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Dear Learner
Welcome to Skills & Learning.  
We want your learning journey to be rewarding and enjoyable, 
inspiring you to take your skills to the next level.

To help you get the most out of your time with us, this handbook 
provides information on what you can expect from us and what 
we expect of you. We are committed to providing you with a 
high quality service in safe and friendly learning environments. 
We would like to know if your experience is good and we want 

to know if it is not, so that we can put things right. Please give us your feedback at every 
opportunity to help us develop our service.

By the end of your course you will be one of thousands of learners who have improved 
their confidence, skills and wellbeing or their employability prospects.  

Enjoy your learning!

                                                Lesley Spain, Principal Learning Manager

Our Commitment to You
As a learner you can expect Skills & Learning to:

 Provide a welcoming and safe place to learn

 Provide a service that is professional, friendly and effective

 Offer information and advice about learning and  
progression pathways

 Provide experienced and suitably qualified tutors

 Listen to and act on your comments, compliments  
and concerns

Let us know if you are unable to attend 

T. 01202 123444 or 
E. enquiries@salbcp.com

  
We are 
inspected  
by Ofsted  
who are 
always 

interested in your views 
about us. You are able to 
register your views with  
them by going to  
learnerview.ofsted.gov.uk  
at this permanently  
open survey.
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How to nominate
To nominate, and  
to view our entry 
requirements, 

please visit our website: 
skillsandlearningace.com

Mobile phones 
You may use your 
mobile phone for 
learning purposes 
with your tutor’s 

permission. You must not 
use your mobile to make 
or accept personal calls  
in class.

As a learner you will be expected to:
 Treat everyone with respect and consideration at all times

 Arrive on time and attend all sessions

 Comply with our policies and procedures, including  
health and safety guidelines, as they are there to keep you  
safe whilst you learn with us

 Be responsible for your own learning

 Advise us if you have any special needs or require  
additional support to participate in a course

Skills & Learning Stars  
Going Above and Beyond!
We want to recognise learners and staff who go above and  
beyond what we would normally expect from them.  

Star Learner of the Term
Your tutor may nominate you for Star Learner of the Term  
if you are: 

 An outstanding achiever on your course

 Punctual with an outstanding attendance record

 A role model and inspiration to other learners on your course

 Improving your employment opportunities as a result of  
your learning

Staff Star of the Term
Learners may nominate their Tutor or any other member of staff  
who has provided outstanding teaching and learning or excellent  
customer service. Staff may nominate another staff member for  
their personal achievement or performance.

To view our policies, exam and assessment information, careers advice  
and how to stay safe procedures please visit our website 
skillsandlearningace.com

Your Commitment as a Learner
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Lucy Buddle - a successful 
Beauty Learner who has 
now started her own 
business.

       I came out feeling more confident. I talk to people more; coming here     
       completely changed my life!

       I think it’s amazing that the tutors were so happy to help me excel.

Celebrate Your Own Learning
At Skills & Learning we are passionate about lifelong learning and  
we would love to hear about your own stories and successes that  
have come about as a result of learning with us.

Perhaps you have succeeded in getting an English or maths  
qualification or learnt enough about using a computer to feel  
confident? Maybe you and your entire class have achieved  
something you never thought possible, from learning Spanish  
to gaining a counselling qualification.

You may have completed an exciting online course in Online Safety  
or PREVENT, such as one of those below, and now want to share  
your achievement.

Whatever it is, we would love to hear about it and celebrate your  
success by including you in our ‘Celebrate Your Own Learning’  
section on our website, on wall displays and sometimes in the  
local press.

So why not take a selfie with you and your certificate or tell us your story and send it to  
enquiries@salbcp.com. Who knows, you may be on this page next year.

Learning Plus
Your learning doesn’t have to stop when your class ends. We have found a selection of fascinating, 
informative and simple online courses that you can do for FREE or at a low cost.

Why not visit some of the sites below and give it a go – you’ve  
got nothing to lose.  And don’t forget to print your certificate  
and celebrate your achievement. 

1 learnmyway.com

2 futurelearn.com

3 open.edu/openlearn/free-courses

4 theskillstoolkit.campaign.gov.uk

5 skillsandlearningace.com/keep-learning-keep-well

Level 4 Counselling learners 
with their tutors Maureen 
and Lorna
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Health and Wellbeing
Mental health and stress-related problems face a growing  
number of people.

There is lots of evidence suggesting that there are steps you  
can take to improve your mental health and wellbeing.  
Give them a try; you may feel happier, more positive and able  
to get the most from life.

Get active
You don’t have to spend 
hours at the gym but 
fitting some exercise into 
your day improves your 
health and reduces the 
risk of disease. Take a 
walk, go cycling or play 
some football.

Be mindful
Being more aware of 
the present moment, 
including your thoughts 
and feelings, can 
positively change the  
way you feel about life. 
Some people call this 
awareness ‘mindfulness’. 
 

Connect
Connecting with the 
people around you:  
your family, friends, 
colleagues and 
neighbours can have a 
positive impact on your 
mental wellbeing.

Reduce stress
Create a routine 
for your study and 
practice of new skills. 
Be realistic about what 
you can get done and 
ask for help if you feel 
overwhelmed.

Eat well
Eating a healthy diet 
that includes a balance 
of all five food groups 
and drinking plenty of 
water can help to boost 
concentration.

Get enough sleep
Lack of sleep can 
reduce our ability to 
concentrate and excel 
in class. Try to go to 
bed at the same time  
every night.

Keep learning
Learning new skills  
can give you a sense  
of achievement and 
increase your 
self-esteem and 
confidence. 

Wash your hands
Frequent hand washing 
can prevent the spread 
of bacteria and viruses 
which cause many 
illnesses; don’t go to 
your session if you  
are ill.

Look out for our  
Wellness Weeks, 

free or low cost workshops 
to help and support you 
with your wellness whilst 
a member of the Skills & 
Learning family.

LivingWell Courses
Did you know that taking part in adult learning improves 
confidence, positive thinking and reduces symptoms of 
depression and anxiety? If you suffer from mild depression, 
anxiety, sleeplessness and low mood find out about our 
LivingWell courses. With our LivingWell courses you can 
attend weekly activities at a low cost. Activities include 
wellbeing walks, creative writing, discussions and art 
projects. 

To find out more visit our website skillandlearningace.com

Picture from a wellbeing 
walk taken at the Stour 
Valley Nature Reserve as 
part of LivingWell
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The Safeguarding Team
Skills & Learning takes its safeguarding responsibilities  
very seriously and strives to ensure that all people using our  
buildings and services are kept safe from all forms of harm.  
We are committed to providing the best and safest environment 
possible to ensure learners can succeed and staff can feel secure.  

If you are worried about someone please talk to one of the 
safeguarding team or e-mail safeguarding@salbcp.com

Prevent and British Values
We promote integration and British values within all our courses and take our responsibilities to 
preventing radicalisation and extremism very seriously.

Bright Sky is a free to download and use app providing support and 
information for anyone who may be in an abusive relationship, or those 
who are concerned about someone they know. You can download 
Bright Sky for free on iOS and Android devices from the App Store  
and Google Play Store. www.hestia.org/brightsky

Safeguarding team

Learning Support
If you have a disability, learning difficulty or medical  
need we can offer a range of services, including:

 Support in the classroom

 Support for exams and assessment

 Support with English, maths and digital skills

 Specialist equipment

Please contact your local area office  
for further information.

Living 
Well

Digital 
support

Study 
centres & 
support

MentorsEmployability 
Support

Next 
steps

Financial 
support

Learning 
support

Learning 
Support 

Assistants

Democracy                  The rule  
of law               

Individual 
liberty

Mutual respect  
and tolerance of  
those with different  
faiths and beliefs

Have you remembered to tell us  
if you need support?

British values are not about ‘being British’; they are fundamental values that contribute to life in Britain.
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Accidents
If you have an accident, report this to your tutor who can contact 
a qualified first aider if necessary. Keep all gangways clear of bags 
and other belongings.

Fire and emergencies
Take the fire drills seriously – this practice can save lives in an 
emergency. Never block fire doors and make sure you know how 
to raise the alarm, what it sounds like, where the fire exits are 
and where the assembly points are. If you use a wheelchair or 
have mobility difficulties, we will develop a Personal Emergency 
Evacuation Plan (PEEP) with you.

Computers and online safety
There can be serious risks with going online. Your tutor will advise 
on how to stay safe online and the dangers of inappropriate use 
of social networking and other websites. Please read our e-safety 
guide available on our website.

Personal safety 

Learn to plan ahead and take practical steps to keep yourself safe.  
At the end of a class walk to bus stops and stations with other 
learners especially if your class finishes late. Further information 
from the Suzy Lamplugh Trust on www.suzylamplugh.org

Equipment
You should only use materials and equipment recommended or 
approved by your tutor.

Respect
Other people should not threaten, hurt or abuse you in any 
way and you should respect others’ rights to safety and not 
threaten, hurt or abuse them in any way. 

Be Safe
You have the right to be and feel safe where you learn.  
Your tutor will give you a health and safety induction at the start of your course.
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Listening to Learners 
Your voice matters to us.

There are many ways you can give your feedback about your 
course and learning with us and help improve the learning 
opportunities we provide. 

Learner Governors
We have 3 Learner Governors on our governing board – these are 
either current or previous learners and their role is to ensure that 
the learner voice is represented in our decision making. Details of 
our governing board can be found on our website.

Course surveys
By completing our course surveys, you can help us improve  
our courses, facilities and our learning environment.

Join the Learner Forum
The Learner Forum meets three times each year. It gives learners 
a real voice for change in policy developments and achieving 
improvements to our courses and facilities.

If you would like to join, contact 01202 123444 for an application 
form.

Responding to compliments, comments and 

       The support       
       received from the 
tutor and the Learning 
Support Assistant 
was amazing and 
supportive.

       I don’t think  
       I would have been 
able to have done  
it without the  
knowledge gained  
from this course.

       I’m really hoping    
       that I can come 
back again next year.

complaints
We are listening; your views are important to us.

If you have a compliment, complaint or suggestion please contact Skills & Learning ACE,  
enquiries@salbcp.com or visit the BCP Council website: bcpcouncil.gov.uk 
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Help and Guidance
Your Next Steps
To help you plan job or career changes, or the next steps in 
learning, free careers and learning advice is available in several  
of our centres either from our Next Steps team or from our  
National Careers Service partners. For further information or  
to book an appointment, please visit our website, 
call 01202 123444 or visit the National Careers Service online.

If you are unemployed and referred to us by Job Centre Plus,  
our Next Steps team may work in partnership with your JCP 
adviser to help find the best courses for you. 

For details about any of our courses and workshops,  
please take a look at our website skillsandlearningace.com

Employability Support – supporting you into work

If you would like 
to improve your 
English, develop 
your maths  
skills or enhance 
your computing 

ability then please speak  
to your tutor or the 
Customer Service Team. 

You can find out more 
about our English, 
maths, ESOL and 
computing programmes 
on our website: 
skillsandlearningace.com

      I feel very  
      privileged to be 
able to help learners  
in class and still get  
a real buzz when  
the exam results  
come out.

Volunteering
Volunteering can be personally rewarding and provide  
short term, unpaid work experience which can be a  
pathway to employment.  

For further details and information about volunteering in 
Bournemouth, Christchurch, Poole and Dorset visit  
skillsandlearningace.com

Our friendly tutors and staff are available to help support you back into employment through our  
comprehensive programme of Employment Support Courses, including: 

Your Road to Work - These courses allow you to pick-and-mix the right package of learning for you, 
including First Aid at Work and Food Safety as well as sessions to help you with your interview and 
communication skills.  

Fresh Start - This course aims to enable individuals to think differently and increase their                  
understanding of how they make decisions and raise their self-awareness.  The course will also help 
to develop critical thinking skills and introduce tools and techniques to maintain wellness and en-
hance resilience. 

As part of the course individuals will learn about declining and emerging job roles, sectors and      
technologies and develop an understanding of how their transferable skills could apply to other job 
roles and sectors.  

Sector-based Work Academy Programme (SWAPs) - We are working in partnership with Job Centre Plus and 
local employers to provide the governments SWAPS. They are a short course of 21 hours usually spread over 
2-3 weeks. Each one is tailored to an employer and their job vacancies; the      employer will shortlist and 
interview from those attending. If you are unemployed and interested in joining a SWAP, please contact your 
nearest Job Centre Plus.



10 skillsandlearningace.com

Guide to Marking Codes
At Skills & Learning we are committed to helping you improve and 
develop the English skills you need in employment and everyday life. 
Depending on the course you are taking and your personal goals,  
one of the ways that we will do this is to mark your work and provide 
you with feedback in a way that is appropriate and relevant to you.

 Well done / good point / you have made good progress

cap Misuse of capital letter/capital letter missing

^ Word(s) missing from the sentence

sp There is a spelling error

p There is a punctuation error or punctuation is missing

gr There is a grammatical error e.g error in tense used, order of words  
 or word ending

// Error with paragraphing - you need to start a new paragraph / divide  
 your paragraph

inc Incomplete sentence / sentence fragment

voc Vocabulary - wrong word used or style of writing not fit for purpose  
 (too informal or formal)

?? Check and rewrite - meaning is unclear / writing lacks coherency  
 or is awkwardly expressed

Rep Repetition – this point has already been made

Remember:
 All work that you do needs to be produced to a high standard.

 Always check and proofread your work before you hand it in, even if  
it is word-processed. A spellchecker will not pick up all errors.

 Use a dictionary, BKSB resources and recommended websites  
to develop your skills.

 If you do not understand something, please ask!  
We are here to help you learn.

These codes may be 
used by your tutor  
to give you feedback 
on your written work
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About Us
How Skills & Learning is funded

Most courses we offer are either fully funded (no fee payable) or partially funded (reduced fee 
payable) by the Education and Skills Funding Agency (ESFA). Skills & Learning has a duty to ensure 
this funding is used responsibly to support learners who are committed to achieving. If you are on 
one of these courses staff at Skills & Learning will direct you to an ESFA/ipsos-mori satisfaction 
survey between November and April, where you can give your feedback. We will also need feedback 
from you on the impact of your learning, for example, whether it led to you getting a job or improved 
your health and wellbeing. This information will be collected from you in your class, by online or 
telephone surveys.

Some of our courses are supported with funding from other sources, such as the European Social 
Fund. We also offer full cost courses, which are not supported with any external funding, and the 
fees for these must cover our costs.

How we use your data

Our Privacy Notice is available at skillsandlearningace.com/policies

Full details of The Learning Records Service – Privacy Notice, and how the information disclosed to 
us is used, is available at your local centre. It can also be found at learningrecordsservice.org.uk 
or by telephoning the Learning Records Service’s Customer helpline on 0845 602 2589.

Unspent Criminal Convictions 

Skills & Learning are keen to support learners with   
a criminal conviciton to help them gain new knowledge and skills. 
You must, however, tell us if you have an unspent criminal conviction 
before you enrol on a course. We will discuss your conviction with you  
to assess any risk to learners, staff or to you. We will then  
decide if you can join your chosen course, based on the risk  
and nature of your conviction. Failure to disclose an unspent  
conviction when you apply may result in you being asked to  
leave your course. 

If you have  
an unspent 
criminal 
conviction,  
please see our Policy on 
the Disclosure of Unspent 
Conviction Policy at 
skillsandlearningace.com/
policies and complete the 
confidential online form. 

Facilities  
Skills & Learning have centres across Dorset including 
Blandford, Bournemouth, Dorchester, Ferndown, Poole and 
Weymouth. For information about our centres please visit 
skillsandlearningace.com/venues

Skills & Learning ACE Skills & Learning Adult Community Education
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We will be following current Government guidelines on Covid-19 and for the comfort of all, we 
may maintain some control measures introduced during the pandemic even if legal restrictions are 
lifted. Please refer to our website for up to date information.  Please continue to follow Government 
guidelines on personal hygiene, hand washing, and social distancing when using any of our 
centres. Hand sanitisers are available throughout the buildings for your use.  

Please use this link skillsandlearningace.com/learner-support to see our learner safety induction 
video. 

We will support the sharing of information with the Government NHS Covid-19 ‘test & trace’ system. 
Please alert us immediately if you receive a positive Covid-19 test result and have visited one of our 
centres within the previous 7 days. Please do not attend any of our classes or centres if you have 
any Covid-19 symptoms or are unwell with other cold and flu symptoms. 

We encourage staff and learners to undertake regular lateral flow device (LFD) testing if attending 
courses at any of our learning centres.  You can find out about how to order testing kits here:  Order 
coronavirus (COVID-19) rapid lateral flow tests - GOV.UK

To help protect learners and staff, we encourage learners to continue to wear a face covering in 
communal areas of our learning centres and when traveling to our centres by public transport. The 
wearing of face coverings once in classrooms is optional. This guidance is subject to change in line 
with government guidance. Although we will not enforce the wearing of face coverings, we hope 
that learners will be sensitive to the concerns of others.  

Online learning and support materials for your course and will be available through a Microsoft 
Office 365 (O365) account that you will be allocated when your course starts.  You can login into 
your account using the login button at www.office.com 

Please be aware that if you have difficulties with this O365 account during your time learning with 
us, your tutor or another member of staff may be able to provide support by gaining remote access 
to your device with your permission. You will be provided with full details when you request this 
support. Instructions on how to use Teams in O365 are available from our website and YouTube 
page - youtube.com/skillsandlearningbdp 

Nearly all our courses have online resources to support and enhance your learning and some 
courses may have all or some content delivered online. If you are undertaking any study at home, 
please use this link skillsandlearningace.com/policies to find out about our guidelines on how to 
work safely and considerately online whilst at home. This link will give you valuable information 
on how to keep you safe while you work on your course. Please contact support@salbcp.com to 
request further help accessing your O365 account. 

If you or someone you know is concerned about domestic abuse, please visit our website for some 
information and support service contact details skillsandlearningace.com/domestic-abuse-in-
dorset. If anyone is in immediate physical danger, you should contact the police.

Important Information


