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We are pleased you have chosen to study with Bury Adult Learning Service.   
This guide is designed to provide you with some useful information that we hope  
will help you to make the most of your time here with us.

We hope that you achieve your goals and enjoy your learning experience with  
Bury Adult Learning Service.

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

Find out the latest news and stories on our website and on Facebook.

Ann Boocock
Senior Adult Learning Manager, Quality

Courses begin in September and run throughout the year. Please check 
with your tutor for details of your course including half term breaks.

Mission Statement
We aim to provide a service that meets the needs and 

aspirations of local people, communities and businesses by 
delivering high quality, accessible learning experiences to 
support the personal, social and economic development of 
individuals and the diverse communities which we serve.

All our policies and procedures can be viewed on Moodle.

ENJOY • LEARN • ACHIEVE2 3
YOUR PASSION FOR LEARNING
REIGNITE

Welcome
to Bury Adult Learning Service
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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:

•  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 
reduce our carbon footprint

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

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.
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Support for learners
We hope you enjoy your time with us and we wish you a successful outcome.  
We promote equality and support our learners by:

•  Offering local provision in different settings, day and evening

•  Providing information and advice before, during and after your learning

•  Discussion of your learning needs to find out your starting points

•  Reduced fees for those in receipt of some benefits

•  Help with essential skills – using computers, English, maths,  
and language skills

•  Challenging discrimination

Learner Support Funds

You may be able to apply for help with childcare, travel and exam fees.   
Ask your tutor to find out more.

Additional Support

If you have a disability or support need we should be able to provide extra help, 
such as:  

•  Help in class

•  English & maths support

•  Special equipment if needed

•  Time to talk to tutors

•  Materials that can be made easier to use

•  Use of mobile induction loop systems and conversors for learners with hearing 
impairments

•  Computer programmes that magnify the computer screen and read text

•  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.

ENJOY • LEARN • ACHIEVE

37681 Learner Handbook 2016.indd   4-5 05/09/2016   09:01



YOUR PASSION FOR LEARNING
REIGNITE6 7

Positive Steps Project
Bury Adult Learning Service has been delivering courses to people with mild to 
moderate mental health conditions after a successful bid as part of the national 
Adult Education Mental Health pilot. This pilot focuses on researching the impact 
of undertaking a course of learning on people with mild to moderate mental 
health conditions, such as anxiety, stress and low mood. The project offers short 
courses in a wide range of subjects ranging from arts and crafts, IT, creative 
writing, healthy eating & cooking to Helping Yourself to Wellbeing. 

We understand that starting a new course can feel daunting, especially if 
you have a mental health condition, but so many students tell us about the 
benefits of taking part; meeting new people and making new friends, increased 
self-confidence, having a reason to get up, as well as learning a new skill or 
developing an interest.

If you want to know more about the project, or if you are experiencing a mild 
to moderate mental health condition, or you know of somebody who is, please 
contact Sue Scott at Bury Adult Learning Service on 0161 253 7501 or email 
s.scott@bury.gov.uk

“The nurse thought I was a different man. My confidence has increased 
and I’m now going out with a new friend I’ve made, to play pool. 
Anybody that is going through what I’ve been through should give  
it a go.” John Shay.

Student Services
Information, Advice and Guidance

Free advice and help to choose a course is available. Student Services can help 
you plan your next move, either to another course or into work. We can meet 
you at any Centre (by appointment) or your local library.  

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 

Advanced Learning Loans

You can apply for an Advanced Learning Loan through the Student Loans 
Company. Applications can be made online but you first need to register on the 
course and the relevant information will be sent to you.

For any more information please contact Sue Scott on 0161 253 7501. Equality, diversity and inclusion 
Learning with Bury Adult Learning Service is open to people of all ages, 
religions, disabilities, ethnic or national origins, marital status, caring status, 
gender, sexual orientation or economic status.

We are committed to embracing equality and actively tacking discrimination.  
We hope that together, our learners will continue to create a happy, varied,  
safe and successful learning community. 

You should not accept any form of discriminatory behaviour. You should report 
any actions or incidents that you consider inappropriate or offensive  
(see Complaints section).

All our policies adhere to Bury Council’s Equality Framework for Local Government.  

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

A copy of the Bury Adult Learning Service Equality and Diversity Duty is 
displayed in each Centre on the Equality and Diversity Notice board.
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Safeguarding
Bury Adult Learning Service is committed to providing a safe and 
secure environment for all our learners.  We want our learners to 

feel able to discuss their concerns with a member of staff they can 
trust.  Posters are displayed throughout our centres explaining our 

commitment to safeguarding learners.  

If you have any concerns, Nikki Naylor is our designated contact.  
You can contact her on 0161 253 7287 or n.a.naylor@bury.gov.uk  

or you can send reports through our website.

We are a member of the Safeguarding Adults Strategic  
Safeguarding Board.
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Health, safety and security
Bury Adult Learning Service has a responsibility for providing a safe and healthy 
learning environment for our learners and staff.  

Our buildings, along with any equipment and materials used on your course, 
have been fully risk assessed.  Full information about health and safety will be 
given as part of induction.

•  First aid – if you need any first aid assistance whilst on site, please speak to 
your tutor, or ask at the Centre office.

•  Fire alarms and drills - There are notices in each classroom explaining what 
to do if there is a fire / emergency.  At the start of your course, your tutor will 
identify the nearest exits and inform you of the procedure for evacuating the 
building.  

   Regular drills are held in our centre, to familiarise learners and staff with the 
procedure in the event of an emergency - all learners and staff are required to 
participate in these drills and comply with the instructions given by tutors and 
the Fire Marshall.

   Please remember that any lifts will not be available in an emergency situation, 
so please ensure that you tell your tutor if you require assistance to 
evacuate the building in the event of an emergency.  We can then 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.  If there are any 
problems, please contact the responsible person for safeguarding –  
Nikki Naylor on 0161 253 7287.

•  Specialist materials and equipment – at induction, you will be given 
instructions about health and safety relating to any specialist materials and 
equipment needed for your course

You can access a copy of our full Health & Safety policy via moodle,  
or request a copy at your Centre.

Survey
To ensure that we are providing an enjoyable 
and successful learning experience, we 
need to know your views. Please complete 
our survey at the end of your course. 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.

Administration and Fees
Centre Supervisors and / or office staff are your first point of contact in our 
centres and will assist in matters such as enrolment, payment of fees, buildings 
and health & safety issues.

Refunds will only be considered in exceptional circumstances (see the course 
guide for details of the refunds policy).  All refunds 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 materials.  In some cases you will be 
charged at enrolment, in other classes (for example, Pottery) you may be 
charged part way through the course.  

You may be entitled to claim a discount on 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 you will need to provide evidence at enrolment.   
A self-declaration will need to be completed for some accredited provision.  

If you want to see a copy of the Bury Adult Learning Services Fees Policy 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 will try to find a substitute tutor 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. Unfortunately we are not 
always able to offer you an alternative class if the class is cancelled.

ENJOY • LEARN • ACHIEVE
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Computer use guidelines
Adult Learning Programme 2016/2017 

•  Food and drink must not be consumed in computer rooms.

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

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

INTERNET

You are able to access the internet during classroom hours in order to assist you 
with your 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.

•  If you are experiencing bullying or harassment you should inform your tutor 
immediately.

•  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.  

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

ENJOY • LEARN • ACHIEVE
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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 and visitors are expected to 
treat staff and other learners with the same courtesy and respect.

We take the safety and security of all our learners and visitors very 
seriously, and the code of conduct is designed to ensure this.

In particular, we ask that:

•  You do not use violent behaviour of any kind

•  You raise any cause for concern or disagreement in a calm manner, with the 
expectation that they will be dealt with fairly.

•  You do not behave in a manner which could be viewed as bullying or 
harassment of other learners or staff

•  You do not use 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.

•  You do not act in a way that degrades or humiliates anyone else, or in a way 
which others would find offensive, intimidating or hostile.

•  You do not attend classes under the influence of drugs or alcohol.

•  You attend regularly and on time. You should also notify the Centre if you 
are unable to attend a session.

•  You switch off your mobile phone during classes. If you are waiting for an 
emergency call, let your tutor know.

•  You use computers in accordance with the Service Policy.

•  You pay attention to health and safety issues in buildings and in classrooms. 
In particular, you must 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. Your tutor 
will go through health and safety and fire evacuation procedures at the start 
of your course. 

Where learners or visitors do not adhere to the code of conduct, the following 
actions will be taken:

•  All instances of unacceptable behaviour will be reported to the appropriate 
manager 

•  The learner will receive a verbal warning about his / her behaviour

•  If this behaviour persists, a letter will be issued outlining the details of the 
unacceptable behaviour with a warning that any further instances will result in 
a ban from provision for a period of time, for example 1 month, 3 months or an 
indefinite ban depending on the severity of the unacceptable behaviour.

•  In cases of verbal abuse to a member of staff, which takes place either over the 
telephone or in person, the member of staff will bring the conversation to an end 

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

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

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.

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

Learner Newsletter
We are always keen to hear your success stories and ideas for our learner newsletter, 
which is produced every term. Please send any contributions to Giovanna, our Quality 
and Marketing Officer, at g.kerwin@bury.gov.uk 

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

3)  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. 

ENJOY • LEARN • ACHIEVE

Useful Contacts:
Alison Ratcliffe   
Centre and Outreach Administration Supervisor 
Bury Adult Learning Centre, 18 Haymarket Street, Bury BL9 0AQ 
0161 253 5772

Nikki Naylor  
Curriculum Quality Leader - Learning Support 
Bury Adult Learning Centre, 18 Haymarket Street Bury BL9 0AQ 
0161 253 7287

Deborah Smith  
Centre Supervisor 
Whitefield Library and Adult Learning Centre, Pinfold Lane, Whitefield M45 7NY 
0161 253 7510

David Galloway  
Centre Supervisor 
Prestwich Library and Adult Learning Centre, Longfield Centre, Prestwich M25 1AY 
0161 253 7214

Deborah Smith  
Centre Supervisor 
Ramsbottom Library and Adult Learning Centre, Carr Street, Ramsbottom BL0 9HX 
0161 253 5352

Giovanna Kerwin   
Quality and Marketing Officer 
Bury Adult Learning Centre, 18 Haymarket Street, Bury BL9 0AQ 
0161 253 6867

For further information contact 
Sue Scott 
Student Services 
Bury Adult Learning Centre, 18 Haymarket Street, Bury BL9 0AQ 
E-mail: student.services@bury.gov.uk 
0161 253 7501
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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 given by  
your tutor.

Volunteers at Bury Adult Learning Service 
- Presentation of Certificates June 2016

Learner of the Year 2016 Leanne Bigwood
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