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This handy guide contains information that you may 
need during your course at Adult Learning Wales (ALW). 
We suggest you use this space to record useful contact 
information.

My tutor’s name and email address:

My Curriculum Development Coordinator:
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Welcome to your course!

......................................................................................

......................................................................................



General enquiries
info@adultlearning.wales
03300 580845

Learner Services
learnerservices@adultlearning.wales

Online enrolment support		
nla@adultlearning.wales 

Wellbeing and financial support	
learnerservices@adultlearning.wales
fcf@adultlearning.wales

IT access and digital support		
nla@adultlearning.wales

Exam and accreditation support	
addysg-quality-assurance@adultlearning.wales
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Useful Contacts



       4



Learner Support

We want you to enjoy your learning with us and get 
as much as possible out of your course. However, we 
recognise that adults can face all sorts of problems and 
challenges at different times in their lives. We aim to be 
informal and flexible, and if you are having problems we 
want to help if we can. 

If you are facing a barrier to your learning, whether 
this is to do with childcare, dependent care, domestic 
arrangements, travel difficulties, buying materials, loan 
of equipment, additional learning needs, or anything else, 
please talk to your course tutor. 

At ALW we recognise that everyone learns in different 
ways and has different needs. We offer sessions that 
are designed to meet a range of learning needs and can 
offer varied additional learning provisions. Please speak 
to your tutor if you think you might need extra support or 
resources in the classroom. 

If you are worried about any aspect of your course and 
would like to talk things over with someone confidentially, 
please get in touch, we’re ready to listen. People you could 
talk to include your tutor, your Curriculum Development 
Coordinator (CDC), or a member of the Learner Services 
team.

Email learnerservices@adultlearning.wales
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If you face financial barriers to your learning, please 
ask your tutor how we can help. We can offer support 
for learners who are in receipt of benefits, from low-
income households, or facing financial hardship. Support 
is also available for refugees and asylum seekers. 

Financial Contingency Fund 

Depending on your circumstances you may be eligible to 
apply to the Financial Contingency Fund (FCF). This fund 
supports assistance with transport, books, equipment, 
childcare, stationery, exam fees, educational visits, and 
costs associated with disability. 

Email fcf@adultlearning.wales for an application form, or 
ask your tutor.

Student Finance Wales 

If your course is over 275 hours and leads to a recognised 
qualification, you may be eligible to apply for funding from 
Student Finance Wales. 

Visit www.studentfinancewales.co.uk to find out if you 
are eligible for grant funding.
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Financial Support



If you have difficulty with Welsh or English reading, writing 
or numeracy skills, we want to help you achieve your best. 
Help is available to support you throughout your course. 
Support may be provided by your tutor, but if we are told 
in advance, we can make arrangements for a Learner 
Support Assistant (LSA) to work with you. We also have 
staff who can give advice and guidance with developing 
Essential Skills both inside and outside the classroom. 

Developing these skills is applicable to all the courses 
and levels that we provide. So, if you feel you could do 
with some support, please talk to your tutor, Curriculum 
Development Coordinator, or the Learner Services team. 
We will do our very best to help. 

Digital Literacy 

We want to provide you with every possible opportunity to 
gain and improve digital skills whilst learning with us. We 
can provide support and equipment to develop your digital 
literacy skills and enhance your learning.
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Essential Skills 



We are committed to providing a full range of accessible 
education for you. We aim to ensure you can make excellent 
progress on your course, even if you face barriers to your 
learning. We use a person-centred approach to work with 
you to identify and support any individual learning needs 
that you may have. 

How to tell us you need support 

There are several ways you can tell us you need support, 
depending on the type and length of your course. You can 
let us know on your enrolment form, or you can speak 
to your tutor or Learner Services at any time during your 
course. 

We can work with you and your tutor to decide what 
tailored support best fits your needs. We will inform 
you of what extra resources, staff or specialist assistive 
technology we might be able to provide. You don’t need a 
formal diagnosis to ask for support.

Once we receive your support request, a member of our 
team will be in touch. We will monitor, review and discuss 
your support needs with you throughout the course, so 
please keep talking to us about what works well for you, 
and what doesn’t!
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Additional Learning Needs (ALN)
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If you feel your additional need is due to a language 
barrier, please let us know, and we can direct you to the 
right course to help with this. 
Email learnerservices@adultlearning.wales



ALW fully supports the Welsh Government’s vision of 
‘A Wales which is anti-racist’. We are committed to 
becoming an anti-racist organisation, creating a culture 
with zero tolerance and changing our systems, policies 
and procedures to eradicate racism in all that we do. Our 
Anti-Racist Action Plan will ensure that we play our part in 
making a measurable change to the lives of Black, Asian 
and Minority Ethnic people by tackling racism.

Sharing lived experience

It is vital that we listen to those with lived experience of 
racism and its impact as we work to fulfil our commitment. 
We will work hard to create a safe space where we hope 
you will feel comfortable to speak about your experiences 
with our support and understanding. You will be able to 
speak openly, free from judgement. Your confidentiality 
will be respected. We will ensure that professional support 
is available and any feedback will respect your wishes to 
remain anonymous should you prefer.

Please contact Cath Hicks, Deputy Chief Executive - 
Operational Services at cath.hicks@adultlearning.wales
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Anti-Racism at ALW



Our commitments to our learners:

•	 We recognise that racism exists in society, and 
that this is extremely harmful. We acknowledge 
the impacts of racism and we will support our 
Black, Asian and Minority Ethnic staff, learners and 
members who may experience these impacts.

•	 We will encourage you to speak up about racism, 
giving you the time and space to talk about your 
experiences, with confidence that you will be 
listened to and supported.

•	 We will embed anti-racism in our curriculum, 
and advocate for anti-racism at all opportunities, 
challenging racism where we see it.

•	 Our management team does not currently reflect 
the diversity within either our organisation or wider 
society, and we are working to change this. We are 
committed to the ongoing training and support 
that our whole team needs to be effective allies. 
We want to ensure the work of addressing racism 
does not fall on those who already experience its 
injustices.

•	 We will be open and honest about our progress on 
anti-racism, and in our Anti-Racist Action Plan we 
will set clear goals to measure our progress against.

•	 We want to promote anti-racism in everything 
that we do, in the interest of our learners, 
staff, volunteers, members and the wider        
community.
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Adult learning can be difficult when other personal 
challenges are affecting your daily life. We are 
committed to providing inclusive wellbeing support to all 
our learners. 

ALW is a Trauma-Informed organisation, and knowledge 
about trauma and its effects influences our policies, 
procedures and practices. We have a range of health and 
wellbeing support available to you while you are studying 
with us. While we are unable to offer highly specialised 
services, we can signpost you to these, and work with 
other providers to help you with any difficulties you are 
facing. 

Our online Health and Wellbeing Toolkit includes 
resources and information about organisations that can 
provide help and advice. More information is available on 
our website.

Call: 03300 580 845
Text: 07715 904 304
Email: learnerservices@adultlearning.wales
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Wellbeing
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Depending on your circumstances, we may be able to 
provide you with access to free, confidential support 
from a counsellor, if you feel that this would be helpful. 
To access this service, you can speak to your tutor, email 
learnerservices@adultlearning.wales, or complete the 
counselling self-referral form. More information is available 
on our website.

This scheme, supported by Welsh Government, enables you 
to access free period products. To request your preferred 
products, simply complete our online form and we will pop 
it in the post to you. More information is available on our 
website.

Phone: 03300 580 845 / 07715 904 304
Email: learnerservices@adultlearning.wales
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Counselling

Period Dignity



We aim to ensure that our learners feel safe, secure, valued 
and respected, and that you are protected from harm 
when learning with us. This involves us protecting you 
from abuse, neglect, discrimination or victimisation. We 
have measures in place to prevent accidents, incidents and 
bullying from occurring, and to deal with them effectively 
should they occur.

Alongside this, our safeguarding duty includes protecting 
our learners from the risk of radicalisation and extremism. 
This is called the ‘Prevent Duty’. We are committed to 
providing a safe and welcoming learning environment in 
which all learners will be treated and behave in a way that 
is consistent with the positive values of liberty, justice, 
democracy and mutual respect in Britain.

For more information on the ‘Prevent Duty’, and for further 
information regarding your safety while learning with us, 
please search for ‘Staying Safe’ on our website. If you have 
any worries or queries about your safety or wellbeing, 
or any concerns regarding Prevent, radicalisation or 
extremism, please contact our designated Safeguarding 
Officers.

Email: safeguarding@adultlearning.wales
Phone: 02920 235277 or 07931 204613
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Staying Safe
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Written work submitted in Welsh will be treated 
no less favorably than that submitted in English. 
Although your legal rights to use Welsh do not 
currently include receiving course materials 
and being taught in Welsh, ALW is committed 
to increasing its Welsh medium and bilingual 
provision to learners across Wales, and becoming 
an exemplary provider of a range of learner 
services and support through the medium of 
Welsh.

When learning with us, you have the right to: 

•	 Send and receive individual correspondence 
in Welsh.

•	 Make and receive telephone calls in Welsh 
(unless it’s necessary for a member of staff 
who does not speak Welsh to phone you on 
a specific subject). 

•	 Use Welsh in meetings about you or with 
others. 

•	 Access computer software on Moodle (the 
online learning platform) for checking 
spelling and grammar in Welsh.

•	 Submit written work in Welsh.
17

Welsh Language



We want you to get the most from your course with ALW. 
To ensure that all learning opportunities are of the highest 
possible standard, there are certain requirements that you 
can expect the organisation to fulfil, and in return, the 
organisation will have certain expectations regarding your 
behaviour as a learner. 

Failure to comply with these expectations will be addressed 
in line with the Unacceptable Learner Behaviour Procedure, 
and may jeopardise your continued learning with Adult 
Learning Wales.
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Learner Agreement and Code of Conduct



Responsibilities of Adult Learning Wales
 

As your learning provider, we will:

•	 Provide you with the information you need about the 
course before you join, and make sure the course is 
suitable for you and what you want to achieve.

•	 Provide a safe and secure environment for your 
learning and ensure you feel respected and valued.

•	 Deal with any concerns relating to Safeguarding and 
Prevent as a matter of urgency.

•	 Promote equality and diversity and ensure that we 
take an inclusive approach in all that we do.

•	 Support you with your learning needs and provide 
any extra help required as far as is reasonably 
possible. 

•	 Provide qualified, experienced and supportive tutors 
who will keep you informed about your progress and 
achievement. 

•	 Provide you with information about becoming 
a member of Adult Learning Wales and getting 
involved with the organisation and our Branches.

•	 Regularly ask you what you think about your course 
and take action to make improvements wherever 
possible.

•	 Provide you with information and advice about how 
you could continue your learning after your course.

•	 Deal with any complaints made about your course 
or the organisation promptly and effectively, in line 
with the Complaints Procedure.
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Responsibilities of the learner

As an ALW learner, you should:

•	 Act in a responsible way to ensure the safety, care 
and wellbeing of yourself and others.

•	 Attend lessons regularly and on time, and tell your 
tutor if you need to miss a lesson.

•	 Submit all work on time and keep to deadlines.

•	 Treat all learners, tutors, staff and partners in a 
respectful manner. 

•	 Inform your tutor straight away if you have any 
concerns relating to Safeguarding or Prevent (see 
the organisation’s Safeguarding Policy for further 
information).

•	 Follow any rules and policies of the learning centre 
or venue.

•	 Respect the different backgrounds, cultures and 
beliefs of others.

•	 Respect the use of the Welsh language.

•	 Act in ways that do not discriminate against others.

•	 Never use language which could offend others, 
e.g. language which is racist, sexist, homophobic, 
transphobic, ageist or ableist.

•	 Tell your tutor if you have any particular learning 
needs, or if you need any extra help or support to 
complete your course.

•	 Pay any course fees required promptly.
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To succeed on your course and achieve your accreditation 
or qualification, you will be expected to complete a number 
of assessed tasks. These will be clearly explained and set 
as the course progresses. If there are any circumstances 
which you feel may prevent you from meeting your 
assessment deadline, talk to your tutor to explain any 
extenuating circumstances and to request an extension. 

If you do not pass the assessment at the first submission, 
you will be able to re-submit your work and a new deadline 
will be set by your tutor. Failure to meet this date can result 
in failing the course.

Please take advantage of any advice given to you by your 
tutor to meet the assessment criteria and deadline, and 
tell your tutor about any support needs you may have. 
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Assessment Information 



Reasonable adjustment to assessment 

If you have a disability or an additional learning need, 
a reasonable adjustment can be applied for in an 
assessment situation. A reasonable adjustment is any 
action that helps reduce barriers that place you at a 
disadvantage in an assessment situation, and will be 
based on your individual learning needs.

Talk to your tutor if you think you might need to apply for 
a reasonable adjustment.

Learner assessment appeal procedure 

If you are unhappy with an assessment decision or 
outcome of internal quality assurance, you will need 
to follow the Learner Assessment Appeal Procedure. 
To do this, email the Quality Team at Addysg-Quality-
Assurance@adultlearning.wales, stating the issue with 
as much detail as possible. 

The Quality Team will conduct a review of the decision 
taken and reply to you within 10 working days. If you 
still feel that the issue hasn’t been resolved, then the 
Quality Manager will review the matter and refer it to the 
External Quality Assurer (EQA). The decision of the EQA 
is final.
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Plagiarism and Malpractice

Plagiarism is a form of cheating and constitutes a serious 
breach of the rules of any academic institution as any form 
of cheating undermines the credibility and value of the 
qualification. Penalties are severe and may result in you 
being removed from the course. 

We have a responsibility to the awarding bodies who 
issue your certificates to ensure that the work presented 
has been produced by you. Therefore, your work will be 
checked for plagiarism, use of Artificial Intelligence (AI) or 
malpractice. This means that: 

•	 Work must not be copied and passed off as your own. 

•	 Other people’s ideas and opinions are not reproduced 
without acknowledging the source .

•	 Online translation tools must not be used to copy the 
work of others.

•	 You must not collude by working with other learners 
to produce work that is submitted as an individual 
learner’s work. (This does not mean that you cannot 
do group work.) 

•	 You must not pretend to be someone else to produce 
the work for another person. 



•	 You must not arrange for another person to take your 
place in an assessment, examination or test.

•	 You must not fabricate results and/or evidence. 

•	 Where AI has been used to produce any part or 
all of your work, this is plagiarism. It would not be 
appropriate to cite AI as a source, in the same way 
as you would cite sources in a bibliography, as it 
is generated content, and not a source in the true 
meaning of the word.

In short, you must not cheat to gain an unfair advantage.

If you are suspected of plagiarism, your tutor will ask you to 
re-do the work in your own words and to acknowledge the 
original authors or sources. The work will be re-submitted 
to the tutor for marking and assessment within 5-10 days.  
If you continue to plagiarise work, you will be referred to 
the Regional Manager and likely to face disciplinary action. 

Sometimes learners plagiarise inadvertently, but it is up to 
you to check your work before submitting it. Not knowing 
you have plagiarised cannot be used as an excuse as to 
why there is plagiarism in your work.

If you wish to appeal against the decision following an 
instance of plagiarism, you need to follow the Learner 
Assessment Appeal Procedure. 
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ALW’s membership scheme is a community of current 
and previous learners, and those committed to Adult 
Community Learning (ACL) and lifelong learning, who 
together can help shape ALW and the environment for 
learning across Wales. 

As a member, you can attend member events, keep up 
to date with organisational news, share your views with 
us and much more! 

Further information on our membership scheme along 
with details on how to join can be found on our website.

Learner Forum 

A Learner Forum can easily be set up by any group of 
learners who want to discuss their educational needs 
or organise events. Your Curriculum Development 
Coordinator can help you set this up, for you to: 

•	 Discuss provision in your community 

•	 Inform ALW staff of local needs 

•	 Help advertise courses locally 

•	 Help organise occasional activities 

or trips.
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Membership
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We encourage you to share your learning experience with 
us. Your feedback is important because you can help shape 
the way that your learning is delivered and influence the 
decisions made by governors and staff. 

Ways to feedback

•	 Complete your course evaluation form

•	 Email learnervoice@adultlearning.wales 

•	 Attend a Learner Forum 

•	 Phone 0300 580845.
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We want to hear from you…



Your tutor will use the following symbols to help you 
improve the accuracy of your written work. 

Symbol: 		 Means:

Sp	  	 Spelling mistake 

C 		  Capital letter 

P		  Punctuation 

SS 		  Sentence structure 

? 		  Confusing/unclear 

WW 		  Wrong word used 

R 		  Repetition (of a word, phrase or idea) 

T 		  Tense 

/	  	 Start new sentence 

//	  	 Start new paragraph 

^		  Word missing 

		  Well written section. Good content 

	       	 Very well written section. Very good
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Literacy Marking Guide
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