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Welcome to the ACRES’ Student Handbook for 2011/2012 which contains information you may find useful in relation to your course and ACRES.

When you receive this handbook you will have already enrolled upon a course with us, which we hope you will enjoy.

In order to help you find the information you need, the Student Handbook has been split into four sections:

· General information (office hours, term times, etc)
· What you need to know before your course starts
· What you need to know whilst you are attending your course
· Policies

General Information

Contacting Us

	

	ACRES’ Office
Uckfield Community Technology College
Downsview Crescent
Uckfield
TN22 3DJ


	
	Tel:  01825 761820 (4 lines)

	
	In person – call in at the ACRES’ Office during opening hours 


	
	Fax:  01825 765167


	Website Enquiries
You can contact us via our website to enquire about enrolling on our courses.  Find the course you are interested in and then click on the ‘enquiry’ icon and complete the email with your details.   We will then contact you to confirm availability and to process your enrolment. 


	
	ACRES’ website -  www.acreslearning.org.uk  


	
	Email - adultlearn@uctc.org.uk




	ACRES’ Office Hours:

9.30am - 4.00pm 	Weekdays in college term time

9.30am - 1pm 	Weekdays in college holidays (except over Christmas when the office is closed)

7.00pm - 9.00pm 	Monday-Wednesday (during Adult Learning term times only)

Who’s Who in the ACRES’ Office

Adult Learning Manager		Christine Jervis
Business Manager			Pamela Crowhurst
Office Co-ordinator			Sarah D’alessio
Data Officer				Kirsten Coe
Examinations Officer			Lisa Warriner
Administrative Assistants		Karen Sheridan	
						Heidi Mills
						Pauline Dellar
						Lisa Robinson
						Valerie Holmes
						Kelly Bartholomew

The Curriculum Team is based at our Curriculum Office at Beacon Community College and there are also Centre Administrators who support the evening programme delivered in Community Colleges. 

Community College Contact Details
The Adult Learning Offices will be open on the evenings indicated from at least 6.45pm until 9.15pm, and there are answer phones out of office hours.  Please contact the local office if you are unable to attend your class or would like a message passed on to your tutor.  For courses not held in Community Colleges, please contact the ACRES’ Office on 01825 761820.

Beacon Community College, 
Green, Lane, Crowborough TN6 2DY
The College is open for Adult Learning on Monday - Friday in the daytime and on Tuesday and Wednesday evenings.
Telephone:	01892 603010
Email:		acres.learning@beacon.e-sussex.sch.uk


Hailsham Community College, 
Battle Road, Hailsham BN27 1DT
The College is open for Adult Learning on Tuesday evenings.
Telephone:	01323 444509
Email:		adulted@hailshamcc.e-sussex.sch.uk

Heathfield Community College, 
Cade Street, Old Heathfield TN21 8RJ
The College is open for Adult Learning on Thursday evenings.
Telephone:	01825 761820
Email:		adultlearning@heathfieldcc.e-sussex.sch.uk

Uckfield Community Technology College, 
Downsview Crescent, Uckfield TN22 3DJ
The College is open for Adult Learning on Monday, Tuesday and Wednesday evenings.  
Telephone:	01825 761820
Email:		adultlearn@uctc.org.uk

Uplands Community College, 
Wadhurst TN5 6AZ
The College is open for Adult Learning on Monday and Wednesday evenings.
Telephone:	01892 782155
Email:		community@uplandscc.e-sussex.sch.uk

2011 - 2012 Adult Learning Term Dates
Please check your Course Information Sheet (sent at enrolment and available on our website) for the specific dates for your course

Autumn - Term 1 - 2011
Monday 26th September to Friday 21st October
Autumn holiday - Monday 24th October to Friday 28th October 

Autumn - Term 2 - 2011
Monday 31st October to Friday 9th December (please note examination courses finish on Friday 16th December)
Winter holiday – Monday 19th December to Friday 6th January

Spring - Term 3 - 2012
Monday 9th January to Friday 10th February 
February holiday – Monday 13th February to Friday 17th February

Spring - Term 4 - 2012
Monday 20th February to Friday 23rd March (please note examination courses finish on Friday 30th March)
Spring holiday – Monday 2nd April to Friday 13th April

Summer - Term 5 – 2012
Monday 16th April to Friday 1st June
May Holiday - Monday 4th June to Friday 8th June 
There will be no classes on Monday 7th May (Bank Holiday)

Summer - Term 6 – 2012
Monday 11th June to Monday 2nd July

Information and Advice
[image: ]ACRES has been awarded the Matrix Standard for the quality of the information and advice we give to students at enrolment and administration and community projects.  We offer free impartial information and advice to help you choose the right course for you.

We can:
· Give detailed information about the programmes offered by ACRES
· Provide impartial signposting to other providers who meet our quality standard
· Make arrangements for you to receive free and impartial advice about course choice
· Make appointments to provide facilities for a confidential meeting when requested
· Provide information on our fee policy
· Keep an up to date display of leaflets/brochures on local adult learning opportunities
· Identify ways of supporting you in your learning
· Encourage customer feedback to help us to review our service

We are unable to:
· Provide information on areas other than adult education (eg personal finance or careers advice)
· Provide private tutoring
· Provide guidance for the choice of course
· Provide internet access for information on courses undertaken at other providers

If you would like more information about a course:

· Staff at the ACRES’ Office have more information available and are there to help you (ring 01825 761820)

· Visit www.acreslearning.org.uk - our website has more detailed information on the courses we offer in the Course Information Sheets which you can print off

Support for students 
We aim to try and ensure that all adults who wish to do so are able to access learning opportunities provided by ACRES.  Facilities and access do vary at the different venues which we use.  At enrolment, venue information is sent to students and this contains information on facilities available.  

If you have a query regarding the support we provide please contact the ACRES’ Office and ask to speak to our Student Support Officer to check how best we can help you.  

When you enrol on a course you will be asked if you have a disability or a learning difficulty.  Please complete this part of the enrolment form or let ACRES’ staff know at the time of enrolment so we can ensure that we make your learning as accessible and rewarding as possible. If you have indicated that you have a disability or a learning difficulty our Student Support Officer will contact you to discuss how we can best meet your needs.  More information can be found in our pamphlet ‘Support for Students 2011/2012’ which is available from the ACRES’ Office and on our website.

If you are attending a course that leads to a qualification and you and your tutor feel you would benefit from additional learning support, your tutor will contact their line manager to establish what help we can provide.

Financial Assistance for students on courses leading to examinations
Financial support may be given from our Discretionary Learner Support Fund to students experiencing financial hardship.  Financial support may be granted to help with:
· A reduction in fees
· Help with the cost of essential books and materials
· Childcare costs (Care has to be provided by a registered childcare provider to be eligible for support). 
· Transport costs

Students who are experiencing financial hardship and those who are in receipt of a means tested benefit, as listed below, may apply for support from our Discretionary Support Fund.
· Job Seekers Allowance (JSA)
· Employment Support Allowance in the work related Activity Group (ESA)
· Income Support
· Working Tax Credit (with a household income of less than £15,900)
· Council Tax Benefit
· Housing Benefit
· Pension Credits (Guarantee Credit only)

For further information or to apply to enrol and pay the reduced fee, please contact the ACRES’ Office on 01825 761820.
 
Skills for Life
We offer free courses to help people improve their English and Numeracy skills.  An initial meeting is needed before new students can enrol on any of these courses.  Details of these courses can be found in the English and Maths section of our brochure.  If you would like more details, or to arrange an initial meeting, please telephone the ACRES’ Office on 01825 761820 and ask for Skills for Life. 

Literacy and Numeracy Assessments
If you would like to undertake a literacy or numeracy assessment we can offer you the opportunity to do so.  Our trained Skills for Life team will be able to arrange for you to undertake an assessment which will identify any areas that could be developed within literacy or numeracy.  If you are interested, please contact the ACRES’ Office and ask for Skills for Life.

Severe Weather  
In the event of severe weather, please check our website, www.acreslearning.org.uk, for any closure information.  The website will be updated daily during any closure periods.  You can call the ACRES’ Office on 01825 761820 if you would like confirmation of our intention to close or stay open.   Should the office not be open due to the severe weather we will endeavour to leave a recorded message on 01825 761820 but we are not always able to do this if the college is closed.  Unfortunately we are unable to contact each student individually and we suggest you check on the website if possible.  Please note that a college may be open in the evening even if there has been a daytime closure.  Should a session have to be cancelled due to severe weather a replacement session will be arranged.

Liability
Anyone bringing property onto the premises where courses are held does so at their own risk.  The College will not be held responsible for loss, damage or injury of any kind.

No Smoking  
There is a no smoking policy operating on all educational premises and in all public places.  This policy extends to the grounds of a college as well as the buildings.

Mobile Phones
Mobile phones should be turned off or set to silent during classes.

Parking 
Parking is limited at some of our venues, particularly those we use during the day.  Any particular instructions or parking information relating to the venue you are attending will be sent to you when you enrol.  All parking is at your own risk.

Course Changes
From time to time it may be necessary to change the advertised venue of a course or there may be a change of tutor to the one advertised.  Neither of these circumstances would normally give grounds for refund of fees.

New Courses and Updates to our Programme
Our website is updated regularly with new courses being added through the year – go to the ‘new courses’ page on our website for more information. If you do not have access to the internet, please telephone the ACRES’ Office to find out about new courses being offered. A second prospectus will be available in Spring 2012, if you would like to reserve a copy please contact the ACRES’ Office on 01825 761820.

Website:  www.acreslearning.org.uk	Telephone 01825 761820


What you need to know before your course starts

Will My Course Run?
ACRES need a minimum number of students to run a course.  The minimum number can be different on some courses due to venues, resources and the type of activity that is taking place.  

Decisions on whether or not courses will run are made a week before the course is due to start.  If you have enrolled on a course that has to be cancelled we will contact you to let you know.  We do not telephone to confirm a course is running; however, if you wish to confirm please contact the ACRES’ Office a week before the course is due to begin.

Text Books and Materials
The Course Information Sheets give details of materials and text books you may need.  The Course Information Sheets are available from our website (www.acresearning.org.uk).

To avoid unnecessary cost we suggest you do not purchase any materials or text books until you are certain that the course will begin.  Decisions on whether courses will run or not are made a week before the course is due to start.

Course Information Sheet
A Course Information Sheet giving details of the course(s) you have enrolled on should either be enclosed with this handbook, or you have opted to download it from our website.  If you have not received a Course Information Sheet, please contact the ACRES’ Office and they will send one to you.

The Course Information Sheet outlines who the course is for; what you can expect to do during the course; what you need to bring and other useful information.  

Pre Course Health Questionnaire
If you have enrolled on a fitness or dance type course you will have received a Pre Course Health Questionnaire.  It is important that we know of any health issues that might affect your learning and we need you to complete this form and return it in the envelope provided before the start of the course.

Examination and Assessment Fees
In most cases the basic examination fee is included within the cost of the course, unless the course description states otherwise.  If students wish to take additional qualifications to the basic qualification attached to the course (eg wish to do additional units on a CLAiT course) they will be asked to pay for these.

Students on Skills for Life Literacy and Numeracy courses pay no examination or assessment fees.  

Should you need to re-take an examination you will be asked to pay for this, along with any additional invigilation charges incurred.

Examination Information
The first session of all examination courses is intended as an induction.  It provides an opportunity for you to meet the tutor, ask any questions, find out about the course and the commitment involved, and for you and your tutor to check that you are enrolled on the correct level course.

Examination courses are quite intensive so it is important that you don’t miss the start date.  All the examination courses involve a significant amount of individual study outside of lessons and you need to carefully consider how you will fit this around other commitments.  Because of the level of work involved, it is usually inadvisable to attempt more than two courses at once.  If you enrol on an examination course, it is expected that you will sit the examination or examinations as they are an essential part of that course. Whilst we are here to help you succeed, ACRES reserves the right to refuse entry to a course under particular circumstances.  If you’re at all unsure or have any concerns, please contact the ACRES’ Office or speak to your tutor at the first session.

If you are enrolled on an examination course and require extra help with any Maths or English skills, in addition to that provided by the course, support can be arranged free of charge, just speak to your tutor. 

Venue Information
A Venue Information Sheet giving directions to the course venue should either be enclosed with this handbook or you have opted to download it from our website.  If you have not received a Venue Information Sheet, please contact the ACRES’ Office and they will send one to you.  This information sheet gives directions, parking, access and refreshment information.


What you need to know whilst you are attending your course

The first session of a course
At the first session of your course the tutor will explain what the course involves and run through health and safety procedures.  There are a few forms that need to be completed in order for us to maximise your learning and make sure you get the most from your course.

Acting upon feedback from previous students, most forms we need completed for funding purposes were sent to you at enrolment, to be returned prior to the course starting, which means you will have more time for learning at the first session.

If you are on the wrong course
The ACRES’ Office will be able to provide you with information on the level of a course and can provide a Course Information Sheet containing more detailed information. These are also available on our website.  This will enable you to make an informed choice as to whether the course is suitable for you.  However, should you find, at the first session, that the level of the course is inappropriate for you, please contact the ACRES’ Office immediately to see if it is possible to transfer to another course.

Attendance
We expect 100% attendance on our courses, but we recognise that you may not always be able to attend each session.  Please notify the ACRES’ Office if you are going to be absent.  Refunds are not available for sessions that are missed.

If you have to miss a class or may be late
If you are unable to attend a session or are expecting to be late, please either let your tutor know or contact the relevant College.  If your course is not held in a college, please contact the ACRES’ Office.  Contact details for the Colleges are included in this handbook.  If we do not know why a student has missed a course for two consecutive sessions someone from ACRES will contact you to find out if there are any problems in relation to the course that we may be able to help with.

Extended courses
Some courses are often extended into the next term if there is sufficient student demand.  Students on these courses will be contacted and given the opportunity to enrol on a continuation course.  Where courses are extended for an extra term or for additional sessions, we cannot guarantee that the fee will be the same as for the initial course if there are fewer enrolments for the extension.  New students may be able to join continuation courses during the year. Please ring the ACRES’ Office for more information or look on the ACRES’ website.

Feedback from Students
During your course we will be seeking your feedback on the course you are undertaking and the service you have received from ACRES.  Please take time to complete these surveys – we read all of them and make changes where we can.  

We use the information you give us in a number of ways:
· To continually improve the service we give to students and tutors
· To inform our annual Self Assessment Review (which is required as part of our funding agreement with the Skills Funding Agency)
· To inform planning of future adult learning courses

In response to feedback from previous students, we will now sample courses in order to gain student feedback.  If your course is not sampled and you would like to give us some feedback please contact the ACRES’ Office who will be able to provide you with a relevant feedback form.  There will also be a supply of feedback forms available within Colleges should you wish to complete one.

You can let us have your views at any time of the year.  A ‘Comments, Compliments and Complaints’ form is available within Centres, can be downloaded from our website or can be requested from the ACRES’ Office.  

Getting the Most from your Course
At the start of most of our courses your tutor will ask you what you specifically wish to get out of the course and what your aims are.  They will also find out how much you already know about the subject.

At certain points throughout these courses and at the end you and your tutor will review your progress to ensure you are getting the most out of your course.  This is a time when you can raise any issues and celebrate what you have learnt.



Visits to Courses
As part of our on-going drive to improve the quality of our provision, we try and visit most classes during the year to monitor the teaching and learning taking place.  Some of these visits are a quick ‘drop in’ just so we can make sure everything is okay, other visits may take longer and someone may be present for the whole of the session.  Visitors may like to speak to you if that is possible, so that we can gather views of students in a variety of ways.  

Changes to Personal Details
If you move house or change your name, please let us know so we can update our records.

Permission for use of Photographs and Students’ Work
From time to time we may ask your permission to photograph/film you or publish your work for possible inclusion in our publications, website and other publicity material or to record progress.  We will ask you to complete a ‘permission form’ should this happen.  This form is valid for three years from the date of signing.  ACRES will seek renewed consent if the photo/video or work is to be re-used after that time.   If you wish to withdraw your permission for the photo/video or work to be used you may do so at any time by contacting the ACRES’ Office.

ACRES’ Policies

Refund Policy
Students are refunded fees in full if ACRES cancels the course they have enrolled upon.  In addition to the refund and in recognition of the disappointment caused, students will be offered a voucher which can be redeemed against another ACRES’ course.  Vouchers must be used within a calendar year of issue.  Redeemed vouchers cannot be reissued, ie if a voucher is used on a subsequent course which is also cancelled, only one voucher will be issued against this further cancelled course.  The vouchers are not redeemable for cash and ACRES reserves the right to withdraw this offer at any time.

If students withdraw from a course we will only consider refunding fees for the remaining part of the course if the withdrawal is on medical grounds.  Applications for refund of fees should be supported by medical evidence (eg hospital/doctor’s appointment card, letter or medical certificate) and an administration charge of £10 will be deducted from any refund given.  Once examination entries have been made to the relevant examination board examination entry fees cannot be refunded.

From time to time it may be necessary to change the advertised venue of a course or there may be a change of tutor to the one advertised.  Neither of these circumstances would normally give grounds for refund of fees.

Please note that should a student be unable to attend a course or withdraw from a course before all sessions have taken place, the place and fees are not transferable to another student.  

Reduced fees - if your circumstances change
A student in receipt of an eligible benefit on enrolment is eligible for fee remission for the whole of the academic year.  If a student on a course leading to a qualification becomes eligible for tuition fee remission during the academic year they should contact the ACRES’ Office for more information.

Complaints 
We aim to provide good quality services as efficiently as possible but sometimes things do go wrong and you may not be happy with the service that you receive. If you are not satisfied please talk or write to the tutor or member of staff with whom you already have contact or the Adult Learning Manager at the ACRES’ Office address.   Most things can be sorted out quickly at this stage. 

If the complainant is not satisfied with the response, the next stage would be for them to write to the Chair of the Board of ACRES. 

A full response should normally be given within 28 days of receipt of the complaint.

Learning Record Service Privacy Notice 

A brief and simple explanation of what this means to you…….

· The information you supply will be used by the Skills Funding Agency to issue you with a Unique Learner Number (ULN). 
· This number will be used to create your own Personal Learning Record. 
· Your Personal Learning Record will include information about your qualifications, awards and training events and learning achievements which are part of the Qualifications and Credit Framework.   
· It also means that information about your learning can be shared with others who have a responsibility for your education and training. 
· For further details about how the information you have provided to us will be used, please ask your school, careers, training or education advisor or refer to the Learning Records Service website: www.learningrecordsservice.org.uk/privacynotice
· If you have still not reached the age of 16, you might first wish to discuss this privacy notice explanation with your parent or legal guardian.
· The Chief Executive of Skills Funding is the legal representative of the Skills Funding Agency which funds some of the qualifications and training that you may be receiving through your college, training or learning provider.  Funding in Wales is provided by the Welsh Assembly Government. 
· Your Personal Learning Record will include information about your qualifications, awards and training events plus learning achievements that you may collect throughout your lifetime of learning – at all levels and also whilst you are working and learning.
· The information that you provide to us will be passed to the Learning Records Service for the purpose of allocating you with a ULN. This is a ten digit reference number and is unique and individual to you. Please keep this number in a safe place since you will need it during your lifetime, just like your National Insurance number.
· It will also be used to create your own Personal Learning Record. This record will include information about your qualifications, awards, learning achievements and ‘credits’ which will be conveniently located in one online area for you and your advisors to refer to, with your permission. Your record will help you to confirm to others, what you have learned, where and when. It will also help you identify other areas of learning to help you progress towards your own goals. Please note that you will always be in control of who accesses your Personal Learning Record for the Qualifications and Credit Framework for Wales (QCFW). Only you can give them permission to view the information.
· Your ULN will also be used to collect and share information amongst education related organisations. Such information includes qualifications, awards, certificates, work-based training and learning (this is also called achievement and participation data). Your Personal Learning Record will be a lifelong record of your participation, learning and achievement in education. Your Personal Learning Record will be accessible to you, plus to organisations linked to your education and any other organisations you allow to view your Personal Learning Record for the purposes of advice and guidance. This could include Careers Wales, careers advisors, college registration and course enrolment staff and future employers if you give them access.
· Your Personal Learning Record allows you and other organisations to check your own learning ‘credits’ achieved. One of the long term key benefits is that it will help you to see how well you are progressing towards your own learning outcomes, training or qualifications and help you find alternative ways of reaching your own learning goals.
· For further details of how your information is shared and used by the Learning Records Service and how to opt-out or modify who has access to your information please visit the Learning Records Service website at www.learningrecordsservice.org.uk/privacynotice

Learning Records Service Privacy Notice Text  
How We Use Your Data 
This statement is intended to provide you with information as to how the Learning Records Service will collect and use your personal information and data, and how you can exercise choice in respect of the use of your personal data. 

The Learning Records Service is operated by the Skills Funding Agency. The Learning Records Service collects data relating to learners registering for relevant post-14 qualifications, for example GCSEs, AS and A2 Qualifications, Diplomas, Welsh Baccalaureate and associated units, Apprenticeships, Entry to Employment Certificates and Qualifications Credit Frameworks for Wales and associated units. 

The Learning Records Service offers a facility which stores learner participation and achievements collected directly from the relevant awarding organisations. By providing your personal information, relevant organisations will have access your Personal Learning Record to enable the use of your personal information in order to assess your achievements, awards and credits and to offer advice and guidance. You as the learner will have complete visibility of all data relating to you and will be able to determine which organisations have visibility of this data and which data they can view. 

The Learning Records Service offers the following core services: 
· a Learner Register which allocates a Unique Learner Number (ULN) to each learner.
· a Personal Learning Record. The Learning Records Service will offer you the facility to access your participation and achievement data from relevant data sources via a website. Additional functionality to support the QCFW will include:
· A Routes to Achievement function which will enable you and permitted organisations to view potential future pathways for a learner’s education.
· A Single Qualification Query to you to understand which units they need in order to accumulate the relevant credit for a particular qualification. 
· The facility to support Credit Transfer which will enable credit to be transferred between 2 qualifications from 2 different Awarding Organisations. 

Collection of data 
The Learning Records Service collects data from: 
· information which is already being collected by other agencies from schools and other learning providers.
· information you provide when you register with a learning provider.
· qualification, unit and Rules of Combination data from Ofqual.
· participation and achievement data held by the Welsh Assembly Government  
· Learner achievement data supplied by awarding organisations directly into the Personal Learning Record to support the Qualifications and Credit Framework for Wales.

Use of data 
The Unique Learner Number will enable education and training sector organisations, and Awarding Organisations regulated by Ofqual in England and DCELLS in Wales, to share information about participation and achievement in a consistent and approved manner, promoting good information management practice, and helping to improve accuracy and efficiency. 
This will benefit you through enhancing the application processes to Awarding Organisations, learning providers, learning advisors and other third parties.
The Personal Learning Record will be shared with organisations linked to your education and training, including those organisations specified in Regulations made under section 537A of the Education Act. 
Awarding organisations will have very limited access to your achievement data in order to support you in their decision making regarding qualifications and to support the learner in claiming and transferring prior credit. 
You can choose to opt out of sharing your achievement data by calling the service desk or by logging on to the Skills Funding Agency as described in the section below. 
You can also challenge the accuracy of the achievement data within the PLR by calling the service desk or following the data challenge process described in the section titled “Correcting Inaccurate Data”.
The Learning Records Service also enables you to share, as much or as little, of your participation and achievement data held in the PLR with other third parties.  
All organisations that will have access to the information you provide are registered under the Data Protection Act 1998 and will use your personal information in accordance with the requirements of the Act.  These organisations are required to sign relevant agreements and control documentation which requires them to manage your data responsibly and only to access information where there is a direct connection between you and the relevant organisation. 
At no time will your personal information be passed to any organisations for marketing or sales purposes. 

Permissions for sharing 
Because the ULN is required for the administration of services within the education and training sector (such as the issuing of certain qualifications), you cannot opt out of being issued with a ULN by the Learning Records Service. 
You can opt-out of sharing your participation and achievement data through the Learning Records Service. Details of how you may opt out of sharing your participation and achievement data within the Learning Records Service can be found at www.learningrecordsservice.org.uk or by telephoning the Learning Records Service Customer helpdesk on 0845 602 2589. 

You can also share information with other organisations and individuals by creating a configured view of your participation and achievement data. The configured view allows you to create the view of your participation and achievement data and furthermore to share information with any third party that you wish.  

One potential consequence of deciding not to allow data sharing of your participation and achievement data contained in the Personal Learning Record will be that you may need to provide copies of certificates or other information to verify qualifications.  You will also inhibit organisations that can support your continued education working with you, to perform on your behalf including the learner centric functions of the Qualifications and Credit Framework: Routes to Achievement, Rules of Combination queries and Credit Transfer functions.

Correcting inaccurate data 
A major benefit of the Learning Records Service is that you can check that information held about you is accurate and request that any errors are corrected. If you believe that any information on your Personal Learning Record is incorrect then you should follow the data challenge procedure.
It will be the responsibility of the awarding organisation to maintain the currency and accuracy of any achievement data they submit into the Personal Learning Record.  

Sensitive personal data 
The Learning Records Service makes every effort not to collect any information which consists of sensitive personal data (e.g. data which relates to ethnic origin, physical or mental health, religious beliefs, trade union membership or any criminal offences or proceedings). 
If you find that any sensitive personal data has inadvertently been included, you should contact the Agency through the service desk. The Learning Records Service currently employs a process of sensitive personal data identification and removal.  

Sensitive learners 
The Learning Records Service recognises that some learners have specific concerns about privacy which mean that additional safeguards are required. The Learning Records Service implements a Sensitive Learners Policy to ensure these safeguards are implemented. 

Security 
The Learning Records Service recognises the need to keep your information secure and has implemented a Security Policy that provides the appropriate technical and organisational measures aimed at preventing loss of, or unauthorised use of, your information in accordance with Government standards. 

How long will we keep your data? 
The Learning Records Service is intended to provide a life-long record of learning which will be available to you at any time you choose to participate in education or training. Therefore the Learning Records Service may continue to hold your ULN, Personal Learning Record and Qualification Credit Framework for Wales and associated data during your lifetime, which will be reviewed periodically.

Updates to this policy 
The Learning Records Service recognises that privacy and data protection concerns can evolve over time and will keep this policy under review. Any amendments will be posted here and will be notified to learners when they access their Personal Learning Record.

Equality and Diversity
The Adult College for Rural East Sussex unequivocally believes in the equal treatment of all its students.  It is expected that all staff and students will be treated with respect.

Promoting equality of opportunity means there will be no less favourable treatment on the grounds of gender, gender identity, sexual orientation, age, ethnic origin, skin colour, race, religion, disability, marital status, learning difficulty, mental and physical health status, sensory impairment, physical appearance or socio-economic status.

Equality will be promoted at every level and discriminatory behaviour by any member of staff, visitor or student will not be tolerated and neither will harassment or bullying remain unchallenged.

Health and Safety
Health and Safety is the responsibility of everyone, so please report any aspects that concern you to your tutor or to an Adult Learning Office.  A designated First Aider is present at each Centre for evening provision and tutors delivering courses in community venues have access to a first aid kit. If you have an accident, however minor it may seem, please report it immediately to your tutor.

All tutors are aware of the emergency evacuation procedures and will point out exits and assembly points to you during your first session.

If you are attending a Health, Fitness or Dance course you will have completed a Pre Course Health Questionnaire form prior to starting your course.

Personal Safety – Your Rights and Responsibilities
The Adult College for Rural East Sussex is committed to ensuring the health, safety and welfare of students and staff. Health and Safety and Safe Learning policies have been developed to ensure that ACRES meets both its legal and moral responsibilities. All students are entitled to learn in an environment which is both physically safe and free of abuse.  Abuse may be physical; sexual; psychological/emotional; financial or material; neglect or discriminatory.

ACRES is committed to ensuring that all students, whether attending advertised programmes, or courses being run in partnership with other organisations, are aware of their rights and responsibilities in creating a safe learning environment, and that staff are appropriately supported to provide this.
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	Personal safety is important when you take part in any kind of learning.  You have the right to be and feel safe.  People should not harm or abuse you, or threaten to do this.
	Your responsibilities are to respect other people’s rights to safety, and not to harm or abuse others or threaten to harm or abuse them.
	There are staff available who are there to support you and make your place of learning safe.





	What should you do if you think you are being harmed or abused?
If you think you have been harmed or abused by another student or learner, member of staff or visitor, you should report this as soon as possible.

Tell someone you trust about what is happening
Find out from your tutor or other trusted member of staff who is responsible for protecting learners.
You can also contact:
Samaritans – 0845 7909090             
Victim support – 0845 3030900

	
Physical abuse
People should not hurt you by carrying out any physical violence such as hitting, kicking, pinching, burning, pushing, binding or tying you up.
	Discrimination
People should not treat you badly because of your age, disability, gender, ethnicity, religion or sexual orientation.

	Psychological or emotional abuse
People should not upset you by carrying out any psychological or emotional abuse such as bullying, harassment, taunting, teasing or making belittling remarks about you.
	Financial, money or material abuse
People should not steal from you or bully you into handing over your money or possessions.

	Sexual abuse
People should not:
· Carry out any sexual abuse such as unwanted and uninvited touching
· Force you to touch the sexual parts of their bodies
· Force you to take part in a sexual act with them
· Make suggestive, sexual remarks to you, or
· Use sexist language
	Neglect
If you have personal care support, people who are there to support you should not neglect you or ignore you if you ask for their help.

People should not take away your rights to basic living needs such as shelter, food and water, clothing and medicine.

People should not take away your right to make your own decisions.




Student Charter
As a student with ACRES you should expect:
· A prompt and courteous response to enquiries
· Accurate advice and information about courses and fees
· To be notified as soon as possible if a course is postponed or cancelled
· A safe and supportive environment in which to learn
· To be respected and treated equally by staff and other students regardless of difference in culture, ability, race, gender, age or sexual orientation
· An introduction and overview of your course at the first class
· A programme of teaching and learning which will help you to successfully complete the course
· Learning opportunities which are regularly reviewed for quality
· The opportunity to give feedback on your experience on the course and help us improve our service
· Appropriately experienced and trained tutors
· Regular feedback on your progress
· Impartial information about further learning opportunities
· To have any complaints that you may have handled promptly and empathetically
· Compliance, by us, with the Data Protection Act and Skills Funding Agency Privacy Policy in respect of information held on individuals

Student Exclusion Policy
There are two instances where students may be excluded from attending, or enrolling, on ACRES’ courses.

1.  ACRES expects all students enrolled on its courses to adhere to the Student Charter.  Students found to be:

· In breach of this Charter
· Displaying inappropriate behaviour
· Subject to substantiated complaints 

will be required to attend a meeting with two ACRES’ representatives.

Two outcomes will be possible from this meeting:

i. The situation is resolved via mediation and then monitored

or

ii. If the situation is not resolved the student will be excluded immediately from their course(s) being undertaken, without refund of fees, and this will be confirmed in writing by the Chair of the ACRES’ Board.

If the situation is initially resolved via mediation but monitoring identifies that the situation has reoccurred or is ongoing, then the student will be excluded from their course(s) immediately.

Students excluded from ACRES on these grounds will not be allowed to enrol on future courses.
	
2.  Students who have outstanding balances on their ACRES’ accounts are excluded from enrolling on any future courses until outstanding balances have been settled.

If an excluded students wishes to appeal against the decision they must write to the Chair of the ACRES’ Board within 10 days of the exclusion being confirmed, stating their objections.

And Finally....
We hope you enjoy your course(s) with ACRES. If you have any suggestions as to how we can improve our service to students or other courses you would like to see offered by ACRES, please contact us at the ACRES’ Office.
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