General Information and Terms and Conditions 2011/2012
Fees

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.

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.

Late enrolment

If you would like to join any other course after it has started, please contact the ACRES Office to check whether it is possible: you do need to have sufficient relevant knowledge to be able to join in.   You can request a fee reduction if joining a course that is ten weeks or longer after the fourth week.
Some courses offer students the opportunity to pay termly but are a continuous programme of study; the nature of other courses means that it is easy to join in at any time. If in doubt, please check with the Office to see whether some prior knowledge will be assumed for later terms.

Qualification Courses

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. 

Support for Students

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.
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, neither will harassment or bullying remain unchallenged.

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.  Unless you can claim fee remission, you will have to pay fees for English for speakers of other languages (ESOL) course.  An interview is needed before people can enrol on any of these courses.  Please telephone 01825 761820 for more details and see the English and Maths sections in this prospectus.

General Information

Course Viability
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.

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.

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.

