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CAFÉ
Swarthmore’s Café is open to members of the 
public as well as students.
We serve delicious meals and snacks,including 
a vegetarian soup made from fresh 
vegetables delivered daily.
Hot and cold drinks are available including 
speciality coffee from our freshly ground 
coffee machine.
Why not try a coffee and one of our delicious 
home made cakes?
During term time our opening hours are:
Monday to Thursday 8.30am–8pm
Friday 8.30am–2.30pm
Saturday and Sunday 9.30am–3pm 
Not every weekend – please check

Buffets
If you are hiring one of our rooms (see below) 
why not contact the café to cater for your 
event. From coffee and cake through to a full 
hot buffet.

For information contact Kim on 0113 243 7988 
or look at sample menus on our website.

ROOMS FOR HIRE
We can provide rooms for meetings, training, 
counselling and events for community and 
commercial organisations. Ranging from a small 
meeting room for six people to our large hall 
which accommodates 150 people – we have 
something for every event.

Wifi, interactive whiteboards and sound 
equipment are available.

For more information contact Wendy on  
0113 243 7980 or visit the website.

Follow us on Twitter: @SwarthmoreLeeds

Follow us on Facebook: www.facebook.com/swarthmoreleeds

WHEN YOU HAVE READ THIS BROCHURE PLEASE HAND IT TO A FRIEND

EXHIBITION SPACE
Swarthmore regularly exhibits the work of 
local artists, artist groups and Swarthmore 
students.

Would you like to arrange an exhibition? 
Contact 0113 243 7980 for more details.

PARTY IDEAS
Having a Hen Party or a Birthday? Fancy doing 
something a little different? Swarthmore 
can offer most activities in the brochure, e.g. 
jewellery making, life drawing, pottery etc.

Catering can be provided by the Café.

Contact the Centre for more information.

‘I’ve booked the hall and 
exhibition space at Swarthmore 
and always found the staff to be 
welcoming.  The administration 
is very efficient and they have 
accommodated our needs when 
running events.’
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WELCOME TO SWARTHMORE

ABOUT SWARTHMORE
Swarthmore is a centre for lifelong learning, 
with community projects, family learning 
sessions and children’s activities as well as 
the courses and activities advertised in this 
brochure. Our main aim is to encourage 
people who want to learn but might not 
feel comfortable in more formal educational 
institutions.

The Centre was founded in 1909 with the aim 
of including and involving people in learning 
activities and making sure that everyone was 
treated with equality and respect. 

Our Grade II Listed Building has a fascinating 
history and is made up of six four-storey 
terraced houses with additional dance and art 
studios to the rear. We have specialist facilities 
for pottery, jewellery, stained glass, sculpture 
and computing, and the atmosphere is 
intentionally homely and informal.

Over 2000 people enrol onto Swarthmore 
courses each year. The Centre serves as a 
community resource providing facilities for a 
wide variety of local groups. Swarthmore also 
works in partnerships across Leeds.

Swarthmore is a not-for-profit registered 
charity and a company limited by guarantee.

MISSION STATEMENT
The Centre’s aims have remained unchanged 
for over 100 years: 

‘Swarthmore seeks to inspire lives through 
friendly learning within a commitment to 
equality of opportunity’.

OPEN DAYS
ENGLISH, MATHS, ESOL, IT
Wednesday 3 September 2014 
10.30am–1.30pm

GENERAL OPEN DAY
Thursday 4 September 2014 
10.30am–1.30pm and 5–7pm

Group visits must be arranged in advance.

CALENDAR 2014–2015
(For Guidance Only) Course lengths vary. 
Unless otherwise stated, all courses break to 
coincide with Leeds school holidays.

AUTUMN PROGRAMME
September 2014
Most courses start week beginning  
22 September.
Half-term: 27–31 October 
Centre Closed:
Friday 12 December (staff training).
24 December–2 January inclusive

SPRING PROGRAMME 2015
Monday 12 January
Half-term: 16–20 February
Centre Closed:
Friday 3–Tuesday 7 April

SUMMER TERM 2015
Monday 20 April
Half-term: 25–29 May
Centre Closed: 
Monday 4 May 
25–26 May inclusive
Friday 17 July (staff training)

COSTS OF COURSES
Costs are shown alongside each course in the 
brochure with concession rates in brackets 
e.g. £59 (B: £45 A: £25)

IMPORTANT INFORMATION 
Some of our courses also include accreditation 
for which you will be asked to complete  
a portfolio/file of evidence. You will be given 
help and support to do this. Ask your tutor  
for more information.

COURSES START WEEK BEGINNING 22 SEPTEMBER UNLESS OTHERWISE STATED
FOR OPEN DAYS SEE PAGE 1
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Arts, crafts and writing 03–07
Crafts 03, 19 
Creative writing 04
Drawing 03, 05, 07. 09, 19 
Fantasy art 03
Family pottery 04
Jewellery 03, 06, 07, 08
Painting 03, 05, 07, 19
Pottery 03, 04, 05, 06, 19, 20
Printing 06, 19
Sewing 03
Stained glass 05, 08
Supported courses 18, 19
Weekend courses 08, 09

Dance, drama and music  04, 07, 10, 20
Drama 04, 07
Music and rhythm 04, 20
Singing 04, 07, 20
Supported courses 20

Mind, body and spirit 09–10
Alexander Technique 09, 10
Herbalism  10
Alternative therapies  09
Chilates 10
Mindfulness 09
T’ai Chi 10
Yoga 10
Zumba 10

Computing 12–13
Non-accreditated courses 12
Beginners accredited courses 13

Weekend and Short Courses 08–09
Arts 08
Healthy Living 09

Languages 11
French 11
Spanish 11 
Deaf awareness 11

Progression and Employment 18
Work club 18
National Career Service 18
Confidence to employment 17, 18

Personal Development 10–16
Confidence Building 10, 12
Counselling Courses 14-16

Skills for Life 18–19
English 19 
ESOL 18
Maths 19

About Swarthmore 01

Advice and guidance 22

Training courses 11

Volunteering 22

Access 23

Course enrolment and costs 24–25

Friends of Swarthmore 27

Childcare 28

Membership 25, 29

Getting to Swarthmore 30

Tailor-made packages for employers. teachers, 
children’s centres and other groups. Ask to 
speak to a programme manager.

Design dg3
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THE ARTS AT SWARTHMORE

BEGINNERS CLASSES 
IN THE ARTS
This section of arts classes is for beginners. 
They are designed for learners who can work 
independently. These are funded by Leeds 
City Council for Leeds Metropolitan area 
residents over 19 years old. 
They are held in our fully-equipped 
customised workshops and are ideal for 
exploring your creativity and learning new 
skills. You must have an IAG appointment to 
ensure the course meets your expectations. 
Please contact the centre to make an 
appointment.
For people with learning difficulties/
disabilities please see page 19 for Supported 
Art Courses.

PLEASE NOTE THERE MAY BE ADDITIONAL 
MATERIAL COSTS ON SOME COURSES.
ART COURSES PREFIXED ‘L’: ALL COURSES START 
WEEK BEGINNING 22 SEPTEMBER
10 WEEKS (£52 (R: £18 A: £6) UNLESS 
OTHERWISE STATED.
REPEATED IN JANUARY AND APRIL.

OILS
A course for beginners wanting to learn the 
basics of oil painting using safe water mixable 
oil paints.
L500A Tuesday 10am–12 noon

FANTASY ART AND ILLUSTRATION
A course for those who share an interest 
in drawing fantasy art in its various forms 
and wish to make their drawings have a 
more professional edge. The course will 
cover dynamic figure drawing, character 
development and techniques used by 
professionals.
L501A Tuesday 6.30–8.30pm

ART MIX
A creative mix of painting, drawing and print 
sessions. Broaden your horizons, find those 
hidden talents and build your confidence.
L540A Friday 10am–12 noon

CRAFT MIX
This course enables you to try a variety of 
different crafts including pottery, jewellery 
and batik. This mixed course builds 
confidence and helps broaden your crafty 
horizons. 
L542A Wednesday 10am–12 noon

JEWELLERY 
Learn the basic techniques for simple 
jewellery design and making. You will develop 
different techniques using copper and 
then move onto silver when you feel more 
confident.
L530A Tuesday 1–3pm

POTTERY
Have a go at basic techniques using clay and 
glazes to build yourself some lovely pots and 
perhaps a new vocation in the craft world.
L517A Friday 1–3pm

BATIK – BEGINNERS
Learn the art of batik using traditional 
methods. Visually stunning fabrics created 
using hot wax and cold dyes.
L555A Friday 10am–12 noon

SEWING – BASIC
A practical sewing class for beginners. You will 
learn a range of sewing, craft and design skills 
recorded in a portfolio.
L553A Friday 1pm–3pm

SEWING – STEP UP
A practical sewing course for learners 
to advance. Will use commercial sewing 
patterns. You will learn a range of sewing, 
crafts and design skills recorded in a portfolio.
L551A Thursday 3.30–5.30pm
L552A Friday 10am–12 noon

COURSES START WEEK BEGINNING 22 SEPTEMBER UNLESS OTHERWISE STATED
FOR OPEN DAYS SEE PAGE 1
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THE ARTS AT SWARTHMORE

QUILTING AND PATCHWORK
You will be taught some basic technique using 
different styles of quilting and patchwork. 
You will then work towards making your own 
piece of work such as a blanket or pillow case.
L554A Thursday 1–3pm

CREATIVE WRITING – INTRO
What makes a short story, a poem or a script? 
What’s a character? We will look at practical 
ways of answering these questions and 
others. Suitable for beginners and those who 
need to brush up.
L601A Wednesday 1–3pm

CREATIVE WRITING – STEP-UP
An intermediate class exploring 
characterisation, structure and other skills 
in a variety of literary forms. This course 
also offers advice and guidance to those 
working on projects for publication and 
would suit students who have completed the 
introductory course.
L602A Wednesday 10am–12 noon

PRACTICAL DRAMA
Drama for people who want to have a go. 
Games, exercises and fun held in a safe 
and friendly environment. No experience 
necessary.
L608A Friday 1–3pm

PAGE TO STAGE
For people interested in how the written word 
reaches the stage. We’ll read script extracts 
and explore practical ways of staging them. 
(Suitable for writers prepared to act and 
actors who like script-reading).
L607A Friday 9.30am–12.30pm
10 weeks 30 hrs £75 (R: £24 A: £6)

FINDING YOUR VOICE
For people who would like to build confidence 
in singing. Learn simple vocal, breathing and 
rhythm exercises to develop your voice. Learn 
new songs as a group. Beginners welcome.
L630A Monday 1pm–3pm

GETTING TO KNOW YOUR VOICE
Improve your singing skills and boost your 
confidence in singing in a supportive and 
friendly environment. Discover techniques 
and exercises to build range, tone and control 
of your voice in a healthy way.
L631A Monday 6pm–8pm 

TALKING PICTURES
The world of noir. A film course that will 
explore the world of ‘dark cinema’ – from 
Expressionism, through Hollywood noir to the 
modern serial killer film.
L610A Thursday 6.30– 8.30pm
8 weeks £42 (R: £15 A: £5)
Starts 16 October

HAND DRUMMING
Refreshing, relaxing, invigorating fun – 
drumming is good therapy for everyone. 
For beginners or experienced. Drum loan is 
available or bring your own. 
L625A Thursday 6–7.30pm
8 weeks £40 (R: £12 A: £3)
Start 2 October

FAMILY POTTERY
Come along and have fun whilst learning in 
a supported environment. Create wonderful 
pots to take home in our well-equipped 
pottery.
L571A Tuesday 4.30–6pm
L572A Thursday 4.30–6pm
10 weeks Adult/Child £6 each plus 
membership fees for adults.

SWARTHMORE COURSES AND ACTIVITIES 2014/15



ARTS COURSES
This section of arts classes is for those who 
want to learn for the sheer joy of learning 
and being creative. The tutor will help you 
with structure and technical skills. They 
are designed for people who can work 
independently. Classes are suitable for 
beginners as well as those with experience. 
Some paperwork is required to record your 
progress and achievement. 
These are self-financing courses run by 
Swarthmore. They are held in our fully-
equipped customised workshops and are 
ideal for exploring your creativity and 
learning new skills. 

PLEASE NOTE THERE MAY BE ADDITIONAL 
MATERIAL COSTS ON SOME COURSES.
ALL COURSES START WEEK BEGINNING 
22 SEPTEMBER.

WATERCOLOURS 
An opportunity to develop the skills and 
techniques needed for successful painting 
with watercolours. Field trips to outside 
venues will sometimes be arranged.
505A Thursday 1–3pm (intermediate)
10 weeks £102 (R: £79 A: £55)

PORTRAITURE
This carefully constructed course will improve 
your abilities to record what you see. Whether 
you are a complete novice or an experienced 
painter, our studio work, considered guidance 
and carefully constructive critic will be a 
valuable development aid in your progress as 
an artist.
506A Wednesday 1–3 pm
10 weeks £131 (R: £106 A: £81)

LIFE DRAWING 
Working from the life model, develop your 
drawing skills; explore many different media 
and techniques; and find creative inspiration. 
507A Tuesday 6.30–8.30pm
508A Wednesday 10am–12 noon
509A Wednesday 6.30–8.30pm
510A Thursday 10am–12 noon
10 weeks £123 (R: £99 A: £76)

POTTERY 
Informal practical courses developing pottery 
skills and technical knowledge. Mixed ability 
group, allowing you to work at your own pace 
on your own projects as your confidence and 
skills grow. Beginners welcome!
518A Monday 6.30–8.30pm
519A Tuesday 10am–12 noon
520A Tuesday 1–3pm
521A Tuesday 6.30–8.30pm
10 weeks £111 (R: £87 A:£62) 

POTTERY ON SUNDAYS
Mixed ability in a well-equipped studio. 
Informal practical course to learn at your own 
pace. Set over five Sundays.
524A Sunday 10am–3pm
5 sessions £111 (R: £87 A:£62) 
21 Sep, 19 Oct, 9 Nov, 23 Nov, 7 Dec

STAINED GLASS 
Stained glass design and making in a relaxed 
informal learning environment. Ideal for 
students wanting practical ‘workshop’ 
learning experience.
565A Monday 6.30–8.30pm
567A Wednesday 6.30–8.30pm
10 weeks £111 (R: £87 A: £62) 

COURSES START WEEK BEGINNING 22 SEPTEMBER UNLESS OTHERWISE STATED
FOR OPEN DAYS SEE PAGE 1
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SCULPTURE
You will be taught the skills and processes 
to realise your plans, how to manipulate 
different materials, and how to improve and 
develop problem solving skills and creative 
thinking that can be applicable in all walks of 
life.
547A Thursday 6.30–8.30pm
10 weeks £111 (R: £87 A:£62)

MOSAIC
Design and create colourful images to 
decorate walls, tables, patios, teapots, 
whatever you want! You will receive support, 
tips and tuition in a friendly supportive 
atmosphere.
584A Monday 3pm –5pm
10 weeks £111 (R: £87 A:£62)

JEWELLERY 
Working on tutor led pre-set exercises or 
personal projects you can use our well-
equipped workshop to develop your skills and 
awareness of contemporary jewellery.
Beginners Welcome!!
533A Tuesday 6.30–8.30pm
535A Thursday 6.30pm–8.30pm
10 weeks £111 (R: £87 A: £62) 

PRINTING
Learn and develop techniques in printing – 
including etching, block print and silk screen 
– in a relaxed and friendly atmosphere. All 
materials are safe and non-toxic. The course 
is for both beginners and those with some 
experience.
545A Tuesday 1pm–3pm 
10 weeks £111 (R: £87 A: £62) 

THE ARTS AT SWARTHMORE

QUALIFICATIONS IN THE ARTS
These year long courses will enable you 
to build a comprehensive arts portfolio 
as well as important skills in learning and 
development.

THE ARTS IN 2D
Students will have the opportunity to 
explore 3 different mandatory media: 
Oils, Drawing and Printing. 
LF511 Monday 6–8.30pm
30 weeks £199 (B: £167 A: £18)
Starts 15 September

THE ARTS IN 3D
Students will have the opportunity to 
explore 3 different mandatory media: 
Pottery, Jewellery and Modelling.
LF512 Wednesday 6–8.30pm
30 weeks Full £199 (B: £167 D: £18)
Starts 17 September

‘If Swarthmore wasn’t there 
for me and for the many 
others like me I would be lost 
and once again struggling to 
find somewhere that would 
offer the kind of support, 
understanding and kindness 
you receive from Swarthmore. 
Swarthmore goes above and 
beyond all you could ever 
expect and need. It really has 
improved my life more than I 
could have ever hoped.’

SWARTHMORE COURSES AND ACTIVITIES 2014/15



SELF SUPPORTING ARTS ACTIVITIES

Leeds People’s Choir. Photo David Astin

SELF SUPPORTING ARTS 
ACTIVITIES
Swarthmore hosts a number of activities 
seen as supplementing and supporting our 
formal taught courses. No formal teaching 
or learning is expected in these sessions 
although a volunteer facilitator/organiser is 
present to support where appropriate.

DRAMA WORKSHOP
For beginners and people who have acted 
previously. Improvisation, script-work and 
games with occasional performances.
609A Thursday 7.35–9.35pm
10 week £34 per term
Starts 25 September

LEEDS PEOPLE’S CHOIR
Meet to share the enjoyment of singing. Build 
your confidence and repertoire of songs. New 
members welcome. 
www.leedspeopleschoir.org.uk
628 Wednesday 7.30–9.30pm

THE SATURDAY PEOPLE
A group of artists who meet every fortnight 
on Saturday at Swarthmore to take part 
in a class where they explore drawing and 
painting the human form. The classes are 
reasonably priced and anyone is welcome 
to join our friendly and informal group. The 
artists themselves come from different 
backgrounds and disciplines, working in 
varied mediums from watercolours to pencil 
and paper. For further details please contact:
John Bolland 01274 616183  
www.saturdaypeople.org.uk

‘I think the centre is a really 
friendly space and has a lovely 
atmosphere.’

COURSES START WEEK BEGINNING 22 SEPTEMBER UNLESS OTHERWISE STATED
FOR OPEN DAYS SEE PAGE 1
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WEEKEND AND SHORT COURSES

WEEKEND AND SHORT COURSES
DAY WORKSHOPS
Pre-booking essential for all workshops.
Please book at least 2 weeks before the 
start date. See refund policy.

HUAC – PARANOIA – FILM NOIR
This Day School will look at the conflicts in 
Cinema and the wider US society in the late 
1940s and will use a focus film from the 
Hollywood film cycle of that period.
640A Saturday 27 September
5 hours 10am–4pm
Fee £36 (A/R: £27)

FELT MAKING
Roll up your sleeves and learn a new skill 
in this step by step introduction to Felt 
Making. It will be a fun and informal 
workshop with a variety of techniques, 
using an abundance of colourful fibers and 
yarns. No prior experience is necessary but 
bring an old towel. 
642A Sunday 12 October
641A Saturday 22 November
5 Hours 10am–3:30pm
Fee £36 (A/R £27) per workshop

FABRIC JEWELLERY DAY WORKSHOP
Come and play/experiment with a range 
of fabrics, ribbons, pipe cleaners, buttons 
and beads to make sculptural pieces of 
jewellery. Your creations could become 
brooches, hat pins, earrings, hair slides or 
small sculptures. All materials provided but 
please bring your own ear wires.
643A Saturday 18 October
5 hours 10am–3.30pm
Fee £36 (A/R: £27)

COPPER JEWELLERY DAY WORKSHOP
Come and make pendants or/and earrings. 
Roll various textured surfaces onto copper 
sheet, drill it, cut it and patinate it to 
make it look worn. There is a small fee for 
copper sheet. Bring your own ear wires and 
thronging for pendants.
644A Saturday 1 November
5 hours 10am–3:30pm
Fee £51 (A/R: £39)

ONE DAY ON THE WHEEL
A new opportunity to try throwing on 
the potters wheel in a friendly and fun 
environment. Beginners welcome!
580A Saturday 18 October
5 hours 10am–3.30pm
Fee £51 (A/R: £39)

WEEKEND ON THE WHEEL
A weekend of throwing on the potters 
wheel. Beginners Welcome.
582A 29 & 30 November
4 hours 10am–3pm
Fee £80 (A/R: £60)

STAINED GLASS WEEKEND
Using our well-equipped workshop learn 
techniques to create your own stained glass 
items.
587A 11 & 12 October
588A 22 & 23 November
4 hours 10am–3pm
Fee per weekend £80 (A/R: £60)

SWARTHMORE COURSES AND ACTIVITIES 2014/15



WEEKEND AND SHORT COURSES

WEEKEND AND SHORT COURSES
GLAZING
Trouble glazing your pots? Come along and 
learn some techniques that will enable you 
to finish off that masterpiece!
L595A 10am–3.30pm 
Saturday 13 & 27 September
10 hours £29 (R: £12 A: £6)

LOOK RIGHT, DRAW RIGHT 
Intensive five day drawing course aimed 
at people who have always believed they 
can’t draw. Using experimental techniques 
expounded by the award winning book 
‘Drawing from the Right side of the Brain’, 
you will see your skill improve over the week.
584 Monday to Friday 10am–3pm
27 October–31 October
5 days £102 (A/R: £79)

FORAY AT GOLDEN ACRE PARK
Fund raiser – A complete guide to Fungi. 
Meet outside the shop opposite the café at 
Golden Acre. Bring a basket. 
490A Saturday 27 September
10.30–12.30pm
Fee £10 per person. Must enrol in advance. 

LIFE COACHING – AN INTRODUCTION
A series of three workshops introduces 
you to some of the key principles of life 
coaching. These workshops provide a step-
by-step way of learning how to clarify the 
changes you want to make in your life and 
how to do this effectively. 
L864A Saturdays 27 September, 
4 & 11 October
4 hours day 10–3pm 
£32 (R: £11 A: £4)
27 September 4 & 11 October

ALEXANDER TECHNIQUE
Improve your awareness of balance, 
posture and movement in everyday 
activities.
854A Saturday 22 November
4 hours 10am–3pm
Fee £29 (A/R £22) per workshop

MINDFULNESS
Mindfulness helps relaxation and 
general wellbeing. Experience some 
simple techniques that you can use in 
everyday life, and find out more about this 
increasingly popular subject.
866A Saturday 18 October
4 hours 10am–3pm
Fee £29 (A/R £22) per workshop

INDIAN HEAD MASSAGE
Indian Head Massage is beneficial to 
overall health and wellbeing. It can help 
relieve stress, tension, fatigue, insomnia, 
headaches, migraine and sinusitis. Relaxes 
the shoulder and neck muscles, improves 
circulation, raises energy levels and 
improves concentration. 
867A Saturday 18 October 
868A Saturday 29 November 
4 hours 10am–3pm
Fee £29 (A/R £22) per workshop

A range of Day Workshops will also be 
offered in January and April.

COURSES START WEEK BEGINNING 22 SEPTEMBER UNLESS OTHERWISE STATED
FOR OPEN DAYS SEE PAGE 1
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MIND BODY AND SPIRIT / PERSONAL DEVELOPMENT

COURSES FOR 
HEALTHY LIVING
Also see weekend section

THESE COURSES WILL BE REPEATED IN 
JANUARY AND APRIL

CHILATES
Pilates-style exercise and fitness programme 
to improve muscle control, co-ordination, 
strength and tone.
L801A Monday 10.30–12 noon
30 weeks £118 (R: £42 A: £15)
Starts 22 September

T’AI CHI
A traditional Chinese martial art with the 
focus on health and wellbeing. Helps develop 
muscle tone, power, balance, tension release 
and mental alertness. All levels including 
beginners.
803A Monday 6–7.30pm 
10 weeks £72 (R: £54 A: £36)
Starts 22 September

ZUMBA
A programme for all abilities. This is an 
effective, easy to follow, Latin inspired calorie- 
burning dance fitness programme.
614C Tuesday 6.30pm–7.30pm
ONLY £30 for 10 weeks 
Starts 23 September

HERBALISM
An introduction to Herbal Medicine, its health 
benefits and practical use in day to day 
life. Suitable for anyone who wants to help 
themselves towards naturally better health. 
L875A Tuesday 6–8pm
10 weeks £52 (R: £18 A: £6)

YOGA 
An ideal way of promoting wellbeing through 
improvements in body posture, increased 
stamina, relieving stress and developing 
relaxation and exercise techniques. 
805A Wednesday 5.45–7.15pm
10 weeks £72 (R: £54 A: £36)
Starts 24 September 

ALEXANDER TECHNIQUE
A practical course to improve your health 
and physical wellbeing through increased 
awareness of balance, posture and movement 
in everyday activities. Also useful to singers 
and public speakers. 
L810A Tuesday 6–7.30pm
Starts 30 September
L811A Monday 3.30–5pm
Starts 29 September 
8 weeks £32 (R: £11 A: £4)

PERSONAL DEVELOPMENT 
BUILD SELF-ESTEEM AND CONFIDENCE
Strategies to increase self-esteem and build 
confidence in a safe and relaxed environment 
with mutual support.
L330A Tuesday 1–3pm
L331A Thursday 1–3pm
10 weeks £49 (R:£15 A:£3)
Starts week beginning 22 September

POSITIVITY WORKS
Provides a step by step way of learning how to 
clarify the changes you want to make in your 
life and how to do this effectively.
L308A Thursday 3.15–5.15pm 
10 weeks £49 (R: £15 A: £3)

SWARTHMORE COURSES AND ACTIVITIES 2014/15



TRAINING COURSES
We offer a variety of training courses, tailored 
to your needs and delivered either on your 
premises or at Swarthmore.
Contact mandy@swarthmore.org.uk

TEACHER TRAINING
An introductory course at Level 3 accredited 
by Certa (OCNYHR).
This course will start in January 2015 subject 
to enrolment. Eligibility rules apply. Please 
contact the Programme manager for further 
information and fees.

FIRST AID
A short course for emergency first aid at work.

PAEDIATRIC FIRST AID
Ofsted approved. 

QUALITY ASSESSMENT AND IMPROVEMENT
What are the issues – how to make a positive 
difference.

BASIC SKILLS AWARENESS
A half day course for professionals who need 
an awareness and understanding of issues 
facing people who struggle with Maths  
and/or English.

TEAM BUILDING
A short course to suit your business needs.

LANGUAGES
LANGUAGE COURSES PREFIXED ‘L’  
10 WEEKS £51 (R: £17 A: £5)  
START WEEK BEGINNING 22 SEPTEMBER

SPANISH – BEGINNERS
Learn the basic e.g. directions, shopping, 
ordering food etc.
L420A Monday 6.30–8.30pm
L421A Tuesday 10–12 noon

SPANISH – INTERMEDIATE
L427A Wednesday 1–3pm

ESPANOL EN MARCHA 11 
L428A Wednesday 10am–12 noon

FRENCH – BEGINNERS
Learn the basic e.g. directions, shopping, 
ordering food etc.
L430A Thursday 10–12 noon

FRENCH – IMPROVERS
For those who have completed three terms of 
study.
L436A Tuesday 3.15–5.15pm 

FRENCH – INTERMEDIATE 
For those who have completed a minimum of 
six terms of study.
L437A Monday 2–4pm 

DEAF AWARENESS
Learn how to communicate in sign language.
L401A Wednesday 10–12pm – beginners
L402A Wednesday 1–3pm – intermediate

‘You have helped to give 
me a life & feel that for 
the first time in my life, 
my life is heading in the 
right direction.’

COURSES START WEEK BEGINNING 22 SEPTEMBER UNLESS OTHERWISE STATED
FOR OPEN DAYS SEE PAGE 1
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COMPUTERS

COMPUTERS
Non-scary workshops and courses to suit 
your level and interests. From short courses 
for complete beginners, to full level 2 
qualifications. 

JOINING A COMPUTER CLASS
Before you join a computer class you need to 
meet with an Advice and Guidance worker 
– please contact Reception to arrange an 
appointment.

NON-ACCREDITED COURSES

ICT COURSES PREFIXED ‘L’  
10 WEEK: £52 (R: £18 A: £6). COURSES START 
WEEK BEGINNING 22 SEPTEMBER

Important: You may only join the course if 
you are able to attend for the full 10 weeks.
These courses, or similar, will be repeated in 
January and April.

GETTING TO GRIPS WITH IT
Suitable for complete beginners. A gentle 
introduction to using a computer. Develop 
mouse and keyboard skills, and have a go at 
basic word processing and internet searching.
L254A Monday 5–7pm
L255A Tuesday 10–12 noon – over 55s
L256A Friday 10–12 noon 

TANGLED WEB
Suitable for improvers. Start to make sense 
of and improve internet surfing. Set up an 
email account: sending, replying, forwarding. 
Uploading and downloading attachments and 
photos. Locating these files on your computer.
L275A Monday 10–12 noon

PICTURE IT
Use a digital camera or scanner, transfer 
images to a computer and learn the basics of 
image editing e.g. crop, rotate, re-size, apply 
effects, re-position and remove red eye.
L270A Monday 1–3pm (improvers)
L271A Wednesday 3.30–5.30pm (beginners)

MOBILE TECHNOLOGY
Get connected with using your mobile 
phone! Understand what apps are, download 
and share photos. Understand data usage, 
browsing the web, streaming videos, emails, 
social networking, skype and staying safe 
whilst connected.
L276A Monday 10am–12 noon

MOVE IT ALONG
Suitable for improvers. A project-based 
introduction to using ICT in everyday life. 
Use the internet for research, digital cameras 
and word processing for recording, email for 
sharing photos.
L253A Wednesday 1–3pm

PHOTOSHOP ELEMENTS
Suitable for improvers. Gain confidence 
and develop skills in Photoshop Elements 8. 
Develop a wider range of tools and techniques 
for repairing, enhancing, retouching and 
toning photos. Go at your own pace to 
explore further specialist tools.
L269A Monday 5–7pm
L273A Wednesday 1–3pm

DESIGN BY MAGIC
Suitable for improvers. Using MS Publisher 
and ready-made design layouts, create fancy 
cards, fliers, certificates, business cards etc.
L267A Thursday 12.30–2.30pm
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WHAT A SITE!
Not suitable for complete beginners.
Create your first website. Gentle intro to 
creating web pages, adding images and links.
L274A Friday 1–3pm

STEP UP
Suitable for improvers. Learn new skills for 
everyday use or a new job. Learn Windows 7 
and MS 2010 applications, like Spreadsheets, 
Powerpoint etc, and a variety of internet 
applications including cloud computing and 
dropbox. You choose the areas you need to 
improve and work at your own pace.
L260A Friday 12.30–2.30pm 

MICROSOFT OUTLOOK
Suitable for improvers. Do you need to use MS 
Outlook for work? This short course will teach 
you about the different functions available 
in this application that will help you plan and 
organise your work more effectively.
L272A Tuesday 5.30–7.30pm
5 weeks £26(R:£9 A:£3)

WORDPRESS WEEKEND
Two day fast track workshop for beginners to 
design a website using Wordpress.
L278A 11 & 12 October
10am–3.30pm £26(R:£9 A: £3)

ACCREDITED COURSES

SEPTEMBER 2014 – JULY 2015 
STARTING FROM 15 SEPTEMBER  
FEES: £197 (R: £164 D: £18) PLUS £38 EXAM FEES

You may be able to get help with your exam 
fees. Please ask at your IAG interview.

ENTRY LEVEL – BEGINNERS
This course is a great place to start if you’re 
feeling a bit nervous. Learn about computer 
systems, how to create documents and 
present information, and how to find 

and share information using the Internet 
and email. You will gain an Entry Level 
qualification in IT once successfully 
completed.
F202 Tuesday 10am–12 noon
F203 Wednesday 10am–12 noon

LEVEL 1 (CLAIT SYLLABUS) 
LEVEL 2 (ECDL SYLLABUS)
ITQ QUALIFICATION
Courses will lead to an ITQ qualification which 
are made up of different units e.g. word 
processing, spreadsheets, databases, Internet 
and email and presentations. 
F210 Monday 10–12 noon
F211 Monday 1–3pm
F212 Tuesday 1–3pm
F213 Tuesday 5.30–7.30pm
F203 Wednesday 10am–12 noon level 1
F215 Thursday 10am–12 noon
F216 Friday 10am–12 noon

UK ONLINE  
BASIC COMPUTER SKILLS
Do you want to build your 
confidence and basic computing 
Skills? Have you thought of enrolling on one 
of our 10 week courses but wish you could 
have a taster first? UK Online gives you the 
opportunity to build some basic IT skills which 
would hopefully then help you move onto one 
of our computing courses at Swarthmore in 
September.
Please contact the centre if you are interested 
on 0113 243 2210.

FREE

COURSES START WEEK BEGINNING 22 SEPTEMBER UNLESS OTHERWISE STATED
FOR OPEN DAYS SEE PAGE 1
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COUNSELLING COURSES 
(CPCAB)
Swarthmore offers a range of counselling 
courses which are awarded by the Counselling 
and Psychotherapy Central Awarding Body 
(CPCAB). This is the only awarding body 
to specialise in the field of counselling. 
Swarthmore is also an organisational member 
of the British Association for Counselling and 
Psychotherapy (BACP), and works to their 
Ethical Framework as a training organisation. 
Swarthmore’s counselling courses allow 
students to follow a potential progression 
route beginning with the Introduction 
to Counselling Skills and ending with the 
Advanced Diploma in Person-Centred 
Therapeutic Counselling, which enables 
successful Trainees to work as qualified 
Counsellors within counselling services. 
All theses courses are designed to develop 
students’ and Trainees’ counselling skills and 
practice. There is a focus on the application of 
the Person-Centred Approach to counselling 
which deepens through the progression 
of courses. They provide opportunities 
to enhance communication skills, self-
awareness, understanding of relationships 
and mental health. 
For further information visit our website 
(www.swarthmore.org.uk) and CPCAB’s 
website (www.cpcab.co.uk).

INTRODUCTION TO COUNSELLING SKILLS 
(ICSK – L2)
For those who want to learn initial counselling 
skills to help others – either in a voluntary 
or an employed capacity. The skills taught 
and practiced may also be useful in personal 
relationships. The practical nature of 
the course helps develop students’ self-
awareness. There is an emphasis on group 
work in which skills, ideas and personal 

reflections are discussed. It will help those 
wishing to find out more about the field of 
counselling.
This course is assessed through evidencing of 
learning criteria within a student portfolio.
Students can enrol directly onto the 
introductory courses at Reception (no 
application form is needed) but must attend 
the following induction meeting:
Thursday 18 September 6–7pm

313A Thursday 6–9pm
Courses start 25 September
10 weeks £295 includes Swarthmore 
membership and CPCAB registration costs  
(no concessions)

These courses to be offered again in January 
and April terms.

CERTIFICATE IN COUNSELLING SKILLS 
– LEVEL 2 (CSK – L2)
This qualification is for candidates who want 
to learn counselling skills to help and support 
others, either in a voluntary or employed 
capacity. The course is appropriate for the 
following:
> Healthcare professionals, including nurses, 

doctors, occupational/speech therapists 
and physiotherapists.

> Individuals working in social, community, 
prison, education or the ‘frontline’ services. 

> Individuals with an interest in developing 
counselling skills, and possibly developing 
a career in the field.

No previous training or experience is 
required; however we do recommend that 
applicants have completed an Introduction to 
Counselling Skills.
This course is assessed through the evidencing 
of learning criteria within a student portfolio, 
and an external examination.
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F321 Wednesday 9.45am–12.45pm 
F322 Thursday 6–9pm
90 hours delivered over three terms
Start week beginning 16 September
Fees £695 includes Swarthmore membership 
and CPCAB registration costs.
For further information or an application 
form, please see website or contact the course 
tutors:
helen.stone@swarthmore.org.uk
denise.mendes@swarthmore.org.uk

SANDWICH CERTIFICATE COURSE 
Certificate in Counselling Skills – Level 2 
(CSK–L2) and
Certificate in Counselling Studies – Level 3 
(CST–L3)
This course includes both Certificate courses 
above delivered over one academic year. 
Applicants should consider the higher 
workload and commitment involved in 
undertaking these compressed Certificate 
courses in one year. Applicants must have 
first completed an Award in Introduction to 
Counselling Skills (see above).
Each Certificate course within this Sandwich 
course is assessed through evidencing of 
assessment criteria within a student portfolio 
and an external examination (one portfolio 
and external examination per Certificate 
course).
F323 & F333 Wednesday 5.30–9.30pm 
180 hours delivered over 3 terms (90 hours 
CSK-L2 September – February, 90 hours CST- 
L3 February – July). Starts 3 September 2014
Fees £1590 (CSK – L2 £695 + CST – L3 £895) 
includes Swarthmore membership and CPCAB 
registration costs.
For further information or an application 
form, please see website contact course tutor:
helen.stone@swarthmore.org.uk

LEVEL 3 AND LEVEL 4 QUALIFICATIONS
If you are aged 24 or over you will be entitled 
to a 24+ Advanced Learning Loan. You may 
also apply for a Personal Career Development 
loan. Please read the information in the 
application pack or visit Swarthmore’s 
website for more details.

CERTIFICATE IN COUNSELLING STUDIES – 
LEVEL 3 (CST – L3)
This course is intended for candidates who 
want to take the next step in training towards 
becoming a qualified Counsellor. In addition 
it is suitable for those wishing to learn more 
about counselling theory and its application. 
The main model used is the Person-Centred 
Approach. There is a focus on the legal, 
ethical and procedural frameworks in which 
counselling agencies operate. 
This course is assessed through the evidencing 
of learning criteria within a student portfolio, 
and an external examination.
Applicants for this course must have 
undertaken a counselling skills course at 
Certificate level – e.g. CPCAB’s Certificate in 
Counselling Skills (CSK L2). Applicants may 
also apply with an equivalent course of at 
least 75 learning hours. Applicants should be 
at least 19 years of age. 
For further information or an application 
form, please contact: course tutors: 
wayland.gilley@swarthmore.org.uk 
ruth.moore@swarthmore.org.uk 
Tel: 0113 243 7987 (counselling courses office)
F334 Tuesday 9.45am–2.30pm
90 hours (Oct–May)
Starts 7 October 2014.
Fees £895 including Swarthmore membership 
and CPCAB registration costs.
F335 Tuesday 5.30–9pm
90 hours (Sep–June)
Starts 23 September 2014
Fees £895 including Swarthmore membership 
and CPCAB registration costs. 

COURSES START WEEK BEGINNING 22 SEPTEMBER UNLESS OTHERWISE STATED
FOR OPEN DAYS SEE PAGE 1
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ADVANCED DIPLOMA IN PERSON-CENTRED 
THERAPEUTIC COUNSELLING – LEVEL 4  
(TC – L4) 
This two-year professional qualification 
entitles successful Trainees to work as 
qualified Counsellors within a counselling 
service. Trainees undertake a fully 
supervised training placement within an 
approved counselling agency. The course 
enables Trainees to undertake the personal 
development needed to offer effective 
Person-Centred counselling. Ethical practice 
and the application of the Person-Centred 
Approach to an advanced level are key 
course components. Trainees are externally 
supervised to meet BACP requirements by 
members of Swarthmore’s Supervisors’ Bank, 
who are all qualified supervisors who have 
trained in the Person-Centred Approach. 
Trainees must also undertake a minimum 
20 hours personal counselling during the 
course with a member of Swarthmore’s 
Counsellors’ Bank, who are also qualified 
Person-Centred Counsellors. At least 50 hours 
group supervision is also provided within the 
course. Those successfully completing this 
course are eligible for BACP membership and 
to undertake the BACP accreditation process.

This course is assessed through the evidencing 
of learning criteria within a student portfolio, 
and an external examination.
Applicants for this course must have 
completed both CPCAB’s Level 2 Certificate in 
Counselling Skills (CSK L2) and CPCAB’s Level 
3 Certificate in Counselling Studies (CST L3) or 
their equivalent. Applicants should be at least 
19 years of age.
For further information or an application 
form, please contact: course tutors:
wayland.gilley@swarthmore.org.uk
ruth.moore@swarthmore.org.uk 
Tel: 0113 243 7987 (counselling courses office)
F345 Thursday 9.30am–4.30pm
420 hours October 2014 –July 2016
Starts 2 October 2014
Fees £4350 includes Swarthmore membership 
and CPCAB registration costs. There is a 
compulsory weekend residential in Year 
1 included in the course fee. External 
supervision and person counselling costs are 
not included in the course fee.

PLEASE NOTE: NORMAL TERMS AND 
CONDITIONS DO NOT APPLY TO THE  
ABOVE COURSES.
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Swarthmore offers a range of English, 
Maths and ESOL courses which are designed 
to improve your confidence and give you 
the skills you need to get on in life and in 
employment. Functional skills certificates 
demonstrate your English and Maths skills 
and your course can be accredited at any level 
from Entry to Level 2. We welcome people of 
all abilities – from beginners to level 2. 
Foundation Learning uses ‘credits’ to 
recognise achievement in a range of 
vocational ,personal and ‘life’ skills. These 
credits of achievement can build together to 
make whole qualifications.
The GCSE Maths course is completed in 
one year – for those people who need the 
qualification for work, for higher education or 
for personal satisfaction
Interview: you need to have an interview 
prior to joining these classes. 

NB English and Maths courses are Free for 
anyone who does not have an English or maths 
qualification at Level 2. 
Fees will be charged for re-sit exams.

ENGLISH AND MATHS WORKSHOPS
English and Maths workshops help you to 
improve your skills for employment and for 
everyday living. 
You must have an interview before you enrol 
and then you will have an Initial Assessment 
and an Individual Learning Plan. 
In the workshop you will work at your 
own pace to achieve your certificate of 
achievement. Courses are accredited from 
Entry 1 to Level 2 and may be Open College 
units or OCR Functional Skills .
Short Courses – can be arranged. You need to 
attend for at least 10 hours.
Contact the Curriculum Manager.

Know your 
rightsRead 

the 
paper

Help 
your 
child

Budget 
better

Learn the 
language 

of art

Be more 
confident

COURSES START WEEK BEGINNING 22 SEPTEMBER UNLESS OTHERWISE STATED
FOR OPEN DAYS SEE PAGE 1
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ENGLISH AND MATHS
Start week beginning 15 September.
Membership fee required.
MATHS WORKSHOPS
F102 Monday 6–8pm 
F103 Tuesday 10–12 noon
F104 Tuesday 12.30–2.30pm (Level 1 & 2)
F105 Wednesday 1–3pm
F106 Thursday 6–9 (L2 & GCSE)
F107 Thursday 10–12 noon
F108 Friday 10–12 noon
ENGLISH WORKSHOPS 
F110 Monday 1–3pm
F111 Monday 3.30– 5.30pm
F112 Wednesday 10am–12 noon (Level 1 & 2)
F113 Wednesday 1–3pm 
F114 Wednesday 6–9pm (L 2 & GCSE)
F115 Thursday 10am–12 noon
F116 Thursday 1–3pm
F118 Friday 10am–12 noon 
F119 Friday 1–3pm

INTRODUCTION TO ENGLISH AND MATHS
L122A Tuesday 10–12 noon 

SUPPORTED SKILLS FOR LIFE
We have a range who need learning support 
in the classroom. These are described in the 
brochure as ‘supported courses’. Learners are 
supported in the classroom, on an individual 
and /or group basis, so that as many people as 
possible can enjoy learning at Swarthmore.
You must attend an IAG interview before 
enrolling for a supported course. Please 
contact Reception. 

COMMUNICATION AND LIFE SKILLS
LFN130 Thursday 1–3pm

BASIC LIFE SKILLS
LFN131 Monday 10am–12 noon
LFN132 Thursday 1–3pm

FURTHER LIFE SKILLS
LFN133 Tuesday 1–3pm

LIFE SKILLS – ENGLISH
Reading and writing.
LFN134 Tuesday 1–3pm

LIFE SKILLS – MATHS
Basic number skills.
LFN135 Wednesday 10am–12 noon

ENGLISH LANGUAGE (ESOL)
LEEDS HOME AND AWAY
This course is for people who have 
ESOL skills at below Entry 3 and general 
education below Level 2.
Get to know Leeds and the local area. 
Improve your spoken English.
L127A Tuesday 10am–12 noon
10 weeks £51 (R: £17 A: £5)
plus (£12 membership fee)
Starts 26 September
Contact Reception for an appointment.

Eligibility rules apply. You will need to bring 
your passport and marriage certificate (if 
applicable) to the interview. See page 25. 

‘Boosted confidence. Enabled 
me to try thing that previously 
I thought were not available 
to me. Has been inspiring. Feel 
motivated to try more new 
things.’
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OTHER SUPPORTED COURSES
COURSE FEE INCLUDES TECHNICIAN 
AND EQUIPMENT COSTS. 
MEMBERSHIP FEE REQUIRED.

HEALTHY LIVING SKILLS
To develop communication and social skills 
and an awareness of healthy lifestyle habits.
LFN136 Monday 1–3pm
LFN137 Thursday 10am–12 noon

PAINTING AND DRAWING 
The opportunity to improve your 
communication and life skills through this 
creative arts course .You will be able to 
experiment with different techniques and 
materials and explore a variety of painting 
and drawing methods.
LFN150 Monday Further skills 10–12 noon
LFN151 Monday Basic Skills 1–3pm
30 weeks £36. Course fee includes technician 
and equipment costs.

CRAFTWORK ENTERPRISE
Creative arts and crafts. Learn how to package 
and sell your work.
LFN152 Tuesday 10–12 noon
30 weeks .£36. Course fee includes technician 
and equipment costs.

ART WORKSHOP
Get creative; try out different art forms e.g. 
painting, pottery, marbling, printing, puppet 
making and lots more! 
L153 Tuesday 1–3pm 
30 weeks £51 equipment and technician cost. 

POTTERY 
Learn how to work with clay, make pots 
and models in a relaxed and supportive 
environment.
L154 Further Skills Thursday 10–12 noon
L155 Basic Skills Thursday 1–3pm 
30 weeks £66 equipment and technician cost. 

MUSIC AND SINGING
Introduction to the basic elements of music 
and rhythm. Play a wide variety of percussion 
instruments and sing songs in groups or pairs 
and occasionally solo. Rehearse and present a 
concert. 
L164 Basic skills Friday 10–12 noon
L165 Further skills Friday 1–3pm
30 weeks £51 equipment charge.

OUT AND ABOUT 
Life skills for people who enjoy the 
countryside, nature and walking.
This course uses public transport.
L167 Further Skills Friday 11am–2pm
30 weeks £51 costs. 

‘I would tell them (friends) to 
go for it because it is a brilliant 
service and they can learn new 
skills and techniques and have 
great success because of this. I 
would say it was one of the best 
things I have done and I got the 
help and advice I needed and it 
has worked out brilliantly.’

COURSES START WEEK BEGINNING 22 SEPTEMBER UNLESS OTHERWISE STATED
FOR OPEN DAYS SEE PAGE 1
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SWARTHMORE STUDY SKILLS 
PROGRAMME – for young 
people
Skills Passport and Foundations for You 
is the Swarthmore Study Skills programme for 
young people (16–25) with learning difficulties 
and/or disabilities. The course is full time and 
runs for 4 days per week and for 36 weeks. 
You will learn at your pace, building on your 
likes and interests to:
> Improve skills in English, Maths and IT.
> Learn skills for work (including practice 

interviews and visits to employers).
> Gain skills in independent travel and 

getting on with other people.
> Find out about and visit places of interest 

in Leeds and local area. learn additional 
skills in arts, crafts, media or IT.

> Carry out work placements with the 
support of a Job Coach.

Course starts 8 September but you can enrol 
throughout the year.
Please contact the programme manager for 
further information and to visit the centre. 
Contact Mandy – tel 0113 243 7986 or 
email mandy@swarthmore.org.uk 

PROGRESSION AND 
EMPLOYABILITY  
SUPPORT
WORK CLUB 
Drop in sessions that give support in looking 
for employment. With the support of 
qualified advisers you can gain support in job 
search, improving CV, interviews skills.
Wednesday 1–3pm.

NEXT STEP – ONE-TO-ONE SERVICE 
As part of the National Careers Service you 
can access support, information, advice and 
resources to help you make choices about 
learning, careers, work and life, including help 
with CV’s and interview skills.
Groups sessions available on request.
Tel 0113 243 2210 to make an appointment.

‘I have met many interesting 
and lovely people who have 
become friends and fellow 
artists whether it be having a 
go, a laugh, trying to remember 
what we did in the glazing 
room to get that beautiful 
finish on a pot or the thrill 
when the kiln is emptied and 
has done its magic and we talk 
about our work over a cup of 
tea and some irrisistible home 
made cake.’

A century of learning at Swarthmore:  
Pottery workshop in the 1960s

FREE
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CAREERS AND EDUCATION GUIDANCE
This service enables you to gain access to 
information, advice and resources to help you 
make choices about skills, careers, work and life.

Through this Swarthmore offers a range of 
services including:

> Helping you open and use your own online 
Life Long Learning Account.

> Giving information about learning 
opportunities in the local community, 
colleges, universities as well as at 
Swarthmore.

> Access to other online services to support 
your progression and decision making.

> Work Club and employability courses. See 
page 18.

> Guidance on other services including 
benefits, care support, Direct Payment, 
transport, funding for courses etc.

The following website is also a good source of 
information on all the above: 
www.direct.gov.uk

To make an individual appointment please 
contact reception t: 0113 243 2210

LEARNER SUPPORT FUND
Swarthmore has a limited ‘Learning Support 
Fund’ that may be able to help towards 
the cost of your learning. Please ask for 
information at your interview.

VOLUNTEERING AT SWARTHMORE
> Support students in classes
> Help out at events and functions
> Help with Community fund raising events
Please check Swarthmore’s notice board or 
website for vacancies.

GET THE MOST OUT OF YOUR LEARNING
Swarthmore encourages students to join and 
use our local library on The Headrow in Leeds 
and to take up opportunities created by Leeds 
University to explore Higher Education.

TRAINING COURSES
We offer a variety of training courses, tailored 
to your needs and delivered either on your 
premises or at Swarthmore.
Contact mandy@swarthmore.org.uk

QUALITY
Swarthmore is committed to assessing and 
improving the quality of our teaching and 
learning. Swarthmore Quality Improvement 
assessors – fully trained teachers with at 
least 5 years teaching experience and QI 
training may visit your class. We welcome 
your feedback both personally and via our 
Suggestions/Compliments/ Complaints box.

SAFEGUARDING
Swarthmore wants to make sure that you feel 
safe and secure when you come to a course. 
We ask you to take care of your own safety 
and wellbeing and be aware of the needs of 
others. Please report any concerns to your 
tutor or manager.
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DATA PROTECTION POLICY
Swarthmore Education Centre fully endorses 
and adheres to the principles of data 
protection as detailed in the Data Protection 
Act 1998.

The Centre needs to collect a range of 
personal information for administrative 
purposes as it may occasionally be required 
by law to collect and use information of this 
kind to comply with the requirements of 
government departments and its funders. 

We regard the lawful and correct treatment 
of personal information by the Centre as 
very important to successful operations 
and for maintaining confidence between 
ourselves and those with whom we deal. We 
make every effort to ensure that personal 
information is treated lawfully and correctly.

Full details may be found in our Data 
Protection Policy, which is displayed in the 
foyer at Swarthmore. 

Data you supply will be used by the Skills 
Funding Agency to issue you with a Unique 
Learner Number (ULN) and share information 
about your learning. For further details of how 
your data is shared and used by MIAP and 
how to change who has access to your record, 
please see the MIAP website at www.miap.
gov.uk. If you do not wish your data to be 
shared please contact Swarthmore.

ACCESS AND INFORMATION
Swarthmore is located in a building created 
by combining several Georgian houses. The 
floors are uneven and there are steps and 
stairs.

We have a lift giving access from the ground 
floor to the basement and there is also a 
platform lift in the Art Studio – but there is no 
lift to the first floor of the building.

Please visit us before enrolling to ensure that 
you are happy with access to your course.

We aim to make courses as accessible 
as possible and will relocate them to a 
downstairs room if we can.

We will try to make information available to 
you in a way that suits your needs. Please let 
us know how we can help.

‘The course was brilliant. I have wanted to do 
sewing since I was little and my mum didn’t 
have time to show me and at school there 
wasn’t enough interest to run a class so I felt 
like I missed out. Using creative techniques 
helped me to express myself, therefore 
realising positive well being.’

COURSES START WEEK BEGINNING 22 SEPTEMBER UNLESS OTHERWISE STATED
FOR OPEN DAYS SEE PAGE 1
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JOINING A COURSE OR ACTIVITY

JOINING A COURSE OR ACTIVITY
Please enrol as soon as possible and at least 
2 weeks before your chosen course is due to 
start. Courses cannot start unless enough 
students enrol.
If for any reason a course is delayed or 
cancelled prior to starting we will try to 
contact you on the telephone number given 
on your enrolment form.

ENROLMENT
Enrolment is on a ‘first come, first served’ 
basis and fees must be paid in advance. 
Places cannot be reserved without some 
payment. Some courses fill up quickly so you 
are strongly advised to enrol early to avoid 
disappointment.
NB: The Centre will be closed  
Monday 25–Tuesday 26 August 2014.

ENROLMENT TIMES AT THE CENTRE

MONDAY–THURSDAY 9AM–7.30PM
Friday 9am–3pm
(Friday 18 July – closed for staff training)

21 JULY – 5 SEPTEMBER 2014  
(SUMMER BREAK) 
Monday–Thursday 9am–4.30pm
Friday 9am–3pm
(NB: See Open Days 3 and 4 Sept for 
extended opening times)
Friday 9am–3pm

HALF-TERM OPENING TIMES
Monday–Thursday 9am–4.30pm
Friday 9am–3pm 

ENROLMENT BY POST
You can apply by post using the enclosed 
enrolment form for non-funded courses (not 
prefixed by letters ‘F’, ‘L’ or ‘N’).
If you are enrolling by post and wish to claim 
a concession you will need to include proof of 
your benefit – please see ‘concessions’ section 
on page 25.

ENROLMENT ONTO FUNDED 
COURSES PREFIXED ‘F’, ‘L’ OR ‘N’
These courses are subsidised through 
public funding.*
CONDITIONS
Advice and guidance is essential. Please 
contact the Centre for more information 
about these courses or to arrange an 
appointment.

‘F’ courses for age 16 plus
‘N’ courses for 19 year olds and over
‘L’ courses for 19 year olds and over*
*Supported by Leeds City Council for Leeds 
Metropolitan area residents, priority given to 
those living in disadvantaged areas, people 
not in employment and/or in receipt of 
benefits, those with low skills, no qualifications, 
disadvantaged groups or individuals with 
specific needs e.g. lone parents, BAME groups, 
adults with LDD.

*Eligibility rules apply for these courses: 
Priority is given to those ordinarily resident 
in the UK with no restrictions under 
immigration laws on periods of stay. For 
further information contact the Centre.

Please note: you may enrol on up to two 
‘L’ courses. For any additional courses you 
may be able to join a waiting list.
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CONCESSIONS EVIDENCE
Important: refer to the grid on page 26 to 
find if a concession is available for your 
course. If you meet the criteria below and 
you wish to claim a concession you must 
provide recent evidence as detailed below 
each time you enrol. If you are enrolling by 
post you must include a photocopy.
A RATE CONCESSION – In receipt of:
> Job Seekers Allowance – letter from 

benefits agency dated within 6 weeks 
or recent bank statement (JSA booklet 
not acceptable).

> Working Tax Credits (household income 
of less than £15276) – copy of current 
award.

> Council Tax Benefit – recent letter 
(exemptions and discounts are not 
classified as council tax benefit).

> Other income based benefit – evidence 
dated within 3 months or recent bank 
statement.

> Unwaged dependant on any of the 
above – evidence as above and should 
include the dependants name.

> Employment and Support Allowance 
– a recent letter from benefits agency 
dated within 6 weeks or recent bank 
statement.

> Pension Guarantee Credit – full award 
certificate dated within 6 months.

R Rate concession: Retired and in receipt of 
state pension, full time students.  
Proof required: Pension letter or bank 
statement, NUS card.
NB. Child Tax Credit does not entitle you to 
a concessionary fee.

MEMBERSHIP FEE
Swarthmore is a not-for-profit Registered 
Charity. All students pay an annual 
membership fee of £12, which entitles you to 
join in the running of the Centre, vote at our 
Annual General Meeting and be elected onto 
Swarthmore Council. Most courses including 
free courses require this membership fee 
(exceptions: activities of less than 9 hours).

HOW CAN I PAY?
By Cash
By Credit card
By Debit card
By Postal Order
By Cheque – payable to (Swarthmore Centre) 
with the cheque card number and expiry date.

REFUND POLICY
If you wish to cancel your place on a course, 
refunds can be made as follows:

> Cancel prior to the start of the course – 
minimum of 7 days notice – full refund 
including membership fee.

> Cancel less than 7 days notice –refund 
of course fees only. No membership fee 
refunded.

> Cancel after the first session and before 
the second session of the course – refund 
of course fees only less cost of one session. 
No membership fee refunded.

> Cancel after second session of the course – 
no refund.

One Day and Weekend Workshops
> Minimum of 7 day’s notice – full refund.
> Less than 7 day’s notice – no refund.
All courses will run subject to funding and 
viability.

COURSES START WEEK BEGINNING 22 SEPTEMBER UNLESS OTHERWISE STATED
FOR OPEN DAYS SEE PAGE 1
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CONCESSIONS 2014–15
Concessions may be available in the following circumstances. You will need to provide 
recent evidence when you enrol. See section on page 25 for guidance.

Concessions are allowed for the 
following personal circumstances

Course code 
without a prefix 
(Leisure courses)

Course code 
prefixed by 

‘L’ & ‘N’

Course code 
prefixed by 

‘F’
Unemployed people in receipt of:
> Jobseeker’s Allowance (JSA)
> Employment and Support Allowance 

(ESA – WRAG)

A A D

Those in receipt of the following benefits:
> Council tax benefit
> Housing benefit
> Income support
> Working Tax Credit*
> Pension Guarantee Credit**
> Employment and Support Allowance 
 (ESA non-WRAG)
> Incapacity Benefit
> Asylum seeker in receipt of the equivalent 

of an income based benefit

A A You may be 
entitled to a 
concession if 
you are looking 
for work.
This is subject 
to funding 
rules.
Please ask at 
your interview.

> Carers allowance
> Return to work credit
> In work credit
> Job Grant (recent)
> Mortgage Interest Run On

none A none

> Disability allowance R none none
> Retired and in receipt of state pension R R R
Full time students R none R
Aged 16–18 none Not eligible D
> Learners (aged 19–23) studying towards 

their first full level 2 qualification.
none none This is subject 

to funding 
rules.

EMPLOYMENT DEFINITION
In paid employment: Learners who have been in paid work prior to starting the learning programme. Also 
counted as in paid employment are people on government-supported training schemes and people who 
do unpaid work for their family’s business.
Not in paid employment and looking for work: Learners who have not been in paid work prior to starting 
the learning programme, who are without a job, want a job, have actively sought work in the last 4 weeks 
and are available to start work in the next 2 weeks, or have found a job and are waiting to start it.
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The Friends of Swarthmore exists to build support for Swarthmore Education Centre, an independent 
institution, founded by Quakers in 1909 and recognised locally and nationally as an invaluable educational 
resource. Government cuts have reduced Swarthmore’s funding and the Friends are looking to find ways of 
building support for the Centre, both financial and in kind.

Would you consider helping out in one of the following ways?
> Making a one-off donation
> Donating by standing order or direct debit
> Becoming a member of Swarthmore (current annual subscription £12)
> Making a bequest in your will (which will reduce tax liability)
> Volunteering to help with various social and fundraising events, which take place regularly

To make a donation to Swarthmore – either a one off donation or a regular monthly amount please go to 
www.justgiving.com/swarthmoreeducationcentre/donate
If you wish to make a donation by cheque or support Swarthmore in a different way please complete the 
information below. Please ensure you complete all the details below for Gift Aid if you are a UK tax payer – 
for every £1 you donate, Swarthmore will receive an additional 25p from the tax man.
I wish to become a Friend of Swarthmore.

Name ................................................................................................................................................................................................

Address ............................................................................................................................................................................................

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

Email address .................................................................................................................................................................................

Telephone number(s) ..................................................................................................................................................................

I am making a donation of £................. (cheque enclosed. Please make the cheque payable to Swarthmore).

 Please treat my donation as a Gift Aid Declaration

Signature of donor .............................................................................................................  Date ...............................................
You must pay an amount of Income Tax and/or Capital Gains Tax for each tax year (6 April one year to 5 April the next) that 
is at least equal to the amount of tax that the charity will reclaim on your gifts for that tax year.

Please note that you MUST complete the information above to allow Swarthmore to claim back the tax on your donation. 
However, we will not pass on this information to anyone else. These forms may be inspected by HMRC if we are selected to 
be audited.

  I would like to volunteer to help at social and fundraising events
We invite you to continue your relationship with Swarthmore and help us to keep you in touch. We will not 
give any of your details to a third party.

Best wishes

On behalf of the Friends of Swarthmore

For Office Use Only – Receipt number
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CHILDCARE
We offer registered childcare in a lively, safe 
and stimulating environment for children 
from birth to 5 years old. We are open during 
the day for approximately 36 weeks of the 
year.

CRECHE OPEN MORNINGS
There will be an opportunity to meet the 
Childcare staff on:
Wednesday 3 September 10am–1.30pm
Thursday 4 September 10am–1.30pm 

SWARTHMORE CHILDCARE COSTS
Childcare must be pre-booked at the time of 
enrolment and fees are payable for 5 weeks 
in advance. We regret that fees cannot be 
refunded for individual sessions not attended.

FREE CHILDCARE
> For parents and carers attending courses 

prefixed ‘L’.
> For parents and carers attending courses 

prefixed ‘F’ or ‘N’ and claiming ‘D’ rate 
concessions.

REDUCED COST
> For parents and carers attending courses 

claiming ‘A’ or ‘B’ rate concessions – £3.50 
per session.

FULL COST
> For parents and carers attending courses – 

£7 per session.

SWARTHMORE MEMBERSHIP
As a member you are entitled to receive the 
annual accounts of the company, directors 
report and auditors report on those accounts 
not less than 21 days before the date of the 
company’s annual general meeting and 
consent to being treated as having received 
those accounts by their publication on a 
web site of the company, provided that 
the address of that website, the place on 
the website where the documents may be 
accessed and how they may be accessed is 
notified, by publication in [annual brochure 
or other specified document], not less than 
21 days before the date of the annual general 
meeting, and that said documents remain on 
display on that website throughout a period 
not less than 21 days up to the annual general 
meeting 11 December 2013.
www.swarthmore.org.uk

We offer registered childcare in a lively, safe and stimulating 
environment for children from birth – 5 years old.
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HOW TO GET TO SWARTHMORE
Swarthmore is located in Leeds city centre, 
near the Leeds General Infirmary and Leeds 
City College (Park Lane Campus). There 
is a bridge for pedestrians and cyclists 
approaching Woodhouse Square from 
Great George Street.

BUS
Local stops for the Centre are: Town Hall, 
Clarendon Road – Belle Vue Road: Leeds City 
College, Burley Road.
The Leeds City Bus circulates around the centre 
of Leeds and stops outside Swarthmore.
METROLINE: 0113 245 7676
Leeds City Station is within walking distance 
or see Leeds City Bus.

CAR PARKING
We regret that there are no parking facilities 
for students at Swarthmore. Information and 
an interactive map of the nearest parking is 
available on our website.
On street parking and Joseph’s Well car park is 
available after 5.30pm.

DISABLED BADGE HOLDERS
On street parking possible subject to space.
ACCESS
See page 23.

Swarthmore Education Centre, 2–7 Woodhouse Square, Leeds LS3 1AD
t: 0113 243 2210  f: 0113 243 4726  e: info@swarthmore.org.uk
For updates see our website: www.swarthmore.org.uk


