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Inclusion Strategy and Policy

1 Introduction

Wandsworth Council Lifelong Learning (WCLL) is dedicated to inclusive education, ensuring all

learner, regardless of background or ability, can access valuable learning opportunities. We welcome
applications from those with special educational needs and disabilities (SEND), and support individuals
who have faced disadvantages or negative educational experiences, providing a friendly environment
for renewed learning and development. Our approach centres on encouraging a supportive and
respectful culture in which all learners, applicants, and visitors are listened to and valued. WCLL staff
are trained in Equality, Diversity and Inclusion, upholding the highest standards in supporting all our
learners so everyone can thrive and reach their full potential.

2 Strategic Context and Direction

Responsiveness and Adapting to Change

"Adult education services act as community anchors by supporting economic development, fostering
personal and professional growth, promoting social cohesion, enhancing health and well-being, and
ensuring access and inclusion for all community members. These services create a more educated,
skilled, and cohesive community, ultimately leading to a higher quality of life for individuals and the
community as a whole”.

Dr Susan Pember CBE, Adult Education - The Community Anchor (HOLEX)

WCLL provision in Wandsworth has changed significantly over the past five years, with investment
in facilities at the Gwynneth Morgan Centre strengthening in-person learning. Since the pandemic,
demand for online learning remains high, particularly in English, maths, employability, personal

development, and careers support. The curriculum has broadened, including more Level 3 courses.

Adult education now supports over 2,500 learners annually, with around half delivered directly by WCLL
across its main site, community venues, and online. A further network of 10 quality-assured providers
extends access across the borough, enabling targeted support and a wider curriculum aligned to
priority sectors.

Wandsworth is a Borough of Sanctuary and the work of the WCLL team and partners has contributed
to prioritising support for refugees and asylum seekers, with a strong focus on ESOL and employability
skills. WCLL has also responded to the cost-of-living crisis by offering courses, funded through

the council, to build language, employment, enterprise, and wellbeing skills, while encouraging
progression into formal learning.
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3 Wandsworth Council Values and Behaviours

Our values have been built to capture the best of how we work together and to inspire the change we
need to create in our culture.

They reflect how we work together and the cultural change we aim to achieve. They are clear, ambitious,
and grounded in strong governance, encouraging everyone to show leadership and think confidently
and creatively.

As an organisation representing a diverse part of London, we are committed to embracing difference,
building deeper connections, and acting with compassion and empathy toward both colleagues and
the communities we serve.

Our values are:
Think bigger
Embrace difference
Lead by example

Connect better

Put people first

Behaviours

A set of universal behaviours underpins our values, making them clear and practical for everyone. They
outline how we work together and are designed to guide and inspire both employees and leaders.

Think bigger

Encourage and support new ideas

Learn from trying new approaches

Focus creativity where change is most needed and look at the bigger picture

Value small improvements and continuous progress

Take initiative and be willing to try something new

Embrace difference

® Be open to new ideas and different perspectives
Listen, learn, and avoid assumptions
Encourage inclusion and challenge poor behaviour

Be respectful of differences and boundaries

Be patient and supportive within a diverse community

Connect better

® Build strong partnerships by finding common ground
® Think ahead and make the time to connect

® Respect others'time and communicate when needed

® Share information openly and stay informed
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® Be approachable, friendly, and clear in communication

Lead by example

® Encourage others to show leadership — whatever your level in the organisation
Be clear and follow through on commitments
Recognise and value others' contributions

Stay positive and bring energy to your work

Take ownership and see things through

Put people first

Focus on how your work improves outcomes for residents
Treat residents as individuals, not statistics
Show empathy and understanding to others

Listen carefully and bring others with you

Look after yourself and ask for support when needed

WCLL Priorities

To lead and manage high quality learning.

o

—

2. Toincrease the number of learners achieving and gaining qualifications.

3. To meet the needs of individuals, communities and employers in Wandsworth to support
effective pathways to employment.

4. To widen participation in learning.

5. Tolink adult skills and community learning to other key strategies and initiatives.

5 WCLL Key Inclusion Priorities for Our Adult
Skills Provision

Priority Groups 2026/27

The WCLL team works in partnership with community providers to design and deliver learning
opportunities that engage hard-to-reach and priority groups. These include individuals who:

® are adult learners seeking education and training that support more sustainable ways of
living and working;

are ex-offenders;

are furthest from the labour market;

are in low-paid employment and/or have low levels of qualifications;

have English as an additional language;

do not hold a Level 2 qualification;
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are men who are traditionally under-represented in adult learning;

are older learners who would benefit from increased social interaction;

are socially isolated or at risk of social isolation;

are underachieving or under-represented in learning;

are entitled to government-funded basic skills provision and/or learning up to Level 2;
have a learning difficulty or disability;

have been significantly impacted by the COVID-19 pandemic;

lack digital skills and/or face barriers to accessing digital technology;

live in areas experiencing low levels of social cohesion;

need to retrain or transition to new employment opportunities;

would benefit from improved health and wellbeing.

6 Purpose and Principles

The purpose of this policy is to ensure that WCLL and its partners promote an inclusive learning
environment, providing equitable access to education, achievement and progression for all. Additional
Learning Support is designed to address the diverse needs of learners, including those with disabilities or
specific requirements, enabling full engagement and progression.

This policy is shared with all WCLL staff, available to WCLL partners, and reviewed annually by the Senior
Management Team.

This policy is aligned with the WCLL Three-Year Development Plan and supports learner success and
maximises individual potential, promoting a positive and supportive Adult Community Learning
environment.

AlTWCLL partners are responsible for implementing this policy effectively, with oversight and monitoring
provided by the Deputy Head of WCLL in collaboration with the management team.

WCLL will embed inclusion as a core organisational priority within its Quality Improvement Plan (QIP)
and Self-Assessment Report (SAR).

7 Our Vision and Goals for Inclusion

Our vision for inclusion is that all individuals engaging with Wandsworth Council Lifelong Learning—
including learners, governors, staff, subcontractors and volunteers—benefit from a fair and supportive
environment. This applies across all WCLL sites, apprenticeship workplaces, partnerships and
subcontractor services, ensuring equal access to learning and training wherever delivered.

We uphold the principles of the Equality Act 2010, recognising disability as a physical or mental
impairment with a substantial and long-term impact on daily activities. Our goal is to prevent
disadvantage and ensure that reasonable adjustments enable full participation in learning and
assessment.

To support inclusive success, we provide access arrangements and learning support based on evidenced
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need and normal ways of working. This includes both centre-managed adjustments and those approved
by the Joint Council for Qualifications (JCQ) or relevant awarding bodies, ensuring learners' needs are
met and their potential maximised.

To achieve inclusive success, we provide access arrangements pre-examination and learning support
based on evidenced need and established ways of working. This includes both centre-managed
adjustments and those approved by the Joint Council for Qualifications (JCQ) or relevant awarding
bodies, ensuring learners' needs are met and their potential maximised.

8 Policy Statement

WCLL and its partners develop inclusive learning strategies and provide additional support to enable all
learners to succeed. By recognising disabilities and learning difficulties, WCLL creates an environment
that responds to diverse needs. Inclusive lifelong learning ensures learners are matched to appropriate
opportunities, including exam arrangements and tailored support where required.

Requests for Additional Learning Support are considered on an individual basis by WCLL, with approved
funding allocated by the management team.

9 Our Key Principles for Inclusion

All staff are responsible for maintaining a welcoming and inclusive environment for visitors and learners.
They must anticipate and respond to the needs of applicants, visitors and learners with SEND, ensuring
all individuals are treated with sensitivity and respect.

Staff are required to deliver inclusive teaching and learning, providing high-quality instruction and
materials, that support differentiated learning opportunities to ensure full access for all learners,
including those with SEND. Learners should be encouraged to use appropriate technologies, including
assistive tools, both in and outside of the classroom. Tutors play a key role in identifying SEND needs
early, encouraging disclosure, and facilitating access to support. The management team ensures
compliance with Joint Council for Qualifications (JCQ) regulations and a consistent centre-wide
approach to access arrangements.

Following agreement of a personal learning plan, confirmation will be provided in writing by the Deputy
Head of Lifelong Learning or the Internal Quality Assessor (IQA) and shared with the learner and their
tutor or skills coach. Approved reasonable adjustments will be implemented consistently to ensure
equitable outcomes.

Applicants may confidentially declare learning needs, disabilities or medical conditions — which may
affect their ability to learn and progress — at enrolment, induction and throughout their course. WCLL is
committed to allocating resources to provide appropriate support for all declared needs. Support may
be arranged during:

® ‘in-house”assessments to determine the support a learner needs during exams;

® at any stage during the admissions phase;

® the induction process.
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Tutors or skills coaches may submit a WCLL Support Referral Form at any point, including prior to
assessment deadlines or during the course.

Where a need is identified, an Additional Learning Support Form (Appendix A) is completed and
reviewed by the management team to plan appropriate provision and to ensure that reasonable
adjustments are implemented. Where necessary, a qualified Additional Learning Support (ALS)
practitioner will assess the learner and approve a tailored support plan. This process also applies to
subcontractors.

For accredited provision, an online Additional Learning Support form must be completed following
assessment and approval, which can be accessed via MIS, and submitted to the management team.
Support plans will be tailored to the learner’s level of need. Additional support requests may be made at
any stage by the learner or tutor.

Subsequent assessments will be tailored to the learner’s level of SEND. If additional support needs arise
after the course begins, either the learner or tutor may request further support.

10 Our Commitment to Access and Inclusion

Additional support funding helps low-income learners at WCLL with study-related costs such as travel,
essential materials, childcare and exam fees, where the course is eligible under the Adult Education
Budget (AEB).

Important to note:

® Only eligible learners can access this fund

® Funds are limited and may be reduced or closed if demand is high

® Applications must be submitted using the official WCLL form

Eligibility

To be eligible for the fund, you must:

Be aged 19 or over on the 31st of August of the current academic year

Meet the eligibility criteria for AEB ESFA/GLA funding (London postcodes only)

Be enrolled on an eligible AEB ESFA/GLA-funded course

Have lived in the UK/EU for at least three years and be eligible for public funds

Demonstrate an inability to afford essential learning costs supported by the LSF

Maintain a minimum of 90% attendance and satisfactory progress

Financial Support

The financial support of the fund extends to:

® Fquipment and materials required to complete the course
® [Exam, registration, and assessment fees

® Accreditation and membership fees
[

Discretionary childcare support for learners aged 20 and over, during scheduled classes, through
approved or Ofsted-registered providers.
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Learner Support Fund Process

To complete the Learner Support Fund process, you will:

Submit a completed WCLL application form

Demonstrate eligibility

Provide evidence to support your application dated within 30 days, if required
® Receive notification within 10 working days

Payments are sent directly to childcare providers.

Fraudulent Claims

WCLL will take action to recover funds if fraudulent claims are made.

11 Learning Support

WCLL recognises two main categories of need for reasonable adjustments:

® Permanent or long-term conditions, including disabilities, illnesses or specific learning difficulties
(e.g. blindness, diabetes, dyslexia)

® Temporary conditions, such as short-term illness or injury (e.g. a broken arm or chronic pain)

Learners should declare permanent needs during application and report temporary needs as soon as
possible. Requests must be submitted in writing to the Deputy Head of Lifelong Learning or Quality
Assurance Manager, with supporting evidence from a recognised professional.

For disabilities and dyslexia, the Additional Learning Support form (Appendix A) must be completed.
Learners are responsible for providing appropriate evidence; WCLL can advise but may decline requests
where the evidence is insufficient.

Wandsworth Council Lifelong Learning will:

® Make reasonable adjustments that uphold assessment integrity
® Decline adjustments that compromise the validity of qualifications

Further compensation is generally not provided once reasonable adjustments are made.

12 Monitoring Procedure for Adult Learner
Inclusion

WCLL will follow the following procedure to promote inclusion and ensure reasonable adjustments are
applied and reviewed in line with policy:

1. ldentification and Notification
Learners must declare permanent or long-term needs at the application stage and report temporary
needs promptly. Requests for adjustments must be submitted in writing with supporting evidence
from a recognised professional.
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2. Review of Evidence and Adjustment Planning

WCLL staff review evidence and determine appropriate adjustments, ensuring assessment integrity
is maintained. Guidance is provided on requirements and learners are informed of decisions.

3. Implementation of Adjustments

Approved adjustments, including learning support or exam arrangements, are implemented
promptly. Relevant staff are informed of the outcomes, with confidentiality maintained.

4. Monitoring

Adjustments are reviewed throughout the programme, with regular check-ins to assess
effectiveness and address emerging needs. Learners are encouraged to provide feedback and report
changes.

5. Record Keeping

All evidence, decisions and reviews relating to adjustments are securely recorded on the WCLL
Inclusion Log, with access limited to authorised staff and shared only when necessary to support
inclusion.

6. Policy Review and Evaluation

Procedures are reviewed annually using data to identify trends and areas for improvement. Policy,
practice and training are updated as required.

7. Reporting and Accountability

Findings are reported to management and relevant stakeholders, Concerns about, potential misuse
or fraudulent claims, are investigated and addressed in line with WCLL policy.

This process ensures learners receive appropriate support and that inclusion measures remain effective
and compliant.

13 Exam Access Arrangements

Access arrangements enable learners with disabilities, injuries or special needs to complete assessments
without altering what is being tested. Examples include readers, scribes or Braille papers.

Using appropriate access arrangements ensures that both awarding bodies and WCLL meet their
responsibilities under the Equality Act 2010. These arrangements follow JCQ and other relevant
guidelines and are tailored to individual needs, recognising that not all support fits standard options.
Adjustments must be reasonable—considering cost, timing and assessment security—and must not
alter the intended learning or assessment test objectives.

Adjustments are normally agreed in advance of the assessment. If notified at a later stage, the Deputy
Head of Lifelong Learning or Quality Assurance Manager will address the issue. Learners’supporting
information is kept confidential and shared only where necessary. Fraudulent claims may result in
withdrawal of any related award.
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Appendix A

Learning Support Form

Learners who require additional learning support must complete this form to enable Wandsworth
Council Lifelong Learning to put appropriate support in place for the duration of your course. Please
indicate any relevant medical conditions and/or learning difficulties.

All applicable sections must be completed. If you are under 18, it is recommended that a parent or carer
supports you in completing this form.

SECTION 1
Full name

Date of Birth
Address (including postcode)

Mobile phone number

Email address

SECTION 2
Do you consider that you have a medical conditions?

Yes No Other
Asthma Mild Severe
Diabetes Yes No
Epilepsy/Seizures - Emergency medication Yes No
Severe Allergy - EpiPen Yes No

Please specify allergy below:

Fits/Fainting Yes No
Cardiac (Heart) Conditions Yes No
Bowel Diserse/Disorder Yes No
Severe Headaches/Migranes Yes No
Tumours/Cancer Yes No

Coeliac Disease Yes No



Wandsworth Lifelong Learning Inclusion Strategy and Policy

Please provide details of any other serious medical condition below:

Do you consider that you have a medical conditions?

Yes No Other (please specify)
Eating Disorder Yes
Severe Mental Health Condition Yes
Anxiety Yes
Depression Yes
Severe Phobias Yes

Are you on any medication for a mental

health condition? Yes

Are you under the care of CAMHS Yes

Do you consider that you have learning support needs?

Yes No Other (please specify)

Please tick all that apply:

ADHD, AD/HD, ADD (Medication)

Visual Impairment

Hearing Impairment

Speech Impairment

Problem using your hands

Restrictions in taking part in physical activity

Do you consider yourself to have a reduced mobility?

Do you have any other medical condition/disability
you would like to make us aware of?

Are you taking any regular medications or receiving
any treatment you would like to make us aware of?

If you have ticked any of the boxes, please provide further information below:

No
No
No
No
No

No

No

Yes
Yes
Yes
Yes
Yes
Yes

Yes

Yes

Yes

No
No
No
No
No
No
No

No

No
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Do you require assistance to evacuate in

the event of an emergency ves o

GP Name:
GP Address:

Next of kin contact details: (Relationship,
name and phone number)

Second next of kin contact details:
(Relationship, name and phone number)

SECTION 3

Please provide the following information:

Within this section, you must identify the learner’s needs. (If the learner’s first language is not
English, you must show that he/she has underlying difficulties in their first language. The learner’s
difficulty must not be due to their limited acquisition of the English language).

What is the learner’s history of need? (What difficulties have they previously experienced?)

What learning difficulties is the learner currently experiencing? In the classroom?
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What is the learner’s preferred way of working? How best can we support them? Please include
details of adjustments currently being made either in the classroom or when taking tests/exams

What support has the learner previously received, either at school or college and what support will
they need whilst on their chosen course?

Any other relevant information: e.g. BSL interpreter through access to learning

SECTION 4 - Please enter the course details that the learner is applying for

Course Name

Course Code

Please list any previous Lifelong Learning courses attended:
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SECTION 5
Please tick which of the following the learner has difficulty with:
Completing tasks in class lessons Handing homework on time
Running out of time in exams Under-performing under timed conditions
Slow reading and writing speed Other organisation skills
Legibility of work Practical work or tasks
Spelling Physical coordination/dexterity
The length of his/her work compared to peers Written work matching his/her verbal ability
Answering the exact question set Maths
Producing written work Difficulties following oral instructions

Do you (or a volunteer) find yourself reading for the learner in class?

As a result of the learner’s difficulties is he/she allowed extra time in class to complete
assignments and timed tests?

Does the learner normally use a word processor/laptop/ipad/phone in class for assignments?
Do you (or a volunteer) find yourself scribing for the learner in class?

ADDITIONAL STAFFING COSTS

Staff member name Additional support Total Hours Total costings per
role required course

SECTION 6

Please sign and date to confirm you have completed this form to the best of your knowledge and
disclosed any information required. Please note that this form will be shared with the appropriate
members of Wandsworth Council Lifelong Learning staff, so that we can help support you as much
as we can

Please tick this box if you do not wish for this information to be shared.

Signature of Learner:

Print Name:

Date:
Signature of Staff member:

Print Name/Position:

Date:
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Additional Information:

Based on the information provided, the learner will be referred for assessment by a qualified and
experienced ALS practitioner (including subcontracted provision). A tailored support plan will be
approved and the completed assessment submitted to the WCLL management team.

AUTHORISATION
Referral required Yes No

Enter learner name
|IAG Advisor

Referral agreed by (manager name)
Signed

Date

All Accredited courses:

Here is the link for the form that needs to be completed once an accredited learner has been assessed
and approved for ALS, this is compulsory for all accredited courses and is required by MIS:

4 a * W
SUPPORTED BY w A

MAYOROF LONDON |Exginise: S Multiply
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