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Introduction

The Return to Learning Service began as the Access Guidance Centre in 1993, and forms part of  Northumbria University’s Marketing and Recruitment Directorate.   It is funded through the University’s mainstream budget, with additional resource for specific projects and activities coming from the Higher Education Funding Council for England (HEFCE) Aimhigher programme.

The Service’s remit is to provide pre-entry information, advice and guidance, through a range of activities, in support of the University’s Widening Participation, Learning and Teaching and Student Wellbeing Strategies, with a particular focus on potential adult entrants to Higher Education and those from groups traditionally least represented in the sector.  It is a member of, and has received support from, Tyne and Wear and Northumberland Information, Advice and Guidance Partnerships.

The Service operates in accordance with the Principles established by the National Information, Advice and Guidance Board, as well as Northumbria University’s Guidance Policy, and adheres to the University’s Equal Opportunities Policy, Health and Safety Policy and Disability Statement.  Copies of all these documents can be made available on request.  

Where can you find us?

The Return to Learning Service can be found on the 1st Floor, Trinity Building, Northumberland Road, Newcastle upon Tyne NE1 8ST.  The Centre is open from 9.00am – 5.00pm Monday – Thursday,  9.00am – 4.30pm Friday.  You are welcome to call in during these opening hours to find out more about the help you could receive.  Alternatively, you can telephone 0191 227 4323, e-mail ul.guidance@unn.ac.uk or use our website, http://www.northumbria.ac.uk
What the Service Offers

The Return to Learning Service offers the following:

· Information and advice from a member of our trained staff, in person, by telephone, letter or e-mail

· Confidential one-to-one Guidance interviews (up to 1 hour) with a qualified and experienced careers/educational adviser 

· NEW Online Service including confidential interactive guidance interviews (up to 1 hour) with a qualified and experienced careers/educational adviser .

· Free, short Taster courses which will give a taste of University life as well as an invaluable insight into some of the courses which Northumbria offers

· Student Shadowing programme – the chance to spend a day with a mature student who is actually studying on a course which may be of interest

· Open days and evenings where course details can be discussed with admissions officers and course tutors

· Continuing assistance in applying for courses or changing direction

· Written information on the full range of courses offered by Northumbria University – to be taken away or sent to your home – and assistance in using the information provided

· A wide range of accurate and up to date course information and careers reference materials, which you are welcome to browse at your leisure during our advertised opening times

· Access to and support in using:

· Pathfinder + HE, a computerized occupational interest guide

· UCAS Apply and other electronic application systems

· A range of useful careers and educational websites

All these activities aim to help you to recognise and eventually to fulfill your own potential.  Where we feel that there is another University Department or outside organisation which could give you more specific help, we will help you to make contact with them, and, if appropriate may be able to act as an advocate on your behalf.  You should be aware, however, that Return to Learning Service staff are not able to make decisions about admission to courses of study at the University.

Who is the service for?

The Return to Learning Service particularly targes adults who are considering entry to Higher Education at some stage in their future plans.  We especially seek to support those whose previous experience of education has been limited, and you do not need to hold any formal qualifications to use our service.  There are no geographical or other boundaries. We will do our best to answer all enquiries, and if it appears that another service would be able to offer more appropriate support then we will help you to get in touch with them.  There are no charges for any of our activities.

What can you expect from us?

We will try at all times to ensure:

· Polite, helpful, appropriately trained staff who will focus on your needs and put your interests first

· A prompt response to your query, in accordance with the guidelines set out in our Customer Care Policy (copy available on request)

· Provision of unbiased, accurate and impartial information, advice and guidance on local and national learning opportunities.  If this cannot be offered immediately, a timescale will be agreed which is acceptable to you

· Advance notification of any unavoidable changes to an appointment or booking you have made, and an appropriate alternative arrangement

· That any information, written or verbal, which you give us about yourself is treated with complete confidentiality and securely stored.  Your permission will always be asked before any such information is passed on to any third party, and you can arrange to see what is held by arrangement with the Return to Learning Service.
What would we ask of you?

· It will help us to help you make the best use of our service, if you could try to spend some time in advance considering exactly what you want from us and collecting together any relevant personal information (e.g. details of any qualifications or practical experience)

· If you are unable to attend a pre-arranged activity, please let us know as soon as possible so that another client can benefit

· To respond as promptly as possible to requests we may make for feedback and suggestions which may help us to improve the service, or be required for monitoring purposes 

· To treat all staff and other users of the Return to Learning Service and its activities with courtesy

Special Requirements

In accordance with the University’s Disability Statement and Equal Opportunities Policy, the Return to Learning Service wishes to make its service as accessible as possible to all users.  Our own information and publicity materials are available in large print versions and there is a text only version of our pages on the University website.  A portable induction loop and a stand magnifier are available on request from the Return to Learning Service.  Although the Centre is on the 1st floor of the building, a lift is available for those who need help with stairs.  We would also make every effort to arrange for translation or production in appropriate formats (e.g. Braille) of relevant materials, if we are notified in advance of particular requirements.  We will then agree a timescale with you for the material to be produced, using specialist internal or external services.  Similarly, if there are other forms of support which could be helpful, such as interpretation or signing, this could be organised by prior arrangement.  We hope that you would give us advice on ways in which we could best meet your needs, drawing on other specialist advisory services available within both the University and the local community.

Comments, Complaints and Suggestions

In an effort to improve the service we are able to offer, we welcome comments and suggestions, and forms and a posting box for replies are located at the entrance of the Return to Learning Service.  Separate evaluations of specific activities are carried out and we also regularly send out questionnaires to users of our service.  Your help in completing these is greatly appreciated.  Should you have a complaint about the service, this will be acted upon promptly in accordance with our complaints procedure (copy available on request).

Third Party Involvement

The service may from time to time hold contracts with external funding bodies, which may require us to target particular client groups or supply information for monitoring or audit purposes.  Where this applies, we will inform clients who may be in any way affected and will not release any information about you without your prior consent.  
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