
1 
 

LEARNERS’ SUPPORT POLICY 

Category: Professional Centre - Studies  Date of Issue:   01/01/19 

Responsible Office: Tertiary Education Commission  Revision Date:     

Responsible Executive: Director Professional Centre  Statute Number:  

Reviewed by: 
Directors and Staff of Professional 

Centre 
 Number of pages: 08 

Approved by: Tertiary Education Commission  Revision Number: 00 

 

1.0 INTRODUCTION 

 

The support systems which Professional Centres put in place to support their learners are likely 

to have a significant influence on how well the learners achieve.  Support systems can lead to 

higher retention and throughput rates.   

 

The Professional Centre (PC) aims to provide a personalised, innovative teaching and supportive 

learning environment in which learners receive valuable learning experiences, achieve their full 

potential and are thoroughly prepared for the world of work and for adult life.  This occurs 

within a partnership framework in which learners are responsible for their learning, proactively 

supported by the PC, with the intention of fostering their independence and identifying and 

responding to individual learner needs.  The PC needs to support each learner to achieve their 

potential through early identification of, and response to, personal and academic issues which 

have the potential to adversely affect their educational achievement. 

 

A supportive learning environment needs to be in place to cater for the diverse needs of learners 

and for lifelong learning: thus the need for a Learner Support Policy.  This policy adopts a 

holistic model.  It asserts the need for the PC to provide all learners with pre-entry, on-

programme and exit level support. 

 

2.0 POLICY STATEMENT 

 

The Professional Centre (PC) recognises that learners need to be given adequate support in order 

to succeed in their training.  The PC needs to put in place adequate institutional mechanisms to 

provide appropriate intervention and support strategies that will adequately address the diversity 

of learner needs. 

 

This policy is intended to provide staff with information regarding their responsibilities to ensure 

that adequate support is provided to meet the needs and ensure the holistic development of the 

learner.  It aims to assist in the identification of learners who require additional personal or 

academic support and to ensure appropriate interventions are implemented to enable learners to 

realise their full potential to successfully complete their programme of study.  This policy also 
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provides learners with information on the various support services available to them at the PC 

and their responsibility to ensure that they use the support to meet their needs. 

 

3.0 DEFINITIONS 

 

For the purpose of this policy, the following definitions are used: 

 

Learner – any person following a full-time or part-time training programme at a Professional 

Centre. 

 

4.0 ABBREVIATIONS 

 

For the purpose of this policy, the following abbreviations are used: 

 

ECA – Extra Curricular Activities 

PC – Professional Centre 

LSO – Learner Support Officer/Registrar 

HOP – Head of Programme 

PL – Programme Leader 

 

5.0 LEGAL CONTEXT OF THE POLICY 

 

The Constitution of the Republic of Seychelles (Section 33) recognises the right of every citizen 

to education, and in order to ensure the effective realization of this right the State undertakes 

among others ‘to afford, on the basis of intellectual capability, every citizen equal access to 

educational opportunities and facilities beyond the period of compulsory education’. 

 

The principle of the recognition of diversity is entrenched in the Education Act 2004 and 

Education for a Learning Society (April 2003). 

 

The provision of quality education and training for all depends on effective support services 

which are accessible to all learners.  The emphasis is on developing such support as an integral 

part of an inclusive system which has the capacity to promote the participation of those learners 

who experience academic and personal barriers to successful completion of education and 

training.  The Tertiary Education Commission Act 2011 advocates learner support through 

learners on matters of concern to learners in accordance with the Charter of the institution and 

the establishment of a Learner Council.  

 

6.0 THE POLICY 

 

6.1 Scope 

This policy relates to the different support services available to all learners within the PC.  It 

provides learners with all information regarding the facilities and resources that are available to 
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support them to successfully complete their training programme.  The policy also outlines the 

expectations and responsibilities of staff of PCs to identify learners with learning support needs 

and to direct them to or provide them with appropriate resources.  In addition, this policy 

identifies the relevant policies and procedures that shall need to be developed.  

 

6.2 General Guidelines and Procedures  

 

6.2.1 Responsibilities  

 

I. Responsibilities of the Professional Centre 

The PC shall endeavour to identify learners needing additional support so that the intervention is 

respectful, timely, equitable and consistent, and a procedurally fair process.  The PC shall:  

 

 have in place operational strategies to identify learners who require additional support to 

increase the likelihood of completion of their programme of training. 

 

 have a Learner Support Officer/Registrar 

 

 promote positive mental health and well-being of its learners through a range of 

educational, support and health initiatives e.g. study skills, ICT, Extra Curricular 

Activities (ECA), etc;  

 

 communicate clearly, information about support services to staff and learners; 

 

 encourage learners with academic or personal support needs to access support from 

relevant internal and external support services;  

 

 educate staff to develop informed views, behaviours and attitudes towards learners 

requiring additional academic or personal support;  

 

 have effective procedures in place for the disclosure of information in respect to learners 

with academic or personal support requirements;  

 

 have in place effective procedures for dealing with learner incidents.  

 

Whilst the PC is committed to providing a supportive environment, there are, of necessity, limits 

to the extent of the support which it can provide and it is not the responsibility of the PC to 

replicate services that already exist in the community or nationally.  The PC shall have its own 

policies and procedures for the maintenance of good conduct and the safeguarding of academic 

and non-academic standards that shall apply to all learners irrespective of their specific 

supportive needs.  
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II. Responsibilities of Learner Support Officer/Registrar 

The Learner Support Officer/Registrar shall: 

 Coordinate activities pertaining to learner registration and enrolment 

 Ensure maintenance of learner database and records 

 Develop and coordinate orientation programmes for new learners 

 Monitor learner absence and attendance and the production of statistics and reports as 

required. 

 Facilitate access to learner welfare services. 

 Ensure the provision of counselling services to learners. 

 Assist with the monitoring and investigation of matters pertaining to learners’ code of 

conduct and progression. 

 Ensure the provision of careers guidance. 

 Maintain liaisons with parents/guardians (where appropriate), and other outside agencies on 

all matters pertinent to learners’ issues. 

 Monitor any payment to do with learners. 

 Ensure access to library, ICT facilities and other facilities. 

 Coordinate extra-curricular activities for learners.  

 Provide assistance with Work Based Experience Programmes. 

 

III. Responsibilities of Head of Programme 

The Head of Programme will implement a process by which learners’ progression is monitored 

including, but not limited to:  

 progression rate  

 overall progress towards completion of their studies  

 failure to complete courses of programmes 

 failure to complete course assessment 

 learner misconduct  

 learner attendance  

 

IV. Learner Responsibilities  

Learners are expected to:  

 Abide by the learner code of conduct and any other policies and guidelines that can have 

an impact on their studies. 

 Seek relevant support/professional assistance where an issue is having an impact, or has 

the capacity to impact, upon their progress during their studies.  

 Seek and follow advice from lecturers and Programme Leaders or relevant staff member.  

 Fulfil all requirements of the programme taking an active role in planning and pursuing 

studies.  

 Make the PC aware of any impediments to completing the requirements of their studies in 

a timely fashion. 
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6.2.2 Support to Learners 

 

I. Personal Support  

 

a) Identification of learners requiring personal support  

The PC shall seek to identify learners requiring additional personal support, ensuring that early 

intervention is provided in a timely, equitable and consistent manner.  

 

Staff and learners shall be encouraged to be alert to the possibility of unstable psychological 

states and aggressive behaviours or other tendencies of learners.  

 

A learner may require additional personal support due to a number of factors.  These might 

include but are not limited to:  

 

 A medical condition or disability  

 A psychological condition  

 Existing childhood conditions or personal life events  

 Social isolation, social anxiety or loneliness  

 Being a victim of bullying  

 Emotional instability following a physical or psychological trauma or event  

 Difficulty sustaining academic workload 

 Inability to cope with change/poor coping mechanisms 

 Substance abuse or addiction  

 

A learner may demonstrate a need for personal intervention in a number of ways.  These might 

include but are not limited to:  

 

 Unpredictable or irrational moods, attitudes or behaviours  

 Low motivation or loss of interest  

 Anti-social behaviours and lack of interaction with others 

 Suffering from stress, anxiety or panic attacks  

 Persistent disruptive physical or verbal behaviour  

 Violent tendencies or threatening to act upon violent thoughts towards another person or 

property  

 Marked negative change in hygiene and general appearance  

 Being under the influence of drugs or alcohol  

 Marked negative change in academic performance, attendance and punctuality. 

 

b) Personal Support Identification Systems  

Learners requiring added support may be identified by:  
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 Learner Support Officer/Registrar 

 Lecturers or any other member of staff 

 Learner Council 

 Self-reporting 

 

c) Management of Learners who are identified as requiring additional personal 

support  

Staff may encounter learners who are experiencing a good deal of stress as they try to balance 

the demands of study with other issues in their lives such as relationships, family, work, health, 

social or money matters.  All staff should respond to learners who are exhibiting possible signs 

of distress, though how staff responds to the individual learner will depend upon the nature and 

level of their distress.  All staff members should be aware of their own personal and professional 

limitations.  Academic and general staff members shall consult with the Learner Support 

Officer/Registrar if they are unsure about the appropriate management of any learner.  

 

II. Academic Support  

 

a) Identification of learners requiring academic support  

A learner may be identified as requiring additional academic support if they are not progressing 

in their studies.  A learner may require additional academic support due to a number of factors.  

These might include but are not limited to:  

 

 academic misconduct  

 questionable academic behaviour, capacity or achievement which might be reflected by:  

- failure to attend compulsory teaching and assessment components of a course  

- failure to complete a mandated assessment element, field or clinical work, or Work Based 

Experience  

- repeated failure in assessments 

- an unsatisfactory attendance record  

- minimal class participation  

- pattern of seeking medical certificates or counselling referrals around the examination 

period  

 poor study techniques  

 difficulty with time management  

 poor organisational skills  

 difficulty working with others. 

 

b) Management of Learners who are identified as requiring additional academic 

support  
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The PC shall provide a range of academic support services to assist learners who are struggling 

with the study demands.  Academic Support Services shall include Study Skills, ICT support and 

tutorial support.   

 

6.2.3 Learners at Risk  

Learners are considered at risk if they: 

 fail a particular programme of study more than once; or  

 fail 30% or more of the units of study attempted in a semester.   

 

The HOP/PL shall arrange for academic counselling for all learners who are deemed to be “at 

risk” and also advise such learners of the possibility that conditions may be placed on their 

progression.  

 

6.2.4 Referral of Learners 

a) A learner who is identified as requiring support must be referred to the LSO/Registrar.  

b) LSO/Registrar shall consult with the learner and parent/guardian (where appropriate) to 

identify the support requirements.  

c) Support requirements may include, but are not limited to, the learner:  

 attending academic skills programmes;  

 attending tutorial or study groups;  

 attending at least 90% of scheduled classes in specified units of study;   

 receiving individual case management;   

 attending counselling;  

 receiving assistance with personal issues which are influencing progress;   

 receiving mentoring; or 

 a combination of the above  

d) LSO/Registrar will liaise with HOP/PL and any other personnel or agency, depending 

on the nature of support needed. 

e) The learner shall obtain support as quickly as possible once a need has been identified 

so that appropriate intervention strategies can be implemented before the learner 

becomes at risk of failure. 

 

6.2.5 Monitoring of Support 

a) LSO/Registrar shall monitor support provided through one-to-one meetings with the 

learner and consultation/communication with other personnel or agencies. 

b) LSO/Registrar shall provide feedback to parent/guardian and/or respective personnel. 

 

6.2.6 Documentation  

a) LSO/Registrar shall document all correspondences and consultation reports pertaining 

to learners’ referral.  

b) All documents shall be kept in the learner’s file. 
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7.0 POLICY IMPLEMENTATION 

 

This policy shall be applied at all instances when a learner is identified as requiring additional 

support.  The implementation of the policy shall be guided by the following principles: 

 

i. Openness and learner protection – interventions shall seek to reduce barriers to access to 

education and training while providing protection to the learner. 

ii. Flexibility and responsiveness – interventions shall seek to ensure promotion of 

flexibility in access to education and learning and address the needs and circumstances of 

the learner. 

iii. Integrity - interventions shall seek to demonstrate the highest level of fairness and 

confidentiality. 

 

8.0 MONITORING, EVALUATION AND REVIEW OF THE POLICY  

 

Monitoring and evaluation of this Policy shall be carried out by the LSO/Registrar in 

collaboration with the Management Committee of the PC. 

 

This Policy shall be reviewed every 5 years to take into consideration any changes and trends.   

 

9.0 RESPONSIBILITY 

 

The LSO/Registrar of the PC shall have the responsibility of coordinating any support necessary 

and to ensure the policy is properly applied in the event that a learner requires additional support. 

 

10.0 RELATED INFORMATION 

 

Professional Centre Documents: 

 Assessment policy 

 Code of Conduct  

 Learner Orientation Procedures 

 Learner Grievances Policy 

 Attendance Policy 

 Pregnancy Policy 

 Referral Form 

 Procedures for Referral, including Learner Referral Form, Learner Monitoring Form 

 

Other Documents: 

Professional Centre Charter 

Tertiary Education Act 2011 
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……………………………………………………………………………………………………… 

 

 

Professional Centre Statute Approved by Tertiary Education Commission Resolution in 

Meeting of 7-02-2019. 

 

 

 

 

Jean-Michel Domingue 

Chief Executive Officer 

Tertiary Education Commission 
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