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MANCHESTER METROPOLITAN UNIVERSITY       
STUDENT SERVICES

LEARNER DEVELOPMENT SERVICE

STATEMENT OF SERVICE

1) Introduction

This statement sets out the level of service provided to users of the Learner Development Service of Manchester Metropolitan University. It also shows how users can give feedback on service performance.  The Learner Development Service is part of Student Services. Our main base is at the All Saints campus in Manchester, with a second, smaller office at the MMU Cheshire campus in Crewe. 
The statement can be accessed on the Learner Development website, and in hard copy format at the Learner Development office.  It is available in other formats on request.

2) Our Aim

We aim to provide impartial, high quality services to prospective students, students and university staff through the provision of support, information and advice relating to the areas of disability and Learner Development generally.

3) What we do
The primary focus of the Learner Development Service is to provide a high quality advisory, assessment and support service to MMU’s disabled and dyslexic students from pre-entry through to graduation.
We work closely with the faculty based Student Support Officers to ensure that students who have more generic study skills support needs are referred to them for one to one support as well as workshop based provision. 
4) Our Stakeholders 
We provide services to the following groups of people and organisations:
· Current students of Manchester Metropolitan University
· Prospective students of Manchester Metropolitan University (and their parents/carers) who need support and advice on issues relating to disability or specific learning difficulties such as dyslexia, prior to enrolling.
· University staff.
· External organisations such as feeder schools/ colleges, Access Centres.

5) What service users can expect from us:
The Learner Development Service aims to offer clients the best quality service possible given the resources at our disposal. We undertake to treat all clients with respect, to listen, and to provide services that are impartial and objective. Clients can also expect from us an honest appraisal of the degree to which we can help and appropriate referral to other services within the University or external agencies, where we cannot.

6) Our Services
6.1) Services to disabled students (including dyslexic students)
The Learner Development Service works closely with Access Summit (the Manchester and Salford Disability assessment, training and personal Support Centre) to provide a wide range of support for disabled students. 
What students can expect from us:
· Advice at pre-entry and admissions stage, including informal visits around the campus to explore any accessibility issues if required.
· Initial assessment of a disabled student’s needs resulting in a Personal Learning Plan which is then sent to the student’s faculty, library staff, exams officer etc as appropriate.
· Initial screening and advisory interviews for students who think they might be dyslexic – arranging formal dyslexia assessments with an educational psychologist as appropriate.

· Referral to other support services both within and outside the University as appropriate.
· Advice and support for applying for any financial support available for disabled students (usually the Disabled Students’ Allowances.)

· Arrangement of the second stage of the assessment process with Access Summit (for those students who have applied for the Disabled Students’ Allowances.)
· A proactive contribution to the development of a genuinely inclusive learning and social environment within MMU.
· Advice and information on specialist equipment and access around the campus, including advice on adapted accommodation (in liaison with the accommodation office).
· Information on facilities and services available at Manchester Metropolitan University and in the local community, e.g. transcription into Braille, interpreting services, sign language services etc.

· Advice on equipment available through ICTS, the libraries etc- in particular, referral through ICTS for disabled students who need the loan of a lap-top.
· Advice on examination concessions – e.g. extra time, scribes, etc. depending on the nature of the disability.

Please note: The Learner Development Service does not make arrangements for:

· Non-medical helper support and specialist technology training – Access Summit will do this.

· Personal care arrangements –Students should liaise with Social Services to arrange this.
What we expect from students:

In order that the Learner Development Service can offer relevant, timely and high quality services, we ask that students:

· Ensure that you give us a copy of the most up to date medical evidence.
· Take responsibility for managing the application for Disabled Students’ Allowances, letting us know if there are any delays in the process, and/or if you need extra support.
· Take responsibility for contacting directly the suppliers (e.g. Remtek) of any equipment you have been recommended.
· Take responsibility for ensuring that you speak to a member of staff in your department about putting the recommendations in your Personal Learning Plan in place (and letting us know if there are any problems with this.)
· To co-operate and fully engage with Learning Development Advisers when arranging your support, otherwise you may not be able to receive the most appropriate support for your needs.

· To accept referral to other internal or external support services (e.g. Counselling Service) where this has been identified as appropriate by the Learning Development Adviser.
· Inform us if you are unable to keep an appointment to help us to try and keep waiting times down to a minimum.
· Show respect and courtesy to our staff, and be honest with us about your support needs
· Give feedback, when requested, about your experience of the service so that we can evaluate and improve our service to you.
6.2) Services to prospective disabled students (and their parents/carers)
· Telephone advice on support available if they choose to become students at MMU.

· The opportunity to talk to a Learning Development Adviser at university open/ visit days.
· Support for the process of applying for the Disabled Students’ Allowances and the opportunity to arrange an assessment interview prior to the start of term (for clients who have decided to come to MMU and who have the necessary, up to date medical evidence.)
6.3) Services to University Staff

What university staff can expect from us:
· The provision of individual support and advice for any of your disabled students, or students who think they may have dyslexia.
· Advice on appropriate technology/ adaptations for the support for disabled students/ students with dyslexia.

· Information on accessible learning, teaching and assessment methods for disabled students, as well as a range of procedures and guidelines available on the Learner Development web site.
· Input into staff training events on disability.

· A named Learning Development Adviser as first point of contact for each faculty, including attendance at faculty disability meetings.

· Support for ‘Student Life Office Managers’, and ‘Departmental Disability Co-Ordinators’ to include the coordination of termly disability group meetings across the university to facilitate the sharing of good practice in relation to working with disabled students.

· Representation on University committees and quality reviews as appropriate.

· The recruitment and maintenance of a pool of scribes (amanuensis).
Please note:

Learner Development cannot arrange personal learning plans for students with temporary injuries or illnesses. Any support for these students for exam concessions etc must be arranged through the student’s department.
What we expect from staff:
· That your students are encouraged to disclose any disability and referred to the Learner Development Service for an appointment as appropriate, following guidance available on the Learner Development website.
· That disabled students’ Personal Learning Plans are checked, and any support identified is put into place, in consultation with the student involved.

· Arrangement of examination/assessment concessions for identified students in examinations as required.

· Feedback, when requested, about the service we provide so that we can evaluate and improve our service to you.
6.4) Provision of Information

We offer:
· Established links with outside organisations including Access Summit; the Equality Challenge Unit; RNID; Manchester Deaf Centre; RNIB; SKILL; Local Authorities/ Student Finance England, and Social Services.

· A website full of Information on disability legislation; examples of good practice; useful guidelines and procedures for staff; and links to disability organisations.
· A range of leaflets and booklets in support of disabled students and students who need support with study skills generally. These include:
‘Support at MMU: A Guide for Disabled Students and Students with Dyslexia’.
An online study skills resource ‘Skills Online’
7) Confidentiality
All sensitive and personal information revealed to staff in the Learner Development Service will remain confidential and will not be revealed to any other party without the express permission of the individual concerned.* All such information held either in electronic or paper format will be handled in accordance with data protection legislation.

*University Disclosure of Information procedures apply, and personal information may be revealed to a third party on a ‘needs to know basis’ without permission, if there is a danger to self or others, or if it is in relation to a criminal investigation.
8) Our Staff

All staff in the Learner Development Service have undertaken training appropriate to the role they perform and the Service strives to achieve high standards of customer service. The staff also participate in annual performance reviews and staff development planning processes that result in them having clear plans for development of their roles, skills, knowledge and careers.

9) Equal Opportunities

The Learner Development Service offers its service on an equal basis to all users regardless of gender, ethnicity, disability, race, sex, age, sexual orientation, religion or culture.  Materials stored or published by the Learner Development Service will be monitored to ensure that they do not discriminate.  Materials stored in the Learner Development Service will be available in different formats. We are always happy to discuss your particular needs to ensure that you can make best use of the services described in this Statement of Service.

10) Comments, Feedback and Complaints

Feedback on all aspects of our service is collected and analysed at least annually. Any other comments or suggestions on our services can be made on a comments form available in the Learner Development office or in writing to the Learner Development Manager.  All feedback is used to inform our planning processes as part of our drive for continuous quality improvement.

Complaints about the service should be made in writing, in the first instance, to:

Deputy Director of Student Services, Student Services, MMU, 1st Floor, All Saints Building, Manchester, M15 6BH. All complaints will receive a response within 10 working days. If the response is not deemed to be satisfactory, the complainant may then take the complaint to the Director of Student Services at the same address.

11) Full Contact Details and Access to Services
	
	Manchester Campuses:
	MMU Cheshire Campus:

	Address:
Tel. Number:

Email:

Website:

Opening Hours:

Booking an appointment:


	Learner Development Service

Manchester Metropolitan University

Ground Floor Employability Hub
New Business School Building

All Saints Campus
Oxford Road

Manchester

M15 6BH

0161 247 3491

Text phone: 0161 247 3374
learner.development@mmu.ac.uk
www.mmu.ac.uk/learner.development 
Monday to Friday 8.45am – 4.00pm
To make an appointment, telephone 0161 247 3491 (text phone 0161 247 3374) or call in between the above times to speak to one of our admin staff.  In addition to the appointment system, the All Saints site also has a drop-in adviser who is available from 9am - 4pm most days, who you can ring/ email/ call in to see with any quick queries.


	Student Services
Manchester Metropolitan University
Laurence Building

Crewe Green Road
Crewe

Cheshire
CW1 5DU
0161 247 5725
stsrvcheshire@mmu.ac.uk
www.mmu.ac.uk/learner.development 
Monday to Thursday 9.00am – 4.00pm

Friday 9.00am – 2.00pm 
Details of appointment times can be obtained by ringing 0161 247 5326/ 5725. 




Please note that the offices may be closed on occasions for staff training/ meetings. Any changes to opening times will be posted on a notice outside the appropriate office. It is therefore best to ring to check before making a special journey down.

Rita Lewin, 14th August 2008 
Nahida Shabbir, 2nd December 2010 (updated)
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