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Please ask if you would like a copy of this
handbook in larger print.
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Welcome to Bracknell Forest Council’s Community
Learning

This handbook explains what you can expect from us and what we expect
from you.
We hope that you find it helpful.

Whichever course you are attending, we hope that it is beneficial and that
your learning experience is enjoyable.

We welcome any suggestions for further courses you might have, please
feel free to contact us on 01344 354220 or email
community.learning@bracknell-forest.gov.uk

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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Introduction
Our service includes:
•

General adult learning – offering you opportunities to discover learning for
pleasure, inspiration, health, well being and personal development. Our
programme includes computer skills, arts, crafts, music, healthy eating, digital
photography and much more.

•

Family learning – opportunities for parents and carers to discover ways to
support their child’s development whilst learning new skills themselves. There is
a wide range of courses, as well as informal sessions to encourage family
interaction.

•

Work and Skills – a programme of courses to develop your skills for
employment. Drop in to the Job Club at Bracknell Open Learning Centre, held
every Thursday, 10am – 4pm for careers advice and job search resources.
Call 01344 354220 for further information.

Where are we?
•

Bracknell Open Learning Centre – is our main centre:
Rectory Lane, Easthampstead, Bracknell, RG12 7GR

Contact for course bookings and enquiries:
Telephone

01344 354220

Email:

community.learning@bracknell-forest.gov.uk

Internet:

www.bracknell-forest.gov.uk/communitylearning

www.facebook.com/bracknellopenlearning

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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Our Commitment to You
We are committed to promoting learning for all and we welcome adult learners
regardless of age, gender, race, disability, belief, sexual orientation, background or
learning difficulty.
We aim to:
•

Extend the range, appeal and access to learning and employment

•

Make learning more inclusive

•

Promote equality

•

Eliminate discrimination

We will achieve this by:
•

Promoting access to learning and developing provision to meet the diverse
needs of our local community

•

Providing elementary skills for life and vocational opportunities

•

Challenging discrimination and harassment in all their forms

•

Providing a safe, healthy and supportive learning environment

•

Embedding quality improvement in all aspects of our service

Your Obligation to Us
•

Advise us if you have any special needs or require additional support to
enable you to participate in a course. If we know your requirements in
advance, we will do our best to provide appropriate assistance for you.

•

Advise us as soon as possible if you are no longer able to attend a session that
you have booked so that someone else can take your place.

•

Arrive on time for your course.

•

Treat everyone with respect and consideration at all times.

•

Tell us if you witness or experience any inappropriate behaviour.

•

Comply with all health and safety procedures.

•

Ensure you attend regularly to ensure you get the best from your course.

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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General Information
Booking a course
You can book a course by emailing community.learning@bracknellforest.gov.uk, by telephoning Bracknell Open Learning Centre on
01344 354220, or calling in to the Centre. We will confirm whether a
place is available when you book and ask for your name and
telephone number. We will also tell you if you need to bring anything
with you or wear any special clothing.
If the course is full we will add your name to a reserve list and contact
you if a place becomes available.
Access and parking for Bracknell Open Learning Centre
You may park in either of the two car parks, but access to the building is only from
the car park at the far end of Chadwick Mews. The door leading from the north car
park (adjacent to Rectory Lane) cannot be used to enter the building. Please walk
along the pavement outside the perimeter fence to the south car park end enter via
main reception.
Important safety information
Your safety is of paramount importance to us – please familiarise
yourself with the health and safety procedures and fire exits for
the venue before your session begins.
Please leave the Open Learning Centre promptly at the end of
evening sessions as the main gates are locked shortly after the
end of the last session.
Mobile Phones
Before your session begins, please either switch off or silence
your mobile phone to avoid disturbing the class.

Refreshments
Tea and coffee are available in the cafeteria kitchen on the first
floor. Please pay the tutor for your drinks or put the money in the
box in the kitchen. Please return your used mug to a kitchen and
ensure that milk is put back in a fridge.
Snacks and cold drinks are available at Reception.
Please make arrangements to provide your own lunch on full day
courses.
There is a local store 5 minutes walk from the centre.

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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Fee Policy
Our Community Learning courses are subsidised by the Skills Funding Agency.
Course fees are set annually by Bracknell Forest Council. The Council subcontracts
some course provision to local community and voluntary organisations. These
organisations set their own fee policy in line with their organisational policy.
Job Seekers
Claimants of Job Seekers Allowance (JSA) are entitled to full subsidies for courses
that support them to gain employment. Claimants of other benefits, e.g. Employment
and Support Allowance (ESA) may be entitled to subsidies for courses leading to
skills-related qualifications. Please discuss this when you make a booking.
Maths and English
Learners without Level 2 English and/or Maths qualifications are entitled to free
English and/or Maths courses.
Course Fees
Course fees may be paid online, by cheque made payable to Bracknell Forest
Council, or by cash at Bracknell Open Learning Centre.
Fees must be paid in advance in order to confirm a course booking.
Please note that fees are not refundable unless we cancel a course.

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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Enrolment Forms, Data Protection and Unique Learner Numbers
Courses provided by Bracknell Forest Council are funded primarily through a contract
with the Skills Funding Agency and we need to collect certain details about you in
order to claim the funding. If your Tutor asks you to complete a form in the classroom
at the start of a session, please ensure that you give all the requested information,
including your date of birth and sign the form. Remember – our funding depends
on it.
Bracknell Forest Council and the Skills Funding Agency are registered under the Data
Protection Act 1998. Neither party will pass your personal details to any organisation
for marketing or sales purposes. The full Data Protection privacy statement is
included in Appendix 1 of this handbook.
You may be contacted by the Community Learning team at intervals after the end of
your course to find out how the course has helped your personal development or how
you have used your employment skills.
The data you supply will also be passed to the Learning Records Service for the
purpose of allocating you a Unique Learner Number (ULN) and creating your Personal
Learning Record.
The ULN is used to enable collection and sharing of data within the education sector.
The Personal Learning Record will be a lifelong record of any future, formal learning
achievements and qualifications you gain. It will be accessible to you, to organisations
linked to your education and training, and to any other organisations you choose. For
further details of how your data is shared and how to change who has access to your
record, please see the information posted in the classroom or visit the Learning
Records Service website at http://www.learningrecordsservice.org.uk
In order to ensure that information about each learner is accurate and does not get
mixed up with other people’s information, we ask you to bring proof of your identity
the first time you enrol. This could be one of the following:
• Passport
•

Driving licence

•

ID card or other form of national identification (e.g. for your place of
employment / Bracknell Forest E+ card)

•

National Insurance card

•

Bank Credit /Debit card

Initial Assessment if you are taking a qualification
It is a requirement for the Skills Funding Agency that all learners undertaking a
qualification will complete an Initial Assessment in advance. The Initial Assessment is
usually computer based and will assess your current level of English and Maths. A
facilitator will be on hand to assist you. The assessment outcome will be available to
you immediately afterwards. You will be able to use this to identify strengths and
weaknesses in your abilities to inform future learning plans. Please contact us to
make arrangements to complete these.

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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Signing the Register
Please sign the register for every session as this confirms your attendance.
•

Courses involving physical activity

For courses involving physical activity, your signature on the register also confirms
that you have read and understood the following health warning and that you agree
to participate in the activity.

This session involves physical exercise.
You should ensure that you are fully capable of undertaking
the relevant amount of exertion during the session.
It is recommended that you consult your doctor before
commencing any programme of exercise.
You should stop exercising immediately if you feel any pain,
strain or discomfort and advise the Tutor immediately.
You should inform the tutor of anything that might prevent your full
participation in any session.
Please sign the register to indicate that you have understood
this advice.

•

Computer Courses

For computer courses, your signature on the register also confirms that you have
read the UKonline Acceptable Use Policy, which is displayed on the wall of the
computer room in each centre – copies are available if you would like one (see
Appendix 2).
Please note that drinks are not allowed on the worktops next to the
computers.

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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Health and Safety Procedures
You have the right to feel safe where you learn and your safety is of paramount
importance to us. Please familiarise yourself with the health and safety procedures
and fire exits for the venue before your session starts.
Smoking
Smoking is not permitted in any of our learning venues. If you need to smoke,
please go off site (outside the gates).

Fire Regulations
If you discover a fire:
•

Immediately operate the nearest fire alarm

•

Dial 999 and instruct the Fire Service

•

Follow the instructions below

On hearing the fire alarm:
•

Leave the building by the nearest fire exit

•

Do not stop to collect personal belongings

•

Do not use the lift – these will automatically return to the ground floor

•

Do not go to the crèche to collect children; crèche staff will evacuate them

•

Assemble at the appointed place where your tutor will take the register

•

Remain at the assembly point until advised otherwise

•

Do not re-enter the building until told that it is safe to do so

Fire Safety Refuge Point in Bracknell Open Learning Centre

In Bracknell Open Learning Centre: If you are on the first floor when the
fire alarm sounds and you are unable to evacuate safely via the stairs,
please make your way to the refuge point at the top of the staircase
leading to main reception. Press the yellow alarm adjacent to the lift to
alert the Fire Service that you are waiting to be evacuated.

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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Accident
If you have an accident, injury or ‘near miss’ while on the premises, please notify
your Tutor or a member of the Community Learning Team. We will arrange any
necessary assistance and ask you to complete an incident report form.

Additional health and safety for computer users:
•

Adjust the height and angle of your chair

•

Sit up straight and keep your lower back supported

•

The top of the monitor should be at eye level

•

Keep the mouse close at hand so that you don’t have to stretch to use it

•

Keep your feet flat on the floor

•

Don’t cross you legs or tuck your feet under the chair

•

Keep your wrist supported on the desk surface when using the mouse

•

Keep your upper arms at right angles to the lower part of your arm

•

Look away from the screen at regular intervals and look at something far
away to give your eyes a rest

•

Take regular breaks away from your computer

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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E-Safety
Electronic safety means safe and appropriate use of all fixed and mobile devices that
allow access to content and communications that could pose risks to personal safety
and well being. Examples are: PCs, laptops, tablets, mobile phones and gaming
consoles such as Xbox, PlayStation and Wii.

The internet is an essential element in 21st century life and ICT skills and knowledge
are vital to access learning and employment. It has also become an extremely
popular social tool.

However, the misuse of these types of technology poses potential dangers and it is
important that we raise awareness of the dangers, minimise the risks and offer
information to safeguard the community, particularly children and young people and
vulnerable adults.

The risks can include:
•

Cyber bullying (bullying or being bullied using any of the above technologies –
this includes stalking and harassment)

•

Inappropriate content (being sent or being invited to view unwelcome
sexual/pornographic/violent/hateful/racist content)

•

Scams/fraud (being targeted with the intent to obtain money illegally)

•

Grooming (unwanted approaches of a sexual nature or with sexual intent)

For more information and a wide range of useful resources, please visit
http://www.bracknell-forest.gov.uk/internetsafety

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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Safeguarding children and adults at risk
Community Learning staff and tutors undertake Safeguarding training and
understand the importance of safeguarding children and adults at risk from abuse.

Abuse is when someone does something to another person that damages their
quality of life or puts them at risk of harm.

Abuse may be physical, emotional,

sexual, neglect, financial or discriminatory.

What should you do if you suspect that a child or adult at risk is being abused or
neglected?

If you suspect that someone is being abused, you should:
1) Contact Gillian Leather Tel: 01344 354227, who is the designated
Safeguarding officer at the Open Learning Centre.
OR
2) If Gillian is not available, telephone the Bracknell Forest Community
Response and Reablement Team on 01344 351500
OR
3) If their office is not open, please telephone the Out of Hours Team on
01344 786543 or Thames Valley Police on 101 (or 999 in an emergency)
You can also call these numbers if you are the person being abused.
Preventing Violent Extremism

Prevent is part of the Government’s anti-terrorism strategy. It is intended to stop
vulnerable people being radicalised into violent extremism. In Bracknell Forest the
Prevent Steering Group is chaired by the Local Authority and includes the police,
health service, education, higher education providers and the local community.
Any users of the Open Learning Centre who have information regarding suspected
terrorist activity should report this to the police or the Anti-Terrorist Hotline on 0800
789 321. If someone is believed to be vulnerable to, and at risk of being drawn into,
radicalisation they should be referred to the Channel Panel. This can either be done
via the police locally or through the Council’s Community Safety Team on 01344
352000.

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk

12

Getting the most out of your Course
We hope that your course is enjoyable and that you achieve your learning goals.
•

At the beginning of the course, your tutor will explain what you will learn during
the session and you will be asked to complete the first part of the evaluation
form or individual learning plan.

•

If time permits, your tutor will try to include your specific learning goals where
these are relevant to the overall course objectives.

•

Throughout the session the tutor will review your progress and give you
feedback to help you develop your knowledge and skills. He/she may take
photographs of the session and your completed work for our records.

•

At the end of your session, the tutor will ask you to complete the evaluation
form or individual learning plan. This will enable you to reflect on what you
have learnt during the course and celebrate your achievements. Your
responses also tell us whether or not the course met its planned objectives and
help us to develop future programmes to meet your needs and interests.

•

You may be contacted by the Community Learning team at intervals after the
end of your course to find out how the course has helped your personal
development or how you have used your employment skills.

Observations and Learner Feedback
We are committed to delivering a high quality adult learning service and we want your
learning experience to be both enjoyable and successful. One way that we achieve
this is to regularly visit sessions to observe the teaching and learning activities taking
place. Your tutor will be advised before the visit. If it’s convenient, the Observer may
talk to you and look at the work you are doing. We will be pleased to hear your views
about the session, so please share your comments and suggestions.
If your course was good, please tell your friends. If it wasn’t, please tell us!
We welcome your feedback (good or bad) at any time. Your views help us to know
when we are providing a good service and where we need to improve. Please talk to
your tutor or a member of the Community Learning Team, or add a comment on our
facebook site: www.facebook.com/bracknellopenlearning
We provide surveys for learners to complete at different times of the year, and would
welcome your feedback and participation with these.
We also provide a comments and suggestions form which can be completed
anonymously and placed in the box in Reception.
Ofsted provides an online facility called Learner View for you to give anonymous
feedback about your course and we encourage you to use this:
http://learnerview.ofsted.gov.uk

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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To access Learner View you need to register by providing your email address. An
email message will be sent to you containing your allocated password and you can
then log in.
Enter our service identifier or URN: 50798 and then on the next screen click onto
Bracknell Forest Community Learning to answer the questions.

What Next?
We hope that you will want to continue learning. Your tutor will tell you about further
learning opportunities in their subject area and any member of the Community
Learning Team will be pleased to discuss your needs and interests. We can also
provide copies of the part-time prospectus for Bracknell and Wokingham College and
other local providers.
You can find details of further courses at
www.bracknell-forest.gov.uk/communitylearning
Details of our forthcoming courses are posted on our Facebook page:
www.facebook.com/bracknellopenlearning

Bracknell and Wokingham College
The College offers part-time and full-time courses in a wide variety of subject areas for
leisure, work and life. If you would like to discuss the courses they offer, please call
the College on 01344 868600, or view information on the College website:
www.bracknell.ac.uk

National Careers Service
This national, publicly funded service helps adults aged 19+ to get the advice that they
need for future skills, careers, work and life choices.
Telephone 0800 100 900 to book an appointment with one of their friendly professional
careers advisers.
Further information including an online course directory is available on their website:
https://nationalcareersservice.direct.gov.uk/Pages/Home.aspx

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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Complaints Procedure
If you are unhappy about any aspect of our adult learning service, please give us
the opportunity to resolve the problem quickly by discussing it with your tutor or a
member of the Community Learning Team. We will do our best to settle your
complaint promptly.

We hope to resolve issues at the earliest opportunity. If this is not possible, our
complaints procedure has three stages and at each stage your complaint will be
considered by someone different.

In the unlikely event that the matter is still not resolved, please follow the
Corporate Complaints Procedure.

You may either ask for the leaflet ‘How to

Complain about Council Services’ or download a copy from the Bracknell Forest
Council website:
http://www.bracknell-forest.gov.uk/complaintsprocedure

If you need help at any point making your complaint, you may contact the
Council’s Customer Services team by telephoning 01344 352000

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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Appendix 1 – Data Protection Statement and Privacy Notice
Bracknell Forest Council (BFC) is the Data Controller for the purposes of the Data
Protection Act 1998. If you want to know more about personal information held by
BFC, or how we use that data, please contact us and ask for the form “Personal
Information: Your right to know”.
The personal information you provide is passed to the Chief Executive of the Skills
Funding and, when needed, the Department for Education, including the Education
Funding Agency to meet legal responsibilities under the Apprenticeships, Skills,
Children and Learning Act 2009, and for the Agency’s Learning Records Service to
create and maintain a unique learner number (ULN) and a Personal Learning Record
(PLR). The information you provide may be shared with other partner organisations
for purposes relating to education or training and employment.
At no time will your personal information be passed to organisations for marketing or
sales purposes.
Further information about use of and access to your personal data, and details of
partner organisations are available at:
https://www.gov.uk/government/publications/sfa-privacy-notice
The Skills Funding Agency and/or their partners may wish to contact you from time to
time in respect of surveys and research to monitor performance, improve quality and
plan future provision and to inform you about courses, or learning opportunities
relevant to you.
If you do not wish to be contacted about courses or learning opportunities, for surveys
and research, by post, by phone or by email, please tick the appropriate boxes on
your enrolment form.

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk
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Appendix 2 – UKonline Centres Acceptable Use Policy

Bracknell Forest UKonline Centres
Acceptable Use Policy
The responsibilities of users:
•
•
•
•
•
•
•
•

No use may be made of the UK online facilities that is illegal under English
law
You may not view, download, store or transfer material that is regarded as
obscene or that may reasonably be regarded as seriously objectionable by
other users
You may not use the facilities to harass others or in any other way make life
unpleasant for them, for instance by sending unsolicited advertising
material
You may not make or imply any financial commitment on behalf of the
Centre
Any financial transaction carried out with the use of these facilities is the
sole responsibility of the user
No improper advantage must be taken of other users’ mistakes, such as a
failure to log-off, to close access to or to delete personal information
No intellectual property rights may be infringed
The privacy of other users should be respected at all times

To help the smooth running of the centre, you may not:
•
•
•
•
•
•
•
•

change the default settings on software or hardware
do anything that corrupts or destroys data illegitimately
download or otherwise install software on the computers
introduce hoaxes, viruses or anything obstructive or damaging to the
Centre’s systems
disclose your passwords or other access controls to others
use the Centre’s facilities for commercial gain
make excessive or inappropriate use of facilities such as chat rooms
use the Centre’s facilities excessively, to the detriment of other users, such
as by on-line game playing or downloading extremely large files

Limitations to the responsibilities of Centres:
•

The Centres, their staff, and the organisations involved in supporting the
Centres shall not be responsible for the actions of users, most particularly in
the case of illegal, objectionable or commercial use of the facilities.

In using the facilities of UK online centres, users agree to the principles
governing their use as set out here

Tel: 01344 354220

Email: community.learning@bracknell-forest.gov.uk

17

