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F A  Q’
’ 

s 
Q. All of my team need to attend training, is 
there any limit to the number of places I can 
book? 
A. We have a fair usage policy which forms part of 
our terms and conditions  
‘Fair usage: Where courses are offered on a first 
come first served basis, we ask that organisations 
do not bulk book places. We reserve the right to 
cancel any confirmed places in such circumstances’ 
 

Q. Can I record training & conferences I have 
completed elsewhere?   
A. Yes, under ‘My profile and Bookings’ you can 
add learning that has not been booked and 
completed through the Gateway.  You can also run 
reports on this and all of the training you have 
completed. 
 

Q. Can I book training for someone I manage? 
A. Yes, if you are set up as their line manager, 
when you request a training place via the Gateway, 
select the option ‘request a place on behalf of a 
colleague’.  Anyone that you manage will appear in 
a drop down list or you have the option to add them 
at this stage (not available for council staff as 
records are linked to Pier) 
 

Q. What if someone leaves? 
A.  Council employee records are linked to Pier so 
no action is required other than ensuring any future 
training bookings are cancelled to avoid any 
charges.  
For non-council employees, please let us know and 
we can mark the individual as a leaver so they will 
not appear on your training reports or team 
structure.  Please also ensure that all future 
bookings are cancelled to avoid any charges. 
 

Q. Can I report on training my team has 
attended? 
If you are registered as a line manager then yes 
you can run reports on training attended, bookings 
made and elearning progress for yourself, team and 
individuals in your establishment 
 

Q. I have deleted my emails, where can I check 
my course bookings? 
A. Go to ‘My Profile and Bookings’ and under ‘My 
Learning - Events’ you will find ‘events I am due to 
attend’. You should find all the details you need for 
your bookings and training history here. 
 

 
 

Q. Where will I find my certificates? 
A. Go to ‘My Profile and Bookings’ and under 
‘My Learning’ you will find a record of all of the 
courses you have attended.  Once you have 
completed the post course evaluation, your 
certificate will appear against the course 
record. 
 

Q.  I don’t have access to a computer at 
work? 
A.  All you need to access The Brighton & 
Hove Learning Gateway is internet access.  
Therefore you can access at home, in a library 
or an internet café.  The site is also fully 
compatible with smart phones and tablets. The 
site supports all main browsers with the 
exception of Internet Explorer 6 (IE6 is 14 
years old and recently a serious vulnerability 
(SSLv3) has been found in the way it interacts 
with secure sites like the Gateway.  Microsoft 
has confirmed they will not be fixing this 
vulnerability, which could lead to users’ data 
being compromised.   Therefore this browser is 
not supported and to protect you access will be 
disabled to our services from IE6.  Users will 
be prompted to upgrade to a new browser 
where this vulnerability has been addressed)   
 

Q.  What if I forget my password? 
A.  Council staff login is with network 
username and password so if you forget this 
you will need to contact ICT.  For non council 
employees there is a forgotten password link 
where you login.  We can also be contacted to 
help should you have any issues around 
accessing the system 
 

Q. How can I get further assistance or help? 
A. We have ‘user guides’ that are available in 
the first instance but we are available to help 
at: 
 

The Workforce Development Team: 
learning@brighton-hove.gov.uk;  
01273 291460 
 

The Learning Technologies Team for 
queries regarding online learning: 
learning.technologies@brighton-
hove.gov.uk; 01273 291405 
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