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This guide will take you through how to book a place onto a session, view
booked sessions and cancel bookings.

The web address for the new style Learning Zone has not changed -
http://hillingdon.learningpool.com

For ease of use, please bookmark this page or add it to your favourites on
your device so that you can access it easily.

Please contact learninganddevelopment@hillingdon.gov.uk if you
require any support with the Learning Zone.
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Accessing the site
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Making payment for courses

Signing up to a session

Viewing your bookings

Cancelling a booking

Accessing certificates


http://hillingdon.learningpool.com/
mailto:learninganddevelopment@hillingdon.gov.uk

The link http://hillingdon.learningpool.com will take you to the login page where you will
need to enter your username (email address) and your password.

You can also access the site from the hillingdon.gov.uk website and click on

Residents > Schools and Learning> Adult Learning > Learning and Development
and then select Learning Zone

Forgotten passwords and usernames can be re-set by clicking the
Forgotten your username or password link (circled below in red)

LONDON

¥ Remember username
; Forgotten your username or password?
7

New Accounts and Support »



http://hillingdon.learningpool.com/

Once logged in to the site, you will be taken to the Learning Zone home page / dashboard.

From here you can search for courses, view your bookings and view your profile (fields

circled in red below)
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Searching for a course
There are different ways to search for a course. The search options are quick and easy to

Use.

Course search box - free type
This is a quick and easy search if you know part of the course title. In the course search

box on the right of the homepage, enter part of the course title; for example ‘swimming’
and then click the magnifying glass image (circled in red below)
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You will then be shown all courses that contain the text that you entered in the course
search field.
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Dashboard € Courses © Search © swimming
Search courses: Swimming

Search results: 2

‘&i National Curriculum Swimming - Aquatic Skills of School Swimming (Module 2) =

Upen successful completion of the course teachers will be deemed 'competent’ to plan, deliver and evaluate a whole school swimming programme. i.e. to be a Lead Teacher.

This course is open to staff in Primary and Junior schools
Category: Schools / SEND

3&‘ National Curriculum Swimming - Fundamentals of School Swimming (Module 1) =
The one day course will be a combinaticn of a theery session to be held at St Swithun Wells RC Primary Schocl and a practical session at Highgrove Pool.

This course is open to staff in Primary and Junior schools
Category: Schools / SEND

Search courses: swimming

# Support
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Category search

Click on the boxes on the front page to view the courses on offer under these category
areas.

For example, click on the First Aid box to return a list of all the first aid courses (see next
page for an example)
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You will then have a list of all the courses within that category. For all courses that hold a
cost, details of the costs and available dates will also be visible.

i{@% Emergency First Aid Awareness [+

To equip the attendee with the essential skills required in an emergency situation and to gain an understanding of how and when to activate the emergency services.

fa{ Emergency Paediatric First Aid - Level 3 - 1 day $
The Level 3 Award in Emergency Paediatric First Aid qualification is a one unit, one day course that will enable successful candidates to act as a first aider.

This course is aimed at those with responsibility for the welfare of children

For full course information please click here

The following costs apply to this programme:
» £65 External companies/Schools not purchasing L&D or H&S SLA
s £52 Schools purchasing L&D or H&S SLA
» Free - LBH Staff and Foster Carers

Dates available:

22nd May 2017 - 09:30 till 16:30

26th June 2017 - 09:30 till 16:30

19th July 2017 - 09:30 till 16:30

6th September 2017 - 09:30 till 16:30
18th October 2017 - 09:30 till 16:30
1st November 2017 - 09:30 till 16:30
15th December 2017 - 09:30 till 16:30
27th February 2018 - 09:30 till 16:30
21st March 2018 - 09:30 till 16:30

i@} First Aid at Work Level 3 Award $

The Level 3 Award in First aid at work qualification is a 2 unit, 3 day course that will enable successful candidates to act as a first aider in the workplace. The Award is gained by various
assessment methods which include activities, written test papers and practical assessments based on the following units:

Unit 1 = Emergency First Aid in the Workplace
Unit 2 = Recognition and Management of Illness and Injury in the Workplace

For full course information please click here

Course costs:
The following costs apply to this programme:
s £199.00 - External companies / Schools not purchasing L&D or H&S SLA
s £159.20 - Schools purchasing L&D or H&S SLA 8



Calendar view

If you know the date of the course you are interested in, you can click on the calendar
option (circled in red) this will provide you with a calendar view.
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Hover over a date to bring up a list of what is running on that day. Click on the relevant

course to see more information.

Monthly View

MARCH 2017 Signalong Foundation Course
Eem T O T G GRD S Signalong Foundation Course18 April 2017, 8:00 - 16:00
d
1 .23 a4 5 Duration
23:00:00
6 Z 8 39 10 11 12

Event date/time

31 January 2017, 15:30 - 18:30
Duration

3 hours
Room
St Martin's CofE School
Rowan Road, West Drayton UB7 7UT
(Room details)

Tuesday, 18
April events
z';':\:‘ Signalong Foundation
- -

vent date/time
7 March 2017, 16:30 - 18:30

Course
r:‘.’\\-\' Emergency first aid at
-

work Level 2 Award

Room

St Martin's CofE School

Rowan Road, West Drayton UB7 7UT
&2l b A7 20 A A (Room details)

Event date/time
18 April 2017, 8:00 - 16:00

Mon Tue We Thu Fri Sat Sun

4 Duration
8 hours
i 2 8 48 8 &£ 7 Room
8 9 10 11 12 13 14 St Martin's CofE Schocl
Rowan Road, West Drayton UB7 7UT
15 16 17 18 19 =20 21 (Room details)

Normal cost
29 30 31 25.00
Discount cost
25.00

ﬁ Calendar Sign-up for this seminar event
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Making payment for courses

If a course has a cost to be paid, you will see the view below and be provided with a link
to accessing full course information (circled in red below).

“‘ Emergency First Aid Awareness

To equip the attendee with the essential skills required in an emergency situation and to gain an understanding of how and when to activate the emergency services.

‘i‘ Emergency Paediatric First Aid - Level 3 - 1 day
The Level 3 Award in Emergency Paediatric First Aid qualification is a one unit, one day course that will enable successful candidates to act as a first aider.

This course is aimed at those with responsibility for the welfare of children

For full course informatiofi please click here

The following costs apply to this prog
» £65 External companies/Schools not purchasing L&D or H&S SLA
s £52 Schools purchasing L&D or H&S SLA
* Free - LBH Staff and Foster Carers

Dates available:

22nd May 2017 - 09:30 till 16:30

26th June 2017 - 09:30 till 16:20

19th July 2017 - 09:30 till 16:30

6th September 2017 - 09:30 till 16:30
18th October 2017 - 09:30 till 16:30
1st November 2017 - 09:30 till 16:30
15th December 2017 - 09:30 till 16:30
27th February 2018 - 09:30 till 15:30
21st March 2018 - 09:30 till 16:30
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By clicking on this link, you will be provided with full course information and a further
link to the course payment page (circled in red below).

Emergency Paediatric First Aid - Level 3 - 1 day

- April 2017 >

han  Tue  Wed Thu - Fr

= il

The Level 3 Award in Emergency Paedistric First Aid qualification is 2 one unit, one day course that will enable successful candidates to act as a first aider, The
Award is gained by various assessment methods which include activities, written test papers and practical assessments based on the following unit.

Unit 1:Emergency Paediatric First Aid,
Delegates must provide proof of identity on the day of the course failure to provide photo ID means you will not be able to access the course
This course is aimed at those with responsibility for the welfare of children.

The Level 3 Award in paediatric first aid qualification requires demonstration and understanding of:

roles and responsibilities of a first aider
assessing an incident

accident reporting

unconscious casualties
cardiopulmenary resuscitation
choking

external bleeding

shock

minar injuries

anaphylaxis and seizures

To return to course payment page and make a bookfng please dlick here

Last modified: Tuesday, 11 April 2017, £:29 PM




By clicking this link you will see the screen below. If you wish to purchase a place on the

relevant course, click on the add to basket option (circled in red below).

Emergency Paediatric First Aid - Level 3 - 1 day

Your basket is empty

Full Course Information

@iEmergency Paediatric First Aid - Level 3 - 1 day ]
& Course administration
AL Full Course
Information The Level 3 Award in Emergency Paediatric First Aid qualification is a ane unit, one day course that will enable successful candidates to act as a first aider.

This course is aimed at those with respensibility for the welfare of children
For full course infermation please click here

The following costs apply to this programme:

* £65 External companies/Schools not purchasing LED or H&S SLA
= £52 Schools purchasing LED or HAS SLA

* Free - LBH Staff and Foster Carers

Dates available:

22nd May 2017 - 09:30 tll 16:30

26th June 2017 - 09:30 1l 16:30
19th July 2017 - 09:30 4ll 16:30

Gth September 2017 - 09:30 till 16:30
18th October 2017 - 09:30 4l 16:30
1st November 2017 - 09:30 till 16:30
15th December 2017 - 09:30 il 16:30
27th February 2018 - 09:30 4ll 16:30
2ist March 2018 - 09:30 tll 16:30

Product Code EPFA L3 - 1 day
Mame Emergency Paediatric First Aid L3 - 1 Day
Price GBP 65.00

uznt
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The course place will be added to the Shopping Basket box, as shown in image below.
Click on the Checkout button (circled in red) to be taken to the final payment screen.

= Shopping Basket smergency Paediatric First Aid - Level 3

1 item

Emergency Paediatric
First Aid L3 - 1 Day Full

ourse Information

G300
= - L o @i Emergency Paediatric First Aid - Level 3 - 1 day
VAT 0.00
The Leyfel 3 Award in Emergency Paediatric First Aid qualfication is a one unit, one day course that v
Total (GEP) 65.00
Thijf course is aimed at those with responsibility for the welfare of children
Checkout

For full course information please click here

The following costs apply to this programme:

* £/5 External companies/Schools not purchasing L&D or HES SLA
s £52 Schools purchasing LED or HES SLA

* Free - LBH Staff and Foster Carers

ﬂ Administration

&= Course administration

A Full Course Dates available:

Information 22nd May 2017 - 09:30 till 16:30
26th June 2017 - 09:30 tll 16:30
19th July 2017 - 09:30 tll 16:30

el L N i Fu W o ] | I i W s 1
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Dashboard €@ Checkout
1 item
Emergency Paediatric First Aid L3 - 1 Day 65.00
Course(s): + Show I
Sub-total 65.00
___________________________________________________________________________________________________________________ VAT  pao
Total (GBP) 65.00
Pay Now

CAPITA

Secure Online Payment

Click here to view terms and conditions

Once the payment has been completed, you will be able to access the course page to
book a place on the respective course date.
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Once you have found the course that you are interested in, or have finalised the payment, you
will be able to view more information by clicking on the More Info button at the bottom of the
screen (circled in red).

The main course page will then be displayed providing you with more detailed information.
Click on view all events to open a list of session dates and times. See the next page for an
example.

Dashboard € Courses € Health, Safety & Wellbeing © First Aid © Emergency first aid at work Level 2 Award @ Full Course Information € Full Course Information

Emergency First Aid at Work Level 2 Award

& Course administration
Full Course

Information Full Course Information

@sEmergency First Aid at Work Level 2 Award

The Level 2 Award in Emergency First Aid at work qualification is a one unit, one day course that will enable successful
candidates to act as a first aider in the workplace.

Self enrolment (Learner)

click on the "more info" button below to access the full course details.

More Info

16
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Course Evaluation [~]

Certificate of Completion

Click on ‘View all events’ to take you to a list of
session dates and times with the option to book.

Course evaluation — click to expand the tab and
access the evaluation after course attendance

Certificate — click to expand the tab and access
your certificate — this will be available after the
attendance register data has been updated in the
system 17




Signing up to a session

Once you have followed the instructions on the previous pages to search for your course and
clicked on the ‘more info’ button you will be viewing the course page as below. Click on view
all events to see all the available session dates/time and book a place.

Emergency First Aid at Work Level 2 Award

All events in Emergency first aid at work Level 2 Award

For attendance on courses after September 2016, Uhe Tollowing o ts will apphy:

Upcoming events

Durstion  Dats T Hoom wwalashs

Sran up pernad

Do

On the sessions page you will find all

the course information; course
content and objectives, prices, target
audience and session availability.

You can choose a session to sign up
to from the bottom half of this page

List of sessions with dates/times
and availability

If the session you are trying to book
has places available, there will be
the option to ‘Sign up’, select this
button if you wish to proceed to
booking a place on this date.
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If you have clicked the ‘sign up’ button it will take you to the page below which will show
you the session details; costs, dates, venue etc. Here you should advise us of any
special requirements you may have; ie large print handouts, hearing loop etc. Once you
have completed these (if any are required) click on the sign up button (circled in red)

Sign-up for Emergency first aid at work Level 2 Award

Duration
07:00:00

Event date/time
17 May 2017, 9:30 - 16:30
Duration
7 hours
Room
Committee room &, Civic Centre
Civic Centre, High Street, Uxbridge, UBS 1UW
(Room details)

Seats available
5

Normal cost
65.00

Discount cost
52.00

There are required fields in this form marked *.
Discount code

Special
requirements ie
hearing loop,
large print etc

Office use only

Receive Email with iCalendar appointment =
confirmation by*

Sign-up Cancel
19



If your booking has been successful, you will receive the following message on your
screen and an automated confirmation email will be sent to the email address provided
in your account profile.

Emergency First Aid at Work Level 2 Award

Your booking has been completed.

You should immediately receive a confirmation email.

20




Viewing booked sessions

You can view your past and future bookings by going to the ‘My Learning’ and select the
‘My bookings’ option on the homepage (circled in red).
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You will then be able to see any courses that you are booked on to or you can select to view
your past bookings by clicking on the ‘Past bookings’ tab (circled in red below).

Clicking on the course title will take you directly to the course page and provide you with the
option to cancel your booking. The next page will provide you with an example.
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Dashboard € My Learning © My Future Bookings

Future Bool

My Future Bookings: 1 record shown

Show/Hide Columns

Course Name Event Name Session Start Event Start Time Event Finish Time Status

Emergency First Aid at Work Level 2 Award Emergency first aid at work Level 2 Award 17 May 2017 09:30 16:30 Booked




Emergency First Aid at Work Level 2 Award

Sopen all @Close all

T il urctineric : Clockoiniey ot M Srclie daismt walll sl i W e,
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Course Evaluation

Certificate of Completion

To cancel your
booking, click on
cancel booking,
you will be taken to
another screen to
add in your reason
for cancellation.
Example screen on
next page.

Please be aware
that on the day
of the course you
are unable to
cancel your
booking online.
Please contact
L&D to process
your
cancellation.
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Add your reason for cancellation in the relevant field at the bottom of this page and click
Yes to confirm that you want to cancel your place.

Emergency First Aid at Work Level 2 Award

Cancel booking for Emergency first aid at work Level 2 Award

Duration
07 :00:00

Event date/time
17 May 2017, 9:30 - 16:30
Duration
7 hours
Room
Committee reom 6, Civic Centre
Civic Centre, High Street, Uxbridge, UBS 1UW
{Room details)

Seats available
4

Normal cost
65.00

Discount cost
52.00

Cancel booking

Are you sure you want to cancel your booking to this event?

Cancellation note




If your cancellation has been successful, you will receive the following message on your

screen and an automated cancellation email will be sent to the email address provided in

your account profile.

Emergency First Aid at Work Level 2 Award

Your booking has been cancelled.

You should immediately receive a cancellation email.
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Accessing a certificate

Once logged in to the Learning Zone, search for the relevant course and click on the course title
which will take you to the main course page as pictured below.

Click on the “Certificate of completion” header to access your certificate (circled in red)

Emergency First Aid at Work Level 2 Award

Your progress ()

The Lewel 2 Award in Emergancy First Aid at work gualilication is a one wnit, one day couwrse that will enable sweocsssTul candidates to act as a first aider in the workplace.

@ Open all @cClose all

Instructions: Clicking on the section name will show / hide the section.

Face to face course f event

Course Evaluation

/
Certificate of Completion
\

Useful Resources
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Further support

* FAQs guide on the Learning Zone
* Site technical support: 0845 0744 144

* Learning & Development email:
learninganddevelopment@hillingdon.gov.uk



