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There’s a WEA
course for you

Student Handbook 2018-19

Welcome to the WEA
Student Handbook
The handbook is to help you to find all of the
information you need about learning with us. We
have tried to keep the handbook short and provide
links to a wider range of more detailed information
that you may need. You do not need any previous
knowledge or qualifications to join many of our
courses - just a willingness to participate and
share your ideas with others. I hope you enjoy your
learning with the WEA.
Fiona Parr
Director for Student Services

About Us
We’re a charity, and the UK’s largest voluntary sector provider
of adult education. We believe learning is for everyone and
learning is for life. We also have a special mission to reach
those who want to improve their lives and communities. We
actively campaign for adult education, and you can get
involved in the WEA as a volunteer or member.

Our Vision
A better world - equal, democratic and just; through adult
education the WEA challenges and inspires individuals,
communities and society.
Read more about our vision and values here
wea.org.uk/about-us/who-we-are
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1. Enrolling on a
WEA course
To enrol on a WEA course you must be aged 19
or over (born before 31st August 1999)

UK residency
Students who have not been resident in the UK/EU for the
last 3 years are required to complete a Student Eligibility
Form and provide appropriate evidence or a higher course
fee will be payable. If you would like more information
please call 0300 303 3464.
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To find out about courses we offer in
your area you can:
Use our online course search
wea.org.uk/learn-wea/course-search
Contact your local WEA office or branch
wea.org.uk/find-your-local-wea
Download our course brochures
wea.org.uk/brochures-0

Once you have found the course you are
interested in, you can:
Enrol online: wea.org.uk/learn-wea/course-search
Enrol by telephone 0300 303 3464
(8.00am to 8.00pm, Monday to Friday and
8.00am to 1.00pm Saturdays, local rate).
Enrol in person at the first session
- please bear in mind that a course may be
full by this time or, if numbers are insufficient,
cancelled. We strongly advise that you enrol
online/by telephone wherever possible to avoid
disappointment.
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What to expect from the WEA
When you enrol with the WEA you will enter into a Learning
Agreement with us. This is printed on your enrolment form,
and sets out the agreement between students and the WEA to
ensure that learning opportunities are of a high standard.
If you have enrolled online or over the telephone, you will have
been emailed details of the Learning Agreement in your Preenrolment Information.
This is our commitment to you, as stated in the Learning
Agreement. The WEA will:
take positive action to promote equality and diversity
provide information about the course before you enrol
check what you want to get from the course and whether
it is suitable for you
provide you with an introduction to the WEA and the
course
provide you with a safe learning environment where you
are respected and valued and can feel safe and secure
check with you whether you need any extra help
provide this extra help as far as is reasonably possible
provide suitably qualified, experienced, and supportive
tutors
keep you informed about your progress and achievement
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let you know about opportunities for involvement in activities
related to your course, and in the WEA
provide you with information and advice on what you could go
on to do from this course
provide opportunities for you to let us know what you think 		
about the course and the WEA
deal with any complaints about our education provision and 		
organisation efficiently and courteously.
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While you are learning with us
The information below may refer you to our policies. Our
policies set the standards for the way we work and can be
found on our website at: wea.org.uk/about-us/policies
If you prefer to be sent any policy by post please contact your
nearest regional office. wea.org.uk/find-your-local-wea

Access and support for learning
Your tutor can provide information when you are on
the course or you can contact your local regional office
for further information regarding available support:
wea.org.uk/find-your-local-wea
Additional Learning Support - if you have a disability,
learning difficulty, health issue or other support needs please
tell us as soon as you can, so that we can put support in place.
Contact your nearest regional office, or speak to your tutor if
you have started your course already.
Sometimes we may talk to other organisations to ensure we
know how to support you best. If we need to talk to someone
else we will ask for your permission first. We will also keep you
informed about what is happening, and discuss any follow up
action with you.
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Getting to our classes - most of our classes take place in local
community venues and we use venues that are accessible
wherever possible, but we cannot guarantee this. For details
of access at our venues, refer to the online course information
(where available) wea.org.uk/learn-wea/course-search or
contact your nearest regional office.
Help with Maths and English- you are entitled to Maths and
English support to help with your learning. If you would like to
find out your level or to talk about support for Maths or English
please speak to your tutor at the start of your course. You can
also contact your regional office before your course begins.
Access to assessment – access to assessment is extra help for
students taking accredited courses or qualifications. Examples
of access arrangements include extra time, a sign language
interpreter or coloured overlays. Some access arrangements
require us to notify the awarding organisation and take a little
time to put in place. Speak to your tutor as soon as possible
so that we can make the right arrangements for your needs, or
contact your regional office.
For more information see our Disclosure of Needs policy.
wea.org.uk/about-us/policies

Student Handbook 2018-19

2. Course fees and
financial help
Information about course fees is shown online and in
our brochures. The WEA receives public funding from
the Education and Skills Funding Agency (ESFA)
for the majority of our courses and this funding
supplements the fees paid by students.
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For ESFA funded courses you are entitled to FREE tuition
if you are in receipt of certain benefits (or if you are
dependent upon someone in receipt of those benefits). We
will ask you to bring evidence of your benefit entitlement
at the start of the course.
For information about eligible benefits please see our
website www.wea.org.uk/learn-wea/course-fees-andfinancial-support or refer to the more detailed guidance
in our brochures.
To qualify for a publicly funded course, support with fees or
other financial help you will usually need to be “settled” in the
UK or be the spouse or civil partner of someone who is settled.
In most cases, you will also need to be legally resident in the UK
for 3 years when the course starts. If you are not sure of your
status, ask your tutor or regional office for help.
If you are on benefit or a low income, there may be limited
financial support (called Discretionary Learner Support)
available for help with tuition fees, childcare, travel costs,
exam fees, books, and costs of field trips under certain
circumstances. wea.org.uk/learn-us/student-support#
canigethelpwithothercosts Please ask for more information
by speaking to your tutor at the start of your course or calling
your regional office.
See our Student Support Policy (Financial Support) and
our Appeals Procedure for Discretionary Learner Support
Applications. wea.org.uk/about-us/policies
You are also entitled to pay course fees in instalments if the
course is for 40 hours or more.
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Advanced Learner Loan
There are loans available for all students aged 19 and above in further
education and training studying accredited courses recognised by the
Qualifications and Credit Framework (QCF) at level 3 and above.
Please visit: www.wea.org.uk/learn-wea/course-fees-and-financialsupport/advanced-learner-loans or contact your regional office for further
information.

Course cancellation and refunds
If you have booked or enrolled on a WEA course, you may cancel a course
booking at any time by informing the WEA in writing.
If you cancel a course booking within seven working days of receiving the
course confirmation, provided that the course has not commenced, you
are eligible to receive a full refund.
If the course is scheduled to be delivered over more than three sessions,
you may cancel your course booking and request a full refund from the
Regional Office if you cancel prior to the scheduled start time of the
second course session.
If the WEA cancels a course before the course begins, or up to and
including the second session, you will be eligible for a full refund of the
course fee that you have paid.
See our full Course Cancellation and Refunds policies.
wea.org.uk/about-us/policies

Terms and Conditions
For our full terms and conditions see wea.org.uk/about-us/policies
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I have made
new friends,
which was really
important to me
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3. Information
and advice
We can provide information and
sometimes advice about a number of
things:
WEA courses in your area
Choosing the right course
Fees and financial support
Learning support
Progression – information on what you can do next
Signposting or referral – directing you to other courses,
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agencies or resources

You can get information and advice
By talking to staff in your nearest regional office
From our brochures and other leaflets
By talking to your local branch or course organiser
By talking to your tutor, if you are already on a course
From our website at wea.org.uk/learn-wea
You can also ask for the information in larger print, or for the
information to be read to you.
For information about progression and next steps in your
learning please see our website and discuss with your tutor
www.wea.org.uk/learn-us/helpful-links
The WEA is matrix accredited. This means that we are
assessed for the quality of our information and advice
services. We will help you to make sure your learning with
the WEA is right for you; you know what support is available
and how you can progress. You can expect to receive a good
service from us. We are always looking at ways in which we can
improve how we work and welcome feedback on all aspects of
the WEA.
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I thank the WEA for
enabling me to discover
the person I am today
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4. Equality, diversity
and inclusion
The WEA believes that education plays a major role
in challenging discrimination and disadvantage. We
are committed to inclusive learning and ensuring that
all our students achieve the best possible outcomes.
Equality, Diversity and Inclusion in the WEA is a
collective responsibility. We expect everyone involved
in the WEA to challenge conditions that place anyone
at a disadvantage and create an inclusive community
in which diversity is valued and celebrated.
See our Equality, Diversity & Inclusion policy
wea.org.uk/about-us/equality-diversity-and-inclusion
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Our Values
Our values as an organisation actively commit us to promote
democracy, individual liberty, the benefits and challenges of
the rule of law and mutual respect and tolerance for those with
different faiths and beliefs. These are also the values defined
by the government as “British” values and are part of the
Prevent Duty to challenge radicalisation and extremism.
We promote these values in our classes by encouraging you to:
actively, research, debate and question aspects 		
of the subject you are studying, lead discussions and
presentations
draw on your study and broader experience to explore the
wider contexts of your subject and apply it the external
world
apply your learning individually and where possible as a
class through activities in your communities
put into practice what you have learned outside the 		
classroom, either as a group or as individuals
become WEA members or active citizens in your own right
explore different views to your own
For more information on the WEA Approach to Education and
Learning see our website: wea.org.uk/about-us/who-we-are
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Safeguarding
We aim to provide a welcoming environment where you
feel safe and secure. If you have any concerns about your
own safety or the safety and wellbeing of others, including
discrimination, abuse, exploitation, harassment or bullying you
can tell your tutor.
If you do not feel you can talk to your tutor, you can ring your
Regional Office. Within each region, there is a trained member
of staff called a Safeguarding Officer who will respond to your
concerns.

The Prevent Duty
All educational organisations have a role to play in
safeguarding students from becoming radicalised and being
drawn into terrorism. If you have any concerns of this nature
about yourself or someone else, you can talk to your tutor or to
the Regional Safeguarding Officer.
The names and contact numbers of the Regional
Safeguarding Officers can be found on our website:
wea.org.uk/about-us/policies
Here you will also find our Safeguarding and Prevent policies.
For more information about safe learning see our website
wea.org.uk/learn-wea/student-support
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Online safety
We aim to promote the use of technology to support and enhance
your learning experience. Digital skills are an important aspect of
your study and interaction both in and beyond the classroom. It is
important that all of us understand the risks that sometimes arise
from using such technologies and know how to keep ourselves safe
online.
The WEA has an e-safety page for students showing you how to keep
your devices safe, yourself safe and how to trust information online.
It has links to websites with information for student groups, e.g.
Age UK , Learn my way and E-Safety for parents, as well as general
information from Get Safe Online.
There is also help to develop your digital skills with links to Good
Things Foundation and Digital Unite.
padlet.com/WEACQT/Esafety4students
Here you will find detailed advice about:
protecting your computer
protecting yourself when using digital technology
safeguarding children
safe use of social networking, smartphones and tablets
use of passwords
protection against exploitation via social media
reporting concerns about extremist material, anti-social 		
or illegal behaviour.
The WEA Computer Use policy can be located here:
wea.org.uk/about-us/policies

19 - 20

Health and Safety
The WEA makes a commitment to ensure the health and
safety of its students.
Please tell us if you have any concerns.
For more information please see our Health and Safety policy
wea.org.uk/about-us/policies
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5. Become a member
of the WEA
Whether or not you have finished your course, we
invite you to consider becoming a WEA member
and joining a movement that transforms lives.
Membership is open to anyone who supports our
aims and values.
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For your £15 annual membership fee you will receive
monthly newsletters (by email), access to an exclusive
members section on our website, your membership card
and our new Highway magazine delivered to your door.
Members can have their say in shaping the WEA and
the future of adult education in the UK. If you are under
25 or on a means-tested benefit you are eligible for free
membership.
You can join by via the website wea.org.uk/getinvolved/membership; by emailing membership@wea.
org.uk or by picking up an application form from your
local contact.
You can also support us as a volunteer. Volunteers
give their time freely and make a difference in their
communities. You can see the range of volunteer roles
we offer at wea.org.uk/volunteer. Active volunteers
are also eligible for free membership. By volunteering
with us you can gain valuable skills for employment
and further training or utilise your skills to make things
happen. If you are interested in volunteering ask your
tutor or email volunteering@wea.org.uk
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Before taking a WEA course, Mark
thought his life “a total disaster”. He
was unemployed in his mid-thirties
with no qualifications, confidence or
focus in life. Mark also had problems
with health, which left him thinking he
might never work again. His advisor
at the Job Centre persuaded him to
do the course in Confidence Building
and Transferable Skills. To Mark’s
amazement, the course was showing
him how to slowly become more
confident.
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6. Unacceptable
behaviour
At the WEA, we try to keep rules for student
conduct to a minimum. However, it’s important that
you know what we consider to be unacceptable
behaviour and what happens when someone
behaves unacceptably.
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What we expect of students
is set out in:
WEA Learning Agreement
WEA Student Code of Conduct
WEA Equality, Diversity and Inclusion Policy
WEA Student Computer Use Policy
wea.org.uk/about-us/policies
If your tutor feels that you are not keeping to the 		
agreement, the following will happen:

1

He or she will first discuss the matter with you, and agree
with you how to tackle the problem.

2

If he/she is not satisfied with the result, they will pass the
matter on to their Learning Manager who will discuss it
with you and see if a resolution is possible.

3

If there is no resolution or improvement, or you do not
carry out suggested actions to help you improve, the
Learning Manager may then take disciplinary action. You
may be given
a verbal warning
a written warning.

4

If there is still no improvement in your conduct, or you do
not carry out suggested actions to help you improve, the
Learning Manager will refer the matter to a member of
the Regional Management Team. If there is no resolution,
you may be asked to leave the course.
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You may be asked to leave straight
away if you are responsible for:
Violence against other students, WEA staff and 		
volunteers
Serious written or verbal abuse, including racist, sexist,
ageist, language offensive to people with a disability and
homophobic abuse
Serious substance abuse before or during class or on
WEA-managed premises
Contravening exam, accreditation or assessment 		
regulations
Tampering with WEA computers
Very seriously disrupting the learning of other class 		
members
You have the right to appeal using the Complaints Procedure,
and have the right to be accompanied by a friend or helper
when attending any meetings with WEA
See our Unacceptable Behaviour Policy and Complaints
Procedure wea.org.uk/about-us/policies
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To be able to attend the sewing class
is so much more than attending any
class - it has given me the confidence
to learn new skills
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7. Data protection
and GDPR
Under the new General Data Protection Regulation,
all organisations need to be clear about what they
are using your personal details for. This section
is intended to show you how the WEA uses your
personal data.
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When you enrol on a WEA course you
agree that we can use your personal
data for:
Giving you information and advice - if you contact WEA for
information and advice about our courses, we may need to
share your personal details with other WEA staff members or
volunteers.
If we need to share your details with anyone outside of the
WEA to assist with your enquiry, we will always ask your
permission first.
Processing your enrolment - we may use your personal data to
check your details are correct on your enrolment (for example
to check your benefit status or confirm your date of birth).
Providing you with support for your course - we offer a
Discretionary Learner Support (DLS) Fund for students who
need financial support.
If your personal data (including bank details) is collected on a
DLS form, it is used:
Establish if you meet the requirements to access financial
support
Reimburse any travel or course materials i.e. books 		
or equipment you have paid for, if you have met the DLS
requirements.
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We also offer Additional Learning Support to students who
need help with English, Maths, a disability or learning difficulty.
We use your details to:
Establish your support requirements.
Put appropriate support in place for you.
If we ever need to share your details with anyone outside
of the WEA to assist with your enquiry, we will always ask
your permission first.
Meeting our funding obligations - the WEA receives funding
to run courses from the Education and Skills Funding Agency
(ESFA). In order to secure funding now and into the future, we
regularly have to submit data reports to the ESFA about our
courses and students.
Sometimes our courses are funded by other funding bodies,
and we are required to share your details with them in order to
obtain funding for you to attend the course.
Recording your attendance - the WEA is required to keep
a record of your attendance for insurance, safety, legal and
funding purposes. This includes recording your name, basic
contact details and attendances, and a reason for nonattendance if known e.g. sick or holiday etc.
Delivering your learning - the WEA (including it’s volunteers)
may use your personal details to let you know if your course is
cancelled, if the tutor is unwell or if there is any change to the
normal running of the course that will affect you.
The tutor may also need to contact you about your course
to let you know about changes, or to give you important
information about your course.
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Recording exam results and obtaining certificates - if
you are studying on an accredited course, we will use your
personal details to register you with an approved awarding
body, administer your exam and to send you your results /
certificates.
Performing legal duties - some things like records of accidents,
Safeguarding records and Prevent records are required by law
so the WEA must collect and retain this information.

When you enrol you can decide
whether you want to give the WEA
permission to:
Send you WEA Marketing and Publicity Materials - this
includes getting brochures, leaflets and other publicity from
your local branch as well as from the WEA Marketing Team.
Contact you about Surveys and Research - this helps us to
improve experiences for future WEA students and to obtain
further funding to support Adult Education.
Sometimes we use approved partners to help us with surveys
and research. You are free to decide whether you are happy for
these partners to contact you.
You can choose to change your contact preferences at any
time by calling our Support Centre on 0300 303 3464.
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What are my rights?
The right to be informed - the WEA must provide you with
information about what we are using your personal data for,
why we are using it and how long it will be kept for.
The right of access - at any time, you have the right to obtain
access to the personal data the WEA holds about you.
The right to rectification - at any time, you have the right to
ask for incorrect, inaccurate or incomplete personal data to be
corrected.
The right to erasure - at any time, you have the right to ask for
any personal data the WEA holds on you to be erased when it’s
no longer needed or if holding it is unlawful.
The right to object - at any time you have the right to object to
the processing of your personal data for marketing or research
purposes.
The right to data portability - at any time you have the right
to request that the WEA provides your personal data in a
machine-readable format so that you can send it to another
organisation or individual.
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Rights in relation to automated decision making and
profiling - the WEA does not use automated decision making
or profiling, we can guarantee that all decisions made by the
WEA that affect you are made by people, not by computers.
The right to restrict processing - at any time you have the
right to request that the WEA restricts of the processing of
your personal data. This is not an absolute right and only
applies in certain circumstances. It means that the WEA can
store your personal data but must not do anything with it until
the restriction is lifted.
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How do I exercise my rights?
In order to exercise your rights under the General
Data Protection Regulation you must make a
Subject Access Request (SAR).
You can do this by completing our SAR webform
app-de.onetrust.com/app/#/
webform/25919219-0f28-40a4-a522ab332669e8ac or by calling our Helpdesk on
02070 967738
If you are unhappy with the way the WEA has
handled your personal data and you would like
to make a complaint, please contact:
Jaimie Scully
Senior Data Protection Officer
Suite 10B Joseph’s Well,
Hanover Walk,
Leeds, LS3 1AB.
If you don’t feel that the WEA has responded
to your complaint in a satisfactory manner, you
can then raise concerns about the processing
of your personal data with the Information
Commissioners Office (ICO).
Please see: ico.org.uk/concerns or call the
ICO on 0303 123 1113.
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8. Feedback, suggestions
and complaints
We would like to hear about any part of your WEA
experience, as your feedback helps us to improve
our service. Call 0300 303 3464 (8.00am to 8.00pm,
Monday to Friday and 8.00am to 1.00pm Saturdays,
local rate) or email supportservices@wea.org.uk.
You can also contact your regional office directly.

35 - 36

You can register a complaint by telephone, letter or email with
your regional office. When registering your complaint, please
provide as much information as you can, including times,
dates, places and names. We will aim to reply to all complaints
within 5 working days of receipt.
Ofsted, the organisation that regulates quality for adult
learning, has a website for students. You can tell them what
you think about us and your experience of WEA education.
You will need to enter our full name ‘Workers’ Educational
Association’ in order to give feedback wea.org.uk/learn-wea/
feedback
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Coming to this class,
I've met some really
nice people. It's
given me confidence
to go out more
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General information
for students
National line number 0300 303 3464
East Midlands
39 Mapperley Road,
Nottingham, NG3 5AQ
T. 0115 962 8400
E. eastmidlands@wea.org.uk
W. wea.org.uk/eastmidlands
Eastern
16-18 Arbury House,
Cambridge, CB4 2JQ
T. 01223 417320
E. eastern@wea.org.uk
W. wea.org.uk/eastern
London
4 Luke Street,
London, EC2A 4XW
T. 020 7426 1950 (enquiries)
E. london@wea.org.uk
W. wea.org.uk/london
North East
Joseph Cowen House,
21 Portland Terrace, Jesmond,
Newcastle upon Tyne,
NE2 1QQ
T. 0191 212 6100
E. northeast@wea.org.uk
W. wea.org.uk/northeast
North West
The Cotton Exchange Building,
Suite 405, Bixteth Street ,
Liverpool, L3 9JR
T. 0151 243 5340
E. northwest@wea.org.uk
W. wea.org.uk/northwest

Southern
4 Luke Street,
London, EC2A 4XW
Local Enquiries
T. Portmouth - 02392 291346
T. Southampton - 02380 630483
T. Hove - 01273 945869
E. southern@wea.org.uk
W. wea.org.uk/southern
South West
Lower Ground Floor,
4 Barnfield Crescent,
Exeter, EX1 1QT
T. 01392 457300
E. southwest@wea.org.uk
W. wea.org.uk/southwest
West Midlands
4th Floor, Lancaster House,
67 Newhall Street,
Birmingham, B3 1NQ
T. 0121 237 8120
E. westmidlands@wea.org.uk
W. wea.org.uk/westmidlands
Yorkshire & Humber
3 Vicarage Road, Attercliffe,
Sheffield, S9 3RH
T. 0114 242 3609
E. yorkshumber@wea.org.uk
W. wea.org.uk/yorkshumber
WEA Scotland
17 Gayfield Square,
Edinburgh, EH1 3NX
T. 0131 226 3456
E. scotland@wea.org.uk
W. weascotland.org.uk

The WEA
4 Luke Street
London
EC2A 4XW
T. 0300 303 3464
E. supportservices@wea.org.uk
W. wea.org.uk
@WEAadulted
weaadulteducation

The WEA is a charity registered in
England and Wales (no. 1112775)
and in Scotland (no. SC039239).

