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All the Small Things CiC                                               

Learning Policy and Procedure 

All the Small Things CiC are committed to being a learning organisation. This means that  

• we engage in critically reflective practice, seek continual feedback and act on it. All 

Directors, Associates and Volunteers will be offered personal and professional development 

opportunities – formal and informal. 

• we provide quality learning opportunities and ensure that our partners who provide learning 

opportunities within activities we host, also follow our quality guidelines.  

We will review this policy annually. 

Related policies: Equality, GPDR, Safeguarding, Health and Safety  

Procedure: 
 
Provide a Learner Agreement for all learners. 
 

Our Equality policy sets out minimum requirements for our training rooms. Trainers will 
require, as a minimum, a flipchart stand and adequate flipchart paper with access to 
working black and blue flipchart markers. They also require a table for their resources that 
does not impede the learners working areas. Some trainers may require access to projection 
facilities, but notification will be given in advance if this is the case. 
 

To comply with the requirements of our funders and quality assessors Community Organisers Ltd as 

a Social Action Hub, our learner sign-up process includes specific information to enable CO Ltd to 

register learners for Certificates and to report to funders. Learner registration forms will ask learners 

for permission to hand over personal data in order to be registered for Certificates and to contact 

learners to offer follow-up support and information about further training.  

Our registration forms contain diversity monitoring which gives us vital information about who is 

attending our training and is really important to help us monitor our success in reaching all sections 

of the communities we work in. Learners should be encouraged to complete the diversity monitoring 

information. 

Every trainer will be observed and provided with feedback on their practice once per year, as a 

minimum.  

Observations may take place more frequently than this for various reasons; for example, if trainers 

are delivering new training, or if they are under advice to develop their practice.  

Feedback on trainer practice is given both through participant feedback forms, and verbal or written 

feedback following observations by co-trainers and by CO Ltd Internal Quality Assurance team. If it is 

apparent that trainers require further support and development to ensure quality and good practice, 

personalised advice and a development plan will be provided. 
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The sign up (Eventbrite, survey monkey etc) for the training should state that there is a minimum 

number of participants required and make those signing up aware that the course will not go ahead 

if there are not sufficient numbers. Contact details should be made available so people can inform 

they are unable to attend. 

Participants who have signed up for the course are contacted at least 3 but preferably 5 working 

days before a course, ideally by phone (the sign-up information should make them aware that such 

contact will be made). We believe reaching out and connecting with potential participant will 

encourage attendance. The purpose of the call would be to: 

1.  check that they will definitely be attending on the day and to get in touch if things change  

2.  find out what interests the participant about the course and that they understand what the 

course is about 

3.  find out if they have any needs that would enable to trainer to fully support their learning 

experience 

4.  reiterate the start and end time of the workshop, so participants are aware of the commitment 

required.  

CO Ltd are unable to provide certificates to learners who do not attend the full workshop. 

We will make arrangements to split the workshop into smaller sessions (across more than one day) 

to ensure as many people as possible can access the course. (Speaking to potential participants in 

advance will help determine the need or demand for this kind of adapted workshop.) 

Participants should also be encouraged to contact the organiser if they are unable to attend the 

course with as much notice as possible and therefore the workshop sign up should include contact 

details.  

Before the workshop date arrives, if there is not the required minimum number of participants 

attending, you should postpone the course and reschedule and try to encourage more participants 

in the meantime, to ensure the rescheduled training can go ahead.  

On the day of the workshop, if less than the required number of participants arrives, the workshop 

may have to be cancelled with a view to rescheduling as soon as possible. We will make every effort 

in advance to avoid this very difficult situation from occurring. 

All training with more than 15 learners, and training with learners with specific support needs, will 

be delivered by a lead trainer and a co-trainer and we will also have learner support worker. 
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All the Small Things CiC 
Learner Agreement 

 
what learners can expect from AtST and what we expect from them 
 
All the Small Things CiC will: 
 
Give clear information about: 

• workshop and course content, how it will be run, where and when, access, how to book, 
what to bring, what will be provided, how to cancel, minimum numbers for the course to run 

• health and safety 

• any assessment required and a fair assessment appropriate to the level of the course 

• continuous feedback on learning progress 

• personal details to be collected, how they will be used, who they will be shared with and 
why, how they will be stored 
 

Provide support to learners individually to enable them to achieve their best 
 
Treat all learners with equal respect. 
 
Learners will: 
 

• Provide information requested to help AtST to plan the training to meet people’s needs 

• Cancel as soon as possible if they cannot attend 

• Attend all the sessions if the course runs for more than one day, if possible 

• Follow health and safety 

• Treat trainers and other learners with respect 
 

 

 

 

 

 


