution to local communities and economic regeneration.

All our policies and statements may be viewed on Moodle.

Calendar
Most courses start on Monday 28th September 2015 but some start dates do vary.

Autumn Term 
Monday 28th September – Friday 11th December 2015

Half Term 
Monday 26th October – Friday 30th October 2015

Spring Term 
Monday 11th January – Friday 18th March 2016

Half Term 
Monday 15th February – Friday  19th February 2016

Summer Term 
Monday 11th April – Monday 13th June 2016

Half Term 
Monday 30th May – Friday 3rd June 2016 

Most courses follow this pattern but  
please note that there some exceptions.   
Please consult with your tutor.  
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Learner of the Year
Each year we invite nominations for the award of  
Adult Learner of the Year. We aim to recognise all 
round commitment rather than simply academic 
success. To celebrate the success of our learners 
we hold an informal award ceremony during Adult 
Learners week each year.

Further details will be circulated in May.

Learner Involvement Group
The aims of this group are to promote and actively encourage the involvement 
of all learners in every aspect of their learning experience, to listen to their 
comments and act upon feedback whenever possible by implementing changes 
or improvements.

We currently have appointed Learner Representatives at Ramsbottom and Bury 
who you can contact with your comments /suggestions etc. 

We have vacancies at Whitefield and Prestwich.  If any learner would be 
interested in becoming a Learner Representative at any of our Centres please 
contact Mary Murphy on 0161 253 7501.

Surveys
In order to ensure that we are providing an enjoyable and successful learning 
experience, we need to know your views. Please complete our surveys during 
the first term of your course 
and the course evaluation 
survey at the end of your 
course. We try to keep 
the paperwork down to a 
minimum. We appreciate you 
giving your time to let us 
know your opinions and help 
improve our standards. 

Our responses to surveys 
will be displayed in all 
Centres during the year.

Learner Charter
We are committed to providing high 
quality education and training to all 
our learners. This charter helps us to 
achieve that goal.

Enquiring about Courses:

•  General information on courses, 
facilities and services is available 
at all our centres and from Student 
Services

•  You can meet with a member of 
staff to discuss your learning needs 
and to help you choose a course.

•  We will provide you with Course 
Information Sheets which give clear 
information about course content, 
entry requirements, tuition fees and 
other related costs

When you become a learner:

•  You will have access to this Learner 
Handbook as a source guide. 
It contains general advice on a 
wide variety of topics and gives 
details on where you can get more 
information

•  We will give you a copy of the 
information for your course 

•  We will have teaching and support 
staff who are able to make you feel 
comfortable and in control of your 
learning

•  We will promote Equality, Diversity 
and Inclusion and will safeguard 
you to ensure that you learn in a 
safe environment

•  We will help you to make choices 
about progression opportunities at 
the end of your course

•  When you complete your Learning 
Agreement, your details will remain 
protected by the Data Protection 
legislation

•  We will promote sustainability 
to collectively reduce our carbon 
footprint

•  Our Learner Representatives will 
help you to put your views forward 
and find out information about the 
Service

If you are not satisfied or if things 
go wrong:

•  There is a complaints and appeals 
procedure - details of which are in 
this handbook

•  You will also be given the 
opportunity to make your 
views known by a variety of 
questionnaires and via your Learner 
Representative

We expect you to:

•  Complete a Learning Agreement 
within the first 3 weeks of your 
course

•  Inform your tutor/Centre office if 
you know you will be absent from 
a class

•  Respect all other learners and staff 
by supporting Equality, Diversity 
and Inclusion

•  Conduct yourself in accordance 
with the policies referred to in this 
handbook.

•  Let us know if you have any specific 
additional needs with which you 
require support, e.g. help with 
mobility; specific requirements such 
as large print; or assistance with a 
learning disability.

•  Inform us about “Where next?  
What next?” and your plans for the 
future regarding further learning or 
career progression.

4 5
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We offer help with :-

• Choosing the best course for you

• Help in class

• Childcare in some cases

• English & Maths

• Special equipment if needed

• Time to talk to tutors

• Enrolment

• Pre-course interviews

• Materials that can be made easier to use

We also have mobile induction loop systems and conversors for learners with 
hearing impairments.

In addition we have computer programmes that magnify the computer screen 
and read text. We have CCTV magnifiers that can be used with the computer or 
in isolation to magnify a text.

If your circumstances qualify you for support to take an exam or assessment, 
we will apply to the examination board for special consideration on your behalf.

If you are unhappy about the way your needs have been met at your Centre 
you should tell your tutor or the office staff as soon as possible.

We hope you enjoy your time with us and we wish you a successful outcome.

Learn for Life
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Inclusive Learning Statement
Bury Adult Learning Service recognises current legislation in relation 
to equality of opportunity and respects your right to privacy. We aim to 
offer appropriate advice and support whilst being sensitive to all rights 
to confidentiality.

Bury Adult Learning Service is committed to supporting learners, 
including:

• disabled learners and those with learning difficulties

• people from different ethnic and cultural backgrounds

• people returning to learning after a break

• people on low income

This support is part of our development of an inclusive learning service.

We want you to enjoy your time at Bury Adult Learning Service and to be 
successful in whatever course you have decided to study. We can offer support 
if you need assistance, so come and talk to us and find out just how much we 
can do to support you.

Bury Adult Learning Service uses one purpose built centre, 3 main libraries, one 
branch library and a number of other venues across the Borough. 

All classes are advertised in the Course Guide which is available in all adult 
learning centres, local libraries and on our website www.bury.gov.uk/
adultlearning. Alternatively, you can telephone Student Services (0161 253 
7501) and we will send you a copy. 

The Course Guide gives details of access, help with childcare, car parking and 
toilets for disabled learners. It also tells you the Centre phone numbers for more 
detailed information on your access requirements.

There are a number of courses offered for people with learning difficulties, 
sensory impairments, physical disabilities and mental health problems 
(contact Nikki Naylor on 0161 253 7287 for details).  On a small number of 
courses leading to a qualification you can apply for help with examination and 
assessment costs and materials from the Learner Support Fund. Ask at your 
Centre for a form if you need one.

If you are worried about returning to study after a long break, are a disabled 
learner, unsure about your skills in English or Maths or you feel that your 
progress may be hindered by your situation you should start by contacting 
Learning Support on 0161 253 7287 or Student Services on 0161 253 7501.
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Equality, Diversity & Inclusion
Policy Statement

Bury Adult Learning Service offers a choice of learning opportunities to all 
members of the community. We celebrate the diversity of our learners who 
make up the Service.  They enrich our collective work with their contributions 
from a huge spectrum of experiences and backgrounds.  We hope that together, 
all our learners will continue to create a happy, varied, safe and successful 
learning community. 

Learning with this Service is open to people of all ages, religions, disabilities, 
ethnic or national origins, marital status, caring status, gender, sexual 
orientation or economic status.

Bury Adult Learning Service recognises and embraces its duties to eliminate 
unlawful discrimination and harassment. The Service does not tolerate unlawful 
discrimination against any of the protected groups. It strives to promote good 
relations between different groups of people and is committed to promoting all 
forms of equality.

All staff and learners are responsible for making sure that no discrimination 
occurs. A grievance procedure is in place for any form of harassment. If you feel 
that you are the victim of harassment please report to your tutor, your Learner 
Representative, the relevant Curriculum Quality Leader or Centre office staff. 

The Service also complies with all national legislation and, as part of Bury 
Council, with Local Authority policies. 

An Equality, Diversity and Inclusion Framework is in place and this ensures 
all our policies adhere to Bury Council’s new Equality Framework for Local 
Government.

Bury Adult Learning Service is a member of the Safeguarding Adults Strategic 
Safeguarding Board and provides regular training to its staff on Safeguarding 
and Equality, Diversity and Inclusion.

Nikki Naylor is the designated contact should you have any safeguarding 
concerns. You can contact her on 0161 253 7287 or n.a.naylor@bury.gov.uk or 
there is an on-line reporting scheme through our web-site.

For equality, diversity and inclusion issues please contact Nikki Naylor on 0161 
253 7287 or n.a.naylor@bury.gov.uk 

The full version of the Bury Council Equality and Diversity Policy is 
posted on its website http://intranet.bury.gov.uk/EqualityandDiversity.

A copy of the Bury Adult Learning Service Equality and Diversity Duty is 
displayed in each Centre on the Equality and Diversity Notice board.

Health, Safety and Security
Bury Council recognises its Health and Safety responsibilities and duties under the 
Health and Safety at Work Act 1974 and supporting legislation.

The Authority is committed to providing for all its employees and learners as far 
as reasonably practicable, safe and healthy working conditions whilst meeting its 
moral, legal and economic obligations.

• All Centres have a copy of the Council’s Health and Safety Policy

•  Centre Supervisors, Curriculum Quality Leaders and Adult Learning Service 
Managers have all received training in Health and Safety and Risk Management. 
A number of staff have undertaken first aid training. Staff are available to help if 
you have any queries or comments regarding Health & Safety.

• Special equipment is available if needed to help you with your course.

•  The Adult Learning Service has policies on Safeguarding, Equality, Diversity and 
Inclusion and on anti-bullying and harassment.  These are intended to keep all 
learners safe and free to enjoy a successful and happy experience with us.  If 
at any time you feel unsafe or intimidated in our learning environments, please 
tell your tutor, Learner Representative or any member of staff immediately. 
All information will be treated in confidence and all measures to resolve the 
situation will be carried out in negotiation with you.

•  All our learning centres have a Fire Marshall to take charge in an emergency 
evacuation of the building

•  All our Centres hold regular emergency evacuation drills. Information on this 
will be provided by your tutor during the Health & Safety part of your induction 
at the start of your course.  All learners and staff are required to participate in 
these drills and comply with the instructions given by your tutor and the Fire 
Marshall. If you require assistance to evacuate the building in the event of 
an emergency or drill, we can arrange for a Personal Emergency Evacuation 
Plan (PEEP) to be devised for you.  If you require this kind of assistance, please 
note it is the responsibility of you, the learner, to inform your tutor at the 
start of your course.  

Evacuation procedures

A Personal Emergency Evacuation Plan (PEEP) is an arrangement between the 
tutor and the learner should they have difficulty getting out of the building in 
an emergency.  If you require assistance due to cognitive, sensory or physical 
difficulties it is your responsibility to notify the tutor. 

If there are any problems, please contact the responsible person for safeguarding 
– Nikki Naylor on 0161 253 7287.

Learn for Life
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Student Services
Information, Advice and Guidance

Free advice and help to choose a course is available for all. Towards the end 
of your course, Student Services can help you plan your next move, either to 
another course from the programme or to other providers of education and 
training.

We can arrange for an advisor to meet you at any Centre (by appointment) or 
your local library.  The advisor will offer advice if you are considering a change 
of career or can refer you on to another advisor if you need more in-depth 
guidance on work related training.

Information, advice and course information sheets are also available from your 
Centre office.  Your tutor will be able to advise on the options available to you 
in their subject.  If you would like to speak to someone about moving on please 
ask your tutor to refer you to Student Services or contact them directly on 0161 
253 7501 or e-mail at student.services@bury.gov.uk 

Appointments can be made to see a National Careers Service advisor at Bury 
Adult Learning Centre. For further information please contact Student Services 
on 0161 253 7501 or Bury Adult Learning Centre on 0161 253 5772.

Help with childcare

Learners can apply to the Discretionary Learner Support Fund for financial 
help towards paying for a registered childminder or for a place in an Ofsted 
registered nursery if you are on a course leading to a qualification and are aged 
20 or over.

Help with assessment fees/charges

There is a Discretionary Learner Support Fund to assist learners with class 
materials, childcare, some travel costs and assessment fees. Applicants must be 
enrolled on courses leading to a qualification.

You will be required to provide details of household income and expenditure 
when you make an application.

Applications are considered against set criteria and priority will be given to 
learners who meet these criteria.

24+ Learning loans

There is no longer any funding for learners aged 24 or over who wants to take 
a Level 3 course, no matter what your circumstances.  You can apply for a 24+ 
Learning loan through the Student Loans Company.  Applications can be made 
on line but you first need to register on the course and the relevant information 
will be sent to you.

For any more information please contact Mary Murphy on 0161 253 7501.

Look out for our Learner Newsletter which is published each term

Administration and Fees
Please refer to the Centre Supervisor within your Adult Learning Centre or Library 
for matters of an administrative nature. Centre Supervisors and / or office staff 
are your first point of contact in these centres and will assist in matters regarding 
enrolment, payment of fees, buildings and health & safety issues.

It is important that you are fully aware of the course details and learning 
outcomes at the start of the course as refunds will only be considered in 
exceptional circumstances (see the course guide for details of the refunds policy). 
If you want to claim a refund, this must be put in writing for it to be considered.  
This will be at the discretion of management.

Tuition and examination fees need to be paid at the point of enrolment.  
Some classes have additional fees to cover consumables and model fees.   
In some cases these are charged at enrolment, in other classes (e.g. Pottery) 
consumables may be charged part way through the course depending on 
materials used.  

You may be entitled to claim a discount of fees, but this depends on which course 
you are undertaking and if you are on certain benefits. Further information can 
be found in the Course Guide or from the Centre Supervisor. To claim a discount, 
evidence will need to be supplied at the point of enrolment.  A self-declaration 
will need to be completed for some accredited provision.  You will need to confirm 
what benefit you receive in order for you to claim fee remission.

Some courses may allow you to make a claim from the Discretionary Learner 
Support Fund.  Please speak to a member of staff to see if you are eligible to 
make a claim. 

If you want to see a copy of the Bury Adult Learning Services Fees Policy for 
2015/2016 please contact the central office or the Centre Supervisor who will get 
a copy for you.

Staff Absences
If a class tutor is absent due to illness, we try to find a substitute teacher for 
the class.  If we are unable to do that, the class will be cancelled and we will 
make every effort to inform you before the class. Please note that we are not 
always able to offer you an alternative class if the class is cancelled.

We are sincerely sorry if a substitute tutor cannot be found and hope that on 
the odd time that this occurs you will understand.

Thank you

Learn for Life
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Computer Use Guidelines
Adult Learning Programme 2015/2016

Tutors must be aware of the Corporate Information Security Policy May 
2013.  They are also responsible for ensuring learners adhere to the relevant 
information within this policy whilst on Council property.  Tutors should be 
aware that the Corporate ICT policy overrides any departmental policy.

Tutors should also bear in mind (and inform learners) that information they 
share through social networking applications, even if they are on private 
space, are still subject to copyright, data protection, Freedom of Information, 
the Safeguarding Vulnerable Groups Act and other legislation. They must 
also operate in line with the Council’s Code of Conduct and Equality and 
Diversity Policy. Failure to comply with the guidelines detailed here may lead to 
disciplinary action and / or legal proceedings.

Food and drink must not be consumed in computer rooms.

It is a requirement that tutors ensure that the learners’ names are recorded 
against a machine at each session.  For regular sessions (when the learner uses 
the same computer each week / day), then the register can be used.  For other 
instances i.e. if laptops are used, then the “Computer Usage Monitoring Form” 
must be completed at each session and kept with the register.

Unauthorised copying, alteration or interference with computer programmes or 
data is prohibited.

Learners are allowed to bring in their own pen drives and / or CDs in order 
to save their course work. These must be virus checked each time they are 
connected to a machine. If learners do not possess a pen drive, these may be 
purchased from one of the centres at a small charge.

Internet

Learners are able to access the internet during classroom hours in order to 
assist them with their course work.   

•  No learner may use the internet without the permission of a member of staff.

• All internet activity must be set by the Tutor.

•  Learners must not infringe copyright or claim material found on the internet as 
their own.

• Learners must not seek out inappropriate materials.

•  Learners must not download materials from the internet without prior 
permission from the Tutor.

•  Learners must not use electronic means to carry out any form of bullying or 
harassment of any nature.

• Learners must not access or download the following types of information

• Criminal Information (e.g. racist or terrorist propaganda)

•  Pornography, abusive, defamatory, offensive, obscene or malicious information

•  Information that makes improper or discriminatory reference to a person’s 
race, colour, religion or belief, gender, gender re-assignment, sexuality, age, 
creed, national origin, disability, caring responsibilities or physique

Users of the Internet should be aware that all internet activity is 
continuously monitored and recorded. The Authority reserves the right 
to monitor all usage in accordance with the Human Rights Act 1998 
and Regulation of Investigatory Powers Act 2000.  All members of staff 
are responsible for the appropriate use of the Internet within the lessons 
they supervise.  Please refer to the Corporate ICT Security Policy for further 
information. 

If a learner encounters inappropriate information by accident or is experiencing 
harassment / bullying themselves they must inform the tutor.  This will be 
referred to the ICT Service (as per the Council’s ICT Unit Information Security 
Incident Handling policy) or the Safeguarding Manager as appropriate.

Failure to observe any of these guidelines will result in learners being 
excluded from a course with immediate effect. 

Learn for Life
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Code of Conduct
Bury Adult Learning Service operates in 
an atmosphere of mutual respect. Staff 
are expected and required to treat all 
learners and visitors with courtesy and 
to help them to get the most from their 
time with the Service.

In return, learners are expected to 
treat staff and other learners with 
courtesy and respect. In particular, 
we ask that:

•  No one uses racist or sexist language, 
or language that is offensive towards 
disabled people or people’s religion, 
belief, or sexual orientation. This 
includes repeating “jokes” that use 
such language and which cause 
offence to particular groups of people

•  No one acts in a way that degrades 
or humiliates anyone else, or acts 
in a way which others would find 
offensive, intimidating or hostile

•  No one attends class under the 
influence of drugs or alcohol

•  Any causes for concern or 
disagreement should be raised in a 
calm manner, with the expectation 
that they will be dealt with fairly

•  Mobile phones should be switched off 
during classes. If anyone is waiting 
for an emergency call, they should let 
the tutor know

•  Computers are used in accordance 
with the Service Policy on such use

•  Lowering our carbon footprint is very 
important to us.  We are trying to 
reduce the amount of paperwork 
generated in classes.  Learners 
are requested to print out as few 
documents as possible.  Your tutor 
will encourage you to use Moodle, our 
virtual learning environment, rather 
than provide lots of handouts.

•  Learners should attend regularly and on 
time. They should also notify the Centre 
if they are unable to attend a session

•  All learners need to pay attention to 
health and safety issues in the buildings 
and in the rooms. In particular, learners 
need to use equipment with care and in 
accordance with the health and safety 
guidance provided in class. Please 
be aware that coats, bags etc left on 
the floor can cause a tripping hazard 
to others. A tutor will go through 
health and safety and fire evacuation 
procedures at the start of your course.  
It is learners’ responsibility to notify 
their tutor if they need assistance 
evacuating the building during an 
emergency or drill.  The tutor will then 
notify her/his Curriculum Quality Leader 
that a Personal Emergency Evacuation 
Plan (PEEP) is necessary for that 
learner.  The plan will be arranged in 
negotiation with the learner and agreed 
by her/him.

•  We take the safety and security of 
all our learners very seriously – any 
behaviour which could be viewed as 
harassment will not be tolerated

•  Violent behaviour of any nature will not 
be tolerated

An Equality, Diversity and Inclusion 
Framework is in place and this ensures 
all our policies adhere to Bury Council’s 
new Equality Framework for Local 
Government.

Bury Adult Learning Service has a 
Student Disciplinary Policy which may be 
used if there is a serious breach of this 
Code of Conduct. A copy of the Student 
Disciplinary Policy is available, 
on request, from the Centre Office or 
from your tutor.

Business Development Unit
The Service also provides bespoke training for public and private sector 
employers and works closely with businesses to develop new skills to maintain 
competitive advantage and achieve business goals.

For further information please ring Karen Cargill on 0161 253 7330

Suggestions, Comments, Complaints,
Bury Adult Learning Service has an excellent reputation and has achieved very 
good reports from outside inspectors such as Ofsted and Matrix.

As part of our continuous improvement plan we have suggestion boxes in each 
centre should you have any ideas and comments as to how to make the service 
even better.  We very much welcome your views; they are invaluable in helping 
us improve the quality of what we deliver to you.

It’s important that we know what we are doing well, so please tell us when 
you are particularly happy with our Service, as well as letting us know your 
concerns.  If you are not satisfied with our standard of service there are leaflets 
at each centre for you to write to us with your comments.

If you require any further information please ring Giovanna Kerwin, 
Quality and Marketing Officer, on 0161 253 6867.

Learn for Life
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Assessment/Examinations
Any enquiries about assessments or examinations should be made to your 
tutor or the Centre Supervisor. If they are unable to help, your enquiry 
will be referred to the Examinations Officer.  Should you feel that you 
would benefit from specific access arrangements for your assessment or 
examination please let your tutor know as soon as possible. If you need more 
details about what access arrangements are available please ask your tutor 
or contact Student Services.

Please note

1)  You will need to bring evidence of your identity to any externally assessed 
test or examination. Ideally this should either be a passport or new style 
driving licence but documentation showing your name and address can 
be used if these are not available. If you have a problem producing such 
evidence please speak to your tutor who will contact the Examinations 
Officer.

2)  When taking your assessment / examination NO iPODS, MOBILE PHONES, 
MP3/4 PLAYERS, NO POTENTIAL TECHNOLOGICAL / WEB ENABLED SOURCES 
OF INFORMATION must be taken into the Assessment / Examination room.  
Possession of unauthorised items, such as a mobile phone, is a serious 
offence and could result in DISQUALIFICATION from your assessment / 
examination and your overall qualification.

3)  We only keep certificates for one year from their issue and so it is your 
responsibility to collect any certificates promptly when notified.

4)  If you would like your certificate posted out to you a signed letter of 
authorisation is needed from you.  There is a cost of £10 to cover postage 
which you will have to pay before your certificate is sent.  All certificates 
posted out will be sent by recorded signed for delivery.  The centre holds no 
responsibility for certificates that go missing in the post. 

Appeals Procedure
An Appeal

An appeal may be where a learner feels that:

•  The mark or grade awarded for work does not fairly represent the actual 
achievement

•  They did not perform as well in the assessments as they might have done for 
reasons outside their control

Stage One

The first thing to do is to discuss the matter with your tutor.  The learner must 
explain their concerns/reasons for disagreeing within five working days of the 
notification of the mark/grade.  The assessor (tutor) will discuss this with a 
member of the same team or the internal verifier and then within five working 
days will either:

• Confirm the original mark/grade/result in writing giving reasons.

•  Amend the mark/grade/result in all relevant records both internally and 
externally.

If you now agree with the assessor, this is the end of the Appeals Procedure.  
If you do not agree then proceed to Stage Two.

Stage Two

If you wish to continue your appeal, you must fill in an Appeals Form, and 
return it to Gill Hughes, Lead Internal Verifier, Bury Adult Learning 
Service, Town Hall, Bury BL9 0SW.  Forms will be available in Centre offices.

The Lead Internal Verifier will look at the original paperwork and consider the 
assessment decision.  The Lead Internal Verifier will inform the learner of the 
decision within five working days.

If the learner then agrees with the outcome, then this is the end of the Appeal.  
If they do not agree, then they must proceed to Stage Three.

Stage Three

If the learner is not happy with the decision, they can request a personal 
hearing before the appeals panel.

The learner must request a personal hearing in writing to the Lead Internal 
Verifier within two working days.  After the meeting the Lead Internal 
Verifier will convey the outcome of the Appeal within five working days.  Any 
amendments to internal records will be made as appropriate.

Complaints Procedure

If a learner still considers that the Appeals Procedure has not been applied fairly 
and/or the decision is unfair they then have redress to the Services’ Complaints 
Procedure.  The learner must fill in the complaints form in the ‘Your Voice 
Counts Leaflet’ available from Centre Offices.  

Completed forms should be returned to the Quality & Marketing Officer at 
Bury Adult Learning Service, Town Hall, Bury, BL9 0SW. 
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Learn for Life
YOUR PASSION FOR LEARNING
REIGNITE

Useful Contacts:

Julie Kenrick - Head of Service

Bury Adult Learning Centre 

0161 253 7457

Ann Boocock - Senior Adult Learning Manager - Quality

Bury Adult Learning Centre 

0161 253 6491

Alison Ratcliffe -  
Centre and Outreach Administration Supervisor

Bury Adult Learning Centre 

0161 253 5772

18 Haymarket Street, Bury BL9 0AQ

Nikki Naylor - Curriculum Quality Leader - Learning Support 
0161 253 7287

18 Haymarket Street, Bury BL9 0AQ

Deborah Smith - Centre Supervisor

Whitefield Library and Adult Learning Centre 

0161 253 7510

Pinfold Lane, Whitefield M45 7NY

David Galloway - Centre Supervisor

Prestwich Library and Adult Learning Centre 

0161 253 7255

Longfield Centre, Prestwich M25 1AY

Deborah Smith - Centre Supervisor

Ramsbottom Library and Adult Learning Centre 

0161 253 5352

Carr Street, Ramsbottom BL0 9HX

For further information contact

Mary Murphy - Student Services

Bury Adult Learning Centre

0161 253 7501

18 Haymarket Street, Bury BL9 0AQ

E-mail: student.services@bury.gov.uk
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Department for Communities and Wellbeing

YOUR PASSION FOR LEARNING
REIGNITE

A description of facilities and how to find each centre.
HOW TO FIND US

BURY ADULT
LEARNING

CENTRE No on site parking
available

21 Broad Street,
Bury BL9 0DA 
• Coffee Services

• Lift available

• Town centre car park

• Accesible toilet 
 facilities

The
Fusiliers
Museum

BANK ST

M
OS

S 
ST

BROAD STREET

BA
CK

 M
AR

KE
T 

ST
RE

ET

MOSS ST

LESTER
HOUSE

Bury Adult Learning Centre

Tel: 0161 253 5548   Sat Nav: M45 7NY Tel: 0161 253 5772   Sat Nav: BL9 0AQ 

Tel: 0161 253 7750  Sat Nav: M25 1AY Tel: 0161 253 5352/5425  Sat Nav: BL0 9AE

Whitefield Library & Adult Centre

Prestwich Library & Adult Centre Ramsbottom Library & Adult Centre

Lester House

Tel: 0161 253 5772   Sat Nav: BL9 0DA

Follow us on  
facebook

Bury Adult Learning Service reserve the right to change the venue of course, 
withdraw or close any class at their discretion. All prices and fees correct at  
time of going to press. Errors and omissions excepted.  
Photos: Dan Parker, Digital Photography Tutor, Bury Adult Learning Service.
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