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Swathmore is an independant registered charity and 
has been a centre for lifelong learning since 1909
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 Introduction

Dear student

Thank you for choosing Swarthmore Education 
for your course.  Swarthmore provides a welcoming, inclusive and creative learning 
environment and we want you to settle in easily, quickly and happily.  This guide 
provides you with information about the support, help and guidance available to 
you, what you can expect from us and our expectations of you and how you can get 
involved in making Swarthmore a better place to learn and succeed.   

I hope that your time with us is enjoyable, successful and rewarding and I look 
forward to meeting you.

Joanna Stokes
Director

Membership
Swarthmore is a not for profit registered charity.  All students pay an annual 
membership fee of £12, which entitles you to receive a copy of the annual accounts, 
Directors and Auditors reports, a vote at our Annual General Meeting and to stand 
for election onto Swarthmore Council.  The AGM is on the 12th December 2018 and 
all members are very welcome.  We welcome members to share ideas on how to 
improve the services Swarthmore provides, further information about how to provide 
feedback is on page 4.

Reception opening times: 
Monday to Thursday 9am – 7.30pm | Friday 9am – 3.15pm

 Term Dates

Term Start of Term Mid Term Holidays End of Term

Autumn
Monday 24th 
September

Monday 29th October - 
Friday 2nd November

Thursday 13th 
December

Spring
Monday 7th 

January
Monday 18th February - 
Friday 22nd February

Friday 29th 
March

Summer
Wednesday 
24th April

Monday 27th May - 
Friday 21st May

Thursday 11th July
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 Help and guidance

Careers Service & 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:-

•  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.

•  Weekly Work Club – Wednesday 1pm – 3pm. Just pop along, no appointment 
needed.

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

To make an individual appointment with Pam or Lynne please contact reception 
or telephone 0113 243 2210

Learning Support
Before you start your course you will be asked if you require any additional support in 
order to help you learn.  This support may include:

• Dyslexia support

• Help with learning in class

• Exam access arrangements or concessions

• Assistive equipment and mobility support

• English, maths and IT workshops

Telling us won’t stop you from getting a place on a course but will mean we can assess 
your needs properly and provide you with the support you need to be successful on your 
course.  We will treat this information confidentially and will only share it with those who 
need to know.  If you think you would benefit from some help and advice and would like to 
know more about the services we offer, please speak to your tutor.

Counselling Service
Swarthmore provides a counselling service for students to support with a wide variety of 
challenges.  To access this service please pick up a leaflet from reception.
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 Student code of conduct  

You are expected to:

• Attend regularly and always be on time

•  Complete your work and take any 
examinations for 
which you have been entered

•  Discuss your next steps with your tutor 
before the end of your course

•  Ensure you do not copy (plagiarise) work from other students, books or the internet 
and pass it off as your own work

• Evaluate your course by completing our course surveys

• Follow health and safety and IT user procedures 

• Give in your course work on time

• Let us know if you get a job or progress to further learning

•  Let your tutor know if you will be absent or if you are thinking of leaving your course

•  Participate and contribute to an inclusive learning environment in which staff and 
students feel safe and are treated fairly and with respect

•  Report any concerns about your safety or the safety of others to your tutor or 
member of our Safeguarding Team

• Set goals and review your progress

• Tell us if you have a disability that may affect your learning

• Wear your student ID badge at all times whilst on Swarthmore premises

•  Tell us if you have a medical or other condition that may affect your learning or the 
learning of others.

If you fail to follow the code of conduct, this could result in you being withdrawn from 
the course and the Centre.

Individual Learning Plans (ILP)
The ILP maps your journey from the beginning to the end of your course.  It helps you 
and your tutor to take into account your abilities, needs, previous qualifications and 
experience.  The ILP includes targets to keep you focused on your learning and help 
you to work on your weaker points.  Targets are reviewed regularly and new ones set 
to ensure you succeed on your course.
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You have the right to be and feel safe where you learn.Your tutor will give 
you a health and safety induction at the start of your course.

 Stay Safe  

Accidents – if you have an accident, report this to your tutor or 
Reception who can contact a qualified first aider if necessary

Computers and online safety – there can be serious risks with 
going online.  Your tutor will advise on how to stay safe online and the 
dangers of inappropriate use of social networking and other websites.  

Equipment – you should only use tools and materials approved by 
your tutor.  Ensure you have received appropriate training before 
you use any equipment.

Fire – take the fire drills seriously.  This practice can save lives in an 
emergency.  Never block fire doors and make sure you know how 
to raise the alarm, what it sounds like, where the fire exits are and 
where the assembly point is.  Fire alarms are tested at 9.30am every 
Friday. If you use a wheelchair or have mobility difficulties, we will 
develop a Personal Emergency Evacuation Plan (PEEP) with you.

Personal safety – learn to plan ahead and take practical steps to 
keep yourself safe.  If your class finishes late, walk to bus stops and 
stations with other students.  

Respect – other people should not threaten, hurt or abuse you in 
any way and you should respect others’ rights to safety and not 
threaten, hurt or abuse them in any way.

We promote inclusion and integration within all our 
courses and take our responsibilities very seriously 
with regards to promoting tolerance and mutual 
respect of those with different faiths and beliefs, 
treating everyone equally, promoting diversity and 
tackling discrimination.  If you have any concerns 
about your safety or the safety of other students please 
contact your tutor or a member of the Safeguarding 
Team. Email us at: safeguarding@swarthmore.org.uk 
with any concerns.
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Severe Weather 
In the event of extreme weather, Swarthmore will make every effort to remain open 
and provide a normal service.  The safety of staff and students is of the upmost 
importance and therefore severe weather conditions may make it necessary to close 
the building.

If this decision is made we will update our website with details as soon as possible.   
Where possible, if staff are able to access the building an appropriate message will 
be put on Swarthmore’s answerphone.

 Listening to students 

Your feedback matters to us.

There are many ways you can give 
your feedback about your course 
and learning with us and help 
improve the learning opportunities 
we provide.  

1.  Compliments, complaints and comments – you can tell us what you think using 
our compliments, complaints and comments forms which are available in reception 
or you can email your comments to feedback@swarthmore.org.uk 

2.  Course surveys – by completing our course surveys you can help us improve our 
courses, facilities and our learning environment

3.  Student forum –Once a term, come and meet the Director and other managers to share 
coffee, cake and a chat.  Look out for the dates on our website and around the Centre.

Volunteers
Swarthmore relies on people like you to be volunteers.  Whether it’s in the classroom, 
or behind the scenes, your skills can help us make more of a difference to the 
community we serve.   As a Swarthmore Volunteer you can:

• Use and develop your own skills and interests

• Meet new people in your community

• Make real change to people’s lives

Join us today – email Carol Holmes at carol.holmes@swarthmore.org.uk
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 Our Facilities

Swarthmore’s Café
Open during term time:
Monday to Thursday 8.30am – 8pm
Friday 8.30am – 2.30pm

Swarthmore’s Café is open to members of the 
public as well as students and is a popular meeting place. 
The café serves sweet and savoury snacks, hot meals and hot and cold drinks 
throughout the day and evening.  Prices range from £2.75 for homemade soup to 
£3.50 for a main dish.  Homemade cakes, fresh coffee, tea and hot chocolate are 
always on offer

Car Parking
We regret there are no parking facilities for students 
at Swarthmore.  Information and an interactive map 
of the nearest parking is available on our website.  
Free parking at Joseph Well car park is available after 
5.30pm and at weekends.  Disabled badge holders 
can access on street parking subject to availability.

Crèche
We are open Monday to Friday  
during term time from 10am – 4pm

We offer registered childcare in a lively, safe and 
stimulating environment for children from birth 
to 5 years old.  

We believe children learn through their life skills 
through play so we encourage all the children 
to choose and participate in all of the available 
activities.  Activities include:

• Painting  • Reading  • Singing   • Sand play

Crèche places must be pre-booked at the time of enrolment and fees are payable 
5 weeks in advance. Please contact Reception or the Crèche for further details.
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