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A SHORT GUIDE

To Help You Plan Your Courses

WEA London Region

We look forward to working with you in the next academic year. In this short guide there is help, support and suggestions for putting on courses
The WEA is the UK’s largest voluntary provider of Adult Education

.
TO THINK ABOUT

CONSIDER putting on the same amount of courses as were successful this year. If for example you had three courses running, two successful and one that has been struggling to achieve minimum numbers of learners for some years, consider replacing that one with a new course. 
CONSULT within your local community. Find out what they want to learn. Go to local community groups and say we can help you put on courses for your members.
QUESTION the viability of courses that have been running for a long time on minimum learner numbers (12). We need spare hours to develop new courses with new partners and new learners. Please only run courses you think are attractive to new learners.
DISCUSS titles of courses with tutors and organisers – make sure they are understandable and appealing, and add a sub-category from the contents page, such as Art History: The Portrait in Art (if your course doesn’t fit into any existing sub-category, suggest a new one).
ENCOURAGE tutors to write course outlines as soon as possible (course outline template in appendix). They need to be returned to the relevant organizer by 21st March at the latest. 

THINK ABOUT levels for courses you are requesting. There is advice on this with the APF guidance in the appendix. Branches should try for a programme with a range of levels, including introductory and advanced. Some learners might be ambivalent about a subject, but specific about level – they want to be introduced to a new subject, or be challenged by an advanced course. 
CONTACT the relevant organiser about possibilities for new tutors.

PLEASE HELP new tutors. For example, they may need a map of the venue and are likely to want to see the room and any equipment before the class starts.  New tutors find it helpful to have a named local contact who will keep them informed about local activities, and generally support them in their work. Remember they bring their expertise and sometimes their approach may be new – so time is needed for things to settle in!
EQUIPMENT - data projectors, laptops etc are available on loan to tutors and branches that have not yet got their own. Contact Nita for further details about loaning and purchasing up to date equipment.
TIMING A COURSE is important. Some courses that have been well timed have become successful, for example courses planned to coincide with the duration of an appropriate exhibition, or talks by new tutors arranged in advance of courses those tutors will be teaching later in the year. It may be worth trying an evening course in a new subject to attract younger learners – or even a Saturday or Sunday course? Please also consider starting courses in mid – October or later to avoid religious festivals or local events that would make it difficult for people to attend.

THE DEADLINE for advising the Region of your intended programme for the 2011-2012 academic year as well as the post- Easter summer programme is Friday, 21 January 20011.  Please send back an activity proposal form (APF) by this date, or contact your organiser if this is not possible.  Soraya, Rowenna, Steve and Nita will be happy to discuss any ideas you might be considering.  
APF UPDATE Please pay particular attention to the following sections on this year’s activity proposal form - some are new. A copy of the APF can be found in the appendix.
1. Levels: please fill in with 1,2 or 3 – beginners, intermediate (O-Level) and advanced (A-Level)
2. Accreditation: do you want your course accredited?

3. Tutor: consult with relevant organiser first. Tutors need to be on the London tutor panel, and been interviewed or have taught in the last two years. 
4. Progression routes: self explanatory   
5. Venue: new accommodation surveys are needed every 3 years.
6. Financial support funded by: WEA branches please tick ‘other funding’ – as branches are now primarily responsible for discretionary Learner Support for their courses. Other partners leave blank.
7. State entry requirements – we recommend putting in ‘we welcome new students’

8. List activity on website: we recommend yes

9. Online payments allowed: we recommend yes for open access courses

10. Number of places available for online payments: 8 up until now has been the default number we use.
PLEASE CONTACT US to discuss these or other issues by either ringing our main number on 020 7426 1950, or through the contacts listed below.

SORAYA PATRICK (General Enquiries)
9am - 5pm Monday - Friday.

020 7426 1966 (office)    07931 258983   (mobile)       spatrick@wea.org.uk (email)

ROWENNA MORTIMER (Literature, Languages, Humanities, Social Sciences, Health and Fitness, Theatre Studies) 

9am - 5pm Mon, Tues, Thurs, Fri, 2pm – 5.30pm Wednesday.   

020 7426 1977 (office)    07500 226906 (mobile)         rmortimer@wea.org.uk (email)

STEVE RUSHTON (Arts, Science and Environment) 

9am - 5pm Monday – Wednesday, and Friday
020 7426 1974 (office)    07974 716 058 (mobile)       srushton@wea.org.uk (email)

NITA KARIA (ICT and Computing)

9am - 5pm Monday - Friday.

020 7426 1975 (office)    07908 796897 (mobile)         nkaria@wea.org.uk   (email)

PHYLLIS ACOSTA (Community Interpreting)
020 7426 1973 (office)  07984 664694  (mobile)         pacosta@wea.org.uk   (email)

ANN HAYES (Family Learning, Active Citizenship)

9am - 5pm Monday – Friday

020 7426 1988 (office)  07717 38752 (mobile)             ahayes@wea.org.uk   (email)

JACKIE MAHONEY (ESOL, Literacy & Numeracy, Study Skills)

9am - 5pm Monday – Friday

020 7426 1970 (office)  07947 519394 (mobile)          jmahoney@wea.org.uk  (email)
AUDREY STEWART (Teacher Training)
9am – 5pm Mon, Wed and Fri

020 7426 1967 (office)  07881 814192 (mobile)          astewart@wea.org.uk  (email)
FINANCIAL SUPPORT for a post-Easter programme is uncertain. With this in mind, all post-Easter classes will need 12 pre-enrolled students before Easter. Requests for courses that follow on from main programme classes with healthy numbers will be more likely to attain this. We encourage you to make such requests.

SUBJECTS we feel confident we can provide tutors for are listed under each subject area in this guide. 

LISTS of courses provided under each subject area should not be regarded as fully comprehensive.  Do discuss your ideas with Rowenna, Steve or Nita.
EXCITING new courses (many from new tutors), will be highlighted in bold in the subject areas. Some could be long or short courses or day schools. New courses can bring in new audiences and perhaps inspire new students to become active members of the WEA. 

YOUR IDEAS may not match the details given below. However, we may still be 

able to find someone who suits, particularly as we are constantly looking for and recruiting

new tutors.

CONTENTS
	Categories
	Sub - Category
	Page

	Archaeology & Classical Studies
	Ancient History, Archaeology, Classical Civilisations, Egyptology
	    7

	Arts 
	Architectural History, Art History, Art, Crafts Film Studies, Music Studies, Music, 
Photography
	   8-10

	Community Interpreting
	
	     10

	Creative Writing 
	
	    11

	ESOL, Literacy & Numeracy 
	
	    11

	Family Learning
	
	    11

	Health, Fitness and Personal Development, Sport, Leisure, and Recreation
	Complementary Therapies, First Aid, Childcare Training, Health, Fitness, 
	 11-12

	Histories & Cultures 


	17th and 18th Century, 19th Century, Black 

British, European, Genealogy, Historiography,  

Local, Medieval, Military, Modern, Political, Social, Walks, World
	    12

	Horticulture
	Gardening

Garden History
	    13

	ICT (Information and Communication Technology) &
Computing 
	Beginners ICT, Internet And Email, Office Applicants: Word Processing, Spreadsheets, Database And PowerPoint, Web Design.
	    13

	Languages 
	English Language History , French, Spanish 

English As A Foreign Language, Linguistics, Lip Reading
	     14

	Literature 
	19th, 20th, 21st Century Literature, Approaches to Literature, English, European, Medieval, Modern and World Literature
	     14

	Philosophy and Religion
	
	     14

	Politics, Sociology, Psychology
	Active Citizenship
	     15

	Science and Engineering
	Astronomy, General Science, Geology, Natural History, Physics
	     15

	Social Sciences
	Geography, Sociology, Politics, Economics
	     15

	Study skills
	Literacy, Numeracy, Skills For Independent Living
	     16

	Teacher Training
	
	     16

	Theatre Studies 
	
	     16

	Trade Union Studies
	
	     16

	Appendices
	Course Outline Template, Short Activity Outline Template, APF guidance notes, APF.
	 17-21


Archaeology & Classical Studies
	Below is a selection of courses we can offer in this subject area. Those that are highlighted we are particularly keen to promote, either because we have a number of tutors who can teach this subject, in a number of areas, or we feel they are new and exciting courses.




Alexander the Great and his Successors 

Ancient Civilizations

Ancient Rome: Republic to Empire

Ancient Egypt: history and culture

The Mesopotamian Civilizations

Ancient Israel

Ancient Greece

Arts and Societies in Ancient Iraq

Death and Burial in the Ancient World

Iron Age Britain

Passing of the Bronze Age in Greece

Roman Britain 

Arts
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Architectural History
Architectural history – An Introduction

Art, Architecture and Cities: 20th Century and its Legacy 

Baroque Art and Architecture

Building and re-building London

English Country Houses and Gardens 

European Romanesque Architecture 

Gothic Architecture and Art 

Great Exhibitions: 1851 to the present

London Architectural Walks 

Looking at Architecture – core course 3
Origins of Modernism

Studying Architecture – core course 4
Ten Famous Architects 

Treasures of the Victoria and Albert Museum 

Victorian Art and Architecture 

 Art History

Ancient to Renaissance: an art history survey

Art, Architecture and Film

Art and Sexuality

Art and Social Change in 20th Century Britain 

Arts of Central and South America

Aspects of London – arts and culture 

Introduction to Symbols in Art 

Introduction to Japanese Art: The Traditional and the Contemporary 

Looking at Art – art history core course 1
Looking at London Exhibitions
Medieval Art

The National Gallery Collections

The Portrait in Art

Photography – A History

Renaissance Art and Culture 

Renaissance to Modern: an Art History Survey

Sculpture in the 20th Century - a history

Spanish Art

Studying Art – art history core course 2
What's On Now? 

What Makes Great Paintings Great?

Women in Art
Art
We have many tutors in this area, and are well placed to respond to requests for courses not on the list below. 

Drawing from Observation 

Drawing

Exploring Drawing and Painting
Fine Art Painting from Observation 

Illustration

Life drawing

Painting London Cityscapes
Crafts
Textiles

Woodwork

Film Studies
ANIME 101: a history of anime from 1917 to 2009 and beyond 

Film Music – an Introduction

Film Studies

Everything You Always Wanted to Know About Film

Russian Art, Music and Film

Music Studies
Art and music: a comparative history

Music study - an introduction.

Music Studies – we can cover many subjects in this area

Music performance 

Opera studies 

Rhythm in Modern Music

 Music and Dance
Guitar: Beginners and Intermediate 

Line dancing 

Movement to music

Oriental dance

Singing
Tango

Photography

Digital Photography 

Computer Graphics 

Digital media
Photoshop

Video

Community Interpreting

	A Community Interpreter works to facilitate access to public services for members of her/his linguistic minority community.  They are fluent speakers of English and their community language and are usually employed on a sessional basis by interpreting agencies, local authority interpreting services, or organizations which work with BME communities.  A Community Interpreter’s main role is to bridge the gap which hinders communication due to the language barrier.  In addition they are expected to challenge discrimination or other inappropriate behaviour.

WEA London Region offers a range of accredited and non-accredited Community Interpreting and related courses which can be delivered in partnership with local community and other organisations. Partners include local authorities, interpreting services, community organisations, housing associations, schools and voluntary organizations working with refugees and asylum seekers.

Some of our most popular courses are listed below. 


Understanding Community Interpreting - For those who have no previous experience of community interpreting but have an interest in developing their knowledge of the field

Essential Skills and Knowledge in Community Interpreting – For people who have experience of interpreting for friends, family and other members of their community in public service settings in the UK and are interested in developing their skills and knowledge in order to find paid employment with interpreting agencies and services

Bilingual Advocacy - For those who have successfully completed the Essential Skills & Knowledge in Community Interpreting course and wish to further develop their skills in the field of advocacy

Interpreting in Child Protection – For experienced community interpreters who are currently working or are interested in working in the field of child protection.

Community Outreach Assistant – For people who are currently working as volunteers in the community and are interested in developing their skills and knowledge in outreach work.

An Introduction to Immigration, Asylum and Nationality Issues – A non-accredited course for people who would like to develop their knowledge of the UK immigration system.

In addition we are currently developing training for interpreters working in Mental Health. We can also offer custom-made in-service training for employers of community interpreters and translators, and for service providers working with community interpreters within the public services.
Creative Writing
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Writing a personal journal 
Keeping a diary

Improve your literacy through creative writing

ESOL, Literacy & Numeracy
Family Learning


Living with Teenagers

Effective Parenting
Storysacks – making a book come to life through crafts.

Think Creative

Parent /Carer Guide to SEN (Special Educational Needs)

Learning and Playing with Children

Practical Parent Helpers

Helping in Schools
Health, Fitness and Personal Development, Sport, Leisure, and Recreation

Yoga

Tai Chi

Pilates

Wii Fit

Dance to Music

Keep Fit
Complementary therapies

Stress management and counselling
Alexander technique

Holistic therapies 

Acupuncture 

Holistic massage 

Herbal medicine 

Homeopathy 

Personal safety/self defence 

Nutrition 
Dealing with vulnerable people/groups

Beauty therapy 

Wii – fitness – storage and security is a must

Indian Head Massage

Counselling for Everyday Life

Understanding and Supporting Women and Children in Domestic Violence

Train the Trainers
Histories & Cultures 


Local History

London History

Museums and Walks

European History

Diasporas

Afro-Caribbean 

British History From 1945

Ancient History

Egyptology

Classical Civilisation 
Histories of Bath and the Thames 
Roman Britain

Chinese History
World History
Greek History, Literature and Language – Modern and Classical

Approaches to History

Political History

Genealogy and Family History 

Medieval Social History

Medieval Monasticism in the Age of Constantine

Afro Caribbean History and the Trade Triangle

Historical Towns and Cities of Flanders and Brabant

Horticulture
	Below is a selection of courses we can offer in this subject area. Those that are highlighted we are particularly keen to promote, either because we have a number of tutors who can teach this subject, in a number of areas, or we feel they are new and exciting courses.




Exploring London’s Green Spaces

Gardening for All 

Gardening for Beginners 

Garden History – An Introduction 

ICT (Information and Communication Technology) & Computing 


Beginners ICT

Computers for Older Learners 

Internet and Email, 

Office Applicants: Word Processing, Spreadsheets, Database And PowerPoint, 

Web Design
Languages

German

Italian

French

Spanish

Linguistics

Lip-reading

British Sign Language

Literature 

World Literature

English Literature

Literary History

Poetry    

Theatre Studies

Literature - Marguerite Duras – new wave French writers – Day school more probable

Literature:  WEA Core Course Foundation – English Literature and World Literature

Philosophy and Religion

Politics, Sociology, Psychology
Active Citizenship
Women Be Heard

Power and Influence (day school)

Why Vote (day school)

Science and Engineering

Astronomy: A Gentle Introduction 

Autumn to Spring Astronomically 

Biology: the Cutting Edge 

Biology: an Introduction to Marine Biology

Eureka! Revolutionary moments in Science

Evolution: What’s the Big Deal 

Charles Darwin: Evolution, Revolution and Modern Views 

Genetics: Genes are us 

Geological Wonders of the World

Geological Wonders of Britain 

Geology and Scenery of Hertfordshire and East Anglia 

Geology of Ice, Wind and Water 

Geology: Get to Know Your Rocks 

Geology of Selected Areas of Britain 

Geology and Landscape of Britain’s Islands

Geology: Fabulous Fossil Sites

Natural History: Discovering More Green Spaces 

Social Sciences

Sociology

Politics

Economics 

Finance - getting to know the stock-market, investing for beginners

Psychology  

Current Affairs

Law

Communications and Public Life
Study skills

Literacy 

Numeracy 

Skills for independent living

ESOL  (English for Speakers of Other languages)

Teacher Training

Theatre Studies
Trade Union Studies

Workers’ Educational Association

The UK’s largest voluntary sector provider of adult learning 

Course Outline

This course outline describes what will be covered in your course. 
It also sets out what you should expect to learn. There will be an opportunity for course members to discuss the course content with the tutor.
	Course Title
	

	Course ID
	
	Tutor
	

	Start date
	
	Day(s)/time(s)  
	

	No. of sessions  
	
	Hours per session   
	
	Fees
	

	Venue:  



	Branch/Partner 
	

	Branch/Partner contact details
	

	Publicity Description    

	(This is displayed on the WEA website.)  Summarise the course and its content in 40 words or fewer.  This is an opportunity to “sell” your course to potential learners.


	Course Aims 

	What is the course for?  What is its main purpose?  E.g. to provide a brief introduction to the principles of garden design, with a view to applying them in your own garden.


	Main Topics Covered

	List identifiable topics covered during the course, in order



	Pre-course preparation, reading, internet research etc.

	Let learners know if suggested reading/preparation is essential or merely desirable.  Be specific where possible.  Include details of any websites learners should review in advance.  If nothing is required, say so. 


	TITLE
	AUTHOR
	PUBLISHER

	
	
	

	Essential costs/materials

	E.g. books and equipment to be provided by learner.  


	Entry Requirements/Level  

	E.g A basic knowledge of the French language, spoken and written.  Would be suitable for those who have previously taken GCSE French or equivalent


	Qualification gained
	

	Awarding Body
	

	Teaching and learning methods used

	E.g. Role play, individual planned presentations, discussion, dictation, grammar exercises, reading French news articles, aural comprehension exercises


	Learning Outcomes

	By the end of the course learners will be able to:
1.  

2.  

3.  

4.  

5.  

6.  

	How you will know what you have learnt 

	E.g. your tutor will ask you to complete assessment exercises and give you informal feedback on your progress, but there are no formal tests or exams. How you will know that you have achieved the learning outcomes.


	Suggested Further Study and Progression Routes

	Be specific, e.g. WEA course “Brush Up Your French”, GCSE French (Langstone FE College) or WEA French Conversation Workshop


	Brief tutor profile  

	Include relevant qualifications, years of experience in teaching in this field and limited relevant information, such as overall approach to teaching.  Names do not have to be given.




If you would like more information about other WEA courses, please contact 
WEA London and Southern Regions’ Support Centre.

You can now enrol and pay online. Go to: www.london.wea.org.uk
Workers’ Educational Association

The UK’s largest voluntary sector provider of adult learning 

Short Activity Outline

This outline describes what will be covered in this activity.  

	Activity Title
	

	Activity ID
	
	Tutor
	

	Start date
	
	Day(s)/time(s)  
	

	No. of sessions  
	
	Hours per session   
	
	Fees
	

	Venue:  

	WEA Branch/Partner contact details
	

	Publicity Description    

	(This is displayed on the WEA website.)  Summarise the activity in 40 words or fewer.  This is an opportunity to “sell” your course to potential learners. State whether activity is for all abilities or not.



	Programme/Main Topics Covered

	Include identifiable topics covered 



	Learning Outcomes

	After attending this activity, you should be able to:

1.  

2.  

3.  

	Suggested Further Study 

	e.g. Books, exhibitions, films, visits.


	Brief tutor profile  

	Include relevant qualifications, years of experience in teaching in this field and limited relevant information, such as overall approach to teaching.  Names do not have to be given.



If you would like more information about other WEA activities and courses 

please contact WEA London and Southern Regions’ Support Centre.

You can now enrol and pay online. Go to: www.london.wea.org.uk
The WEA is committed to equality of opportunity and inclusive learning

APF UPDATE

Please pay particular attention to the following sections on this year’s activity proposal form - some are new. A copy of the APF with arrow pointing to relevant points is below.

1. Levels: please fill in with 1,2 or 3 – beginners, intermediate (O-Level) and advanced (A-Level)
2. Accreditation: do you want your course accredited?

3. Tutor: consult with relevant organiser first. Tutors need to be on the London tutor panel, and been interviewed or have taught in the last two years. 
4. Progression routes: self explanatory   
5. Venue: new accommodation surveys are needed every 3 years.
6. Financial support funded by: WEA branches please tick ‘other funding’ – as branches are now primarily responsible for discretionary Learner Support for their courses. Other partners leave blank.
7. State entry requirements – we recommend putting in ‘we welcome new students’

8. List activity on website: we recommend yes

9. Online payments allowed: we recommend yes for open access courses

10. Number of places available for online payments: 8 up until now has been the default number we use.
The IT Suite at London Region Office is available to hold IT courses in various subjects, for example: Word Processing, Spreadsheets, Database, Internet and Email, Web site design, PowerPoint and many more.  Please discuss with Nita Karia if you would like to hold a class in the IT Suite.





NB: Equipment - Data Projectors and laptops are available on loan to Branches for IT classes.  Contact Nita Karia to discuss various options. 











We believe that all parents and grandparents can help with their child’s learning. The following courses are some of those available and other courses can be tailored to suit needs. Please speak to Gail Dawson or Ann Hayes, � HYPERLINK "mailto:gdawson@wea.org.uk" ��gdawson@wea.org.uk�, � HYPERLINK "mailto:ahayes@wea.org.uk" ��ahayes@wea.org.uk�











Below is a selection of courses we can offer in this subject area. Those that are highlighted we are particularly keen to promote, either because we have a number of tutors who can teach this subject, in a number of areas, or we feel they are new and exciting courses.








Below is a selection of courses we can offer in this subject area. Those that are highlighted we are particularly keen to promote, either because we have a number of tutors who can teach this subject, in a number of areas, or we feel they are new and exciting courses. Many courses are interdisciplinary. 








Interest in health issues and healthy ways of living and eating are a source of great public interest. Such courses could generate new students for your branch. Do ask if you are interested. 


N.B.  The Wii Fit requires safe storage or a safe room. Ideally, equipment is left out from week to week as packing things away every session is very time consuming on this course
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The region is currently over-represented in this subject area. We need to diversify the subject offer – please consider different approaches and new subjects.




















Languages are much under-represented in the branch programme. Spanish is a popular subject in the community and works well in the evening. We can also offer German, Italian and Latin. Do consider a language course to extend your programme. We can even offer the possibility of accreditation!	








	


Literature is currently over-represented in the branch programme. Reconsider any existing literature course that is hovering on the 12 mark or is very difficult to recruit for. Alternatively, consider different topics and approaches











This area is self-explanatory; consider a wider offer i.e. on Buddhism, Christianity, Hindu religions, and religions of the East etc. Ways into Islam etc. 





Below is a selection of courses we can offer in this subject area. Those that are highlighted we are particularly keen to promote, either because we have a number of tutors who can teach this subject, in a number of areas, or we feel they are new and exciting courses.








Below is a selection of courses we can offer in this subject area. Those that are highlighted we are particularly keen to promote, either because we have a number of tutors who can teach this subject, in a number of areas, or we feel they are new and exciting courses.











�





Our quality courses are designed to improve reading, writing, speaking and listening, maths, and study skills leading to a nationally recognised qualification.





WEA in London and nationally put on courses to train teachers. These are important as all WEA tutors need to be tutor trained before they can teach for us. For further information contact Audrey Stewart on astewart@wea.org.uk
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