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Factsheet 1:
Contributing to the Adult Learner Forum

Introduction

The framework for the Adult Learner Forum has been set up. Now we need you to participate, contribute, and become the Forum.

Any section of the website and the online group can be contributed to, including news, information and website links. You can also use the online group to provide feedback, give suggestions and set discussion topics and polls. 

Step 1:

Select the Appropriate Section

To help us put your information in the most appropriate section of the website, please tell us which section you think it should go in. The website is made up of eight main sections:

1. 
Home

The front page. Nothing can be added to this section.

2. 
About Us

This includes general information about the Forum. It includes an online version of the disability statement.

3. 
News

This is where any news will be placed, which will primarily be provided by adult learners in East Sussex and relevant organisations. This is you! Any long-term news will be archived in the Information section.

4. 
Information

This section and the Downloads section will store much the same information. You can read it online in this section, or download it as one file from the Downloads section. This currently includes information on Individual Learning Accounts. It will also store archived news that is still relevant. Again, this is a place where you can contribute to the Forum.

5. 
Join In

The Adult Learner Forum includes an online group in which people can join discussion groups, set polls, chat and share files. See Factsheet 2: Using the Online Group for more information on this.

6. 
Downloads

This section is designed for any downloadable files. It also includes software for PC's that can read text aloud. We are aiming to provide most information, not only for viewing on the website, but also as files that can be quickly downloaded and printed from any computer. 

7. 
Links

This section includes over 130 links to relevant websites. Each entry includes a short description and is categorised into 9 sections, some with subsections, for ease of use. You can also download the list as one file from the Downloads section. 

8. 
Contact Us

This page holds current contact details for the Learner Forum. 

Within the different sections of the website, remember to look along the left side of the page for any extra links, below the eight main section links. For example, the ‘About Us’ page includes an extra link to the disability statement.

Step 2:
Include the following required information
If your material is for the news or information section please tell us what time period the information is relevant for.

Please give us the contact details where people can receive more information.

If you wish to add or suggest a link please tell us which section it should go in and, if it is for your own organisation, give us a brief description of the organisation and website.

Step 3:

Double check your document

Please make sure your material has been spell checked and proof read before it is submitted. It must be ready to go up on the website without any alterations.

Step 4:

How to send us your material

To help make updating the website as efficient as possible, please either email us your document or post it to us on a floppy disk.

If we have problems opening your file, we will contact you and suggest an appropriate alternative format and how to convert it to this. At this stage, just send it in! 

If you post us your material, remember to include a reply address and contact phone number in case we cannot open your disk. Please mark all postal correspondence clearly with ‘Adult Learner Forum’.

Step 5:

When to send us your material
The website will be updated once a month. 

The deadline for contributions is the last day of each month.
We will try and get your contributions up on the website within the following week. The information will also be posted to members who do not have access to the Internet.

Further help

If you need more help or have more questions please contact the Adult Learner Forum at the following addresses:

Email:
info@learnerforum.net 

Phone:
01273 488986

Fax:

01273 476934

Post:
47 Western Road, Lewes, BN7 1RL
Please mark all postal correspondence clearly with ‘Adult Learner Forum’.
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