
 

Bury Adult Learning Service 

Learner Code of Conduct 2019-20 
 

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 or visitors very seriously, 

and the code of conduct is designed to ensure this. 
 

We ask that you: 

 
• Tell us about any concerns you have about your, or another learner’s, health, 

safety and security.  There are posters displayed throughout our centres telling 
you how to report your concerns. 

• Do not use violent behaviour of any kind. 

• Complete any documentation as directed, for example, learning agreements, 
individual learning plans and surveys. 

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

• Do not behave in a manner which could be viewed as bullying or harassment of 

other learners or staff. 
• 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. 

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

• Do not attend classes under the influence of drugs or alcohol. 
• Attend regularly and on time. You should also notify Bury Adult Learning Service if 

you are unable to attend a session 

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

• Use computers in accordance with the Service Policy. 
• 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 personal belongings 
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.  
• Let us know if you have any specific additional needs with which you require 

support, for example, help with mobility; specific requirements such as large print; 
or assistance with a learning disability. 

• Inform us about your plans for the future regarding further learning or career 

progression. 
 

It is your responsibility to notify your tutor if you need assistance evacuating the 
building during an emergency or drill.  Your tutor or a manager will then agree a 
Personal Emergency Evacuation Plan (PEEP) with you.   
 



 

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 their 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 
and calmly explain to the learner that they are not prepared to continue with the 

conversation.        
 

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 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. 
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