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PHYSICAL REQUIREMENTS FOR STUDYING ONLINE FOR A DISTANCE LEARNING COURSE  

 

To be able to study via an online, distance learning course you wil l need to have 

access to: 

 

i.  A computer 

ii.  The internet 

ii i.  Email address 

iv.  An ‘Office’ program  

v.  Adobe Acrobat Reader
TM

 

vi.  Standard writing materials  

vii.  Access to practical experience opportunit ies where relevant 

 

Details 

i., i i  and i i i.  A computer to access the internet and emails with a word processing 

application.   

iv. A word processing application plus a spreadsheet, data analysis and presentation 

application for producing graphic representation of data and in some courses, 

statistical analyses e.g. Microsoft Office
TM

 or a free package such as “Apache 

OpenOffice” www.openoffice.org/ (Accessed 07.07.25) or LibreOffice 

https://www.libreoffice.org/ (accessed 07.07.25). 

v. Adobe Acrobat
T M

 for opening and accessing learning materials that are provided 

online in .pdf file format www.adobe.com/uk/products/reader.html (Accessed 

07.07.25) 

vi. Although this is a distance learning course via onl ine teaching, writing materials 

are required for note-taking. 

vii. If  the course includes practical work for example field studies and animal care 

demonstrations, you will need access to a digital camera and other equipment as 

laid out in the assignments. A Health and Safety statement is shown in appendix i.  
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ALTERNATIVE STUDY METHOD  

 

Although the main method of delivering and studying the course is via the use of a 

computer, hardcopy versions of courses are available. This means you can have 

paper copies of learning materials and assignments although email access is 

necessary. Paper copies will be posted to the address registered on enrolment and 

assignments sent to the nominated tutor for the course via Animal Biology and Care 

Education Ltd. You should be aware that there is a £15.00* fee (in the UK) for 

providing hardcopy materials that covers printing and postal costs.   

 

 

 

OTHER REQUIREMENTS FOR STUDYING ONLINE FOR A DISTANCE LEARNING COURSE  

 

Studying online involves time at a computer screen that needs to be recognised as a 

health and safety issue. Animal Biology and Care Education has produced a 

statement and advice relating to computer use, eye health and skeletal health and 

safety should practical work be involved in the course (appendix i).  

 

You should be aware of other health issues resulting from studying whether online 

or attending a place of study. For example, how long to dedicate to study and the 

need for breaks and relaxation. There is also the issue of others who may be 

affected by your studies such as assistance in carrying out practical work (if  

relevant) and simply, the time taken away from being with others. 

 

Should practical animal care work or any other aspect that involves working in the 

‘field’ be required, a risk assessment should be completed. A standardised risk 

assessment from is available from Animal Biology and Care Education.  

 

At all times you should have a care for safe and correct disposal of materials (if 

relevant), with due consideration for the wider environment.  
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ASSESSMENT 

 

Assessment of your learning is carried out by completion of set assignments in each 

course. Usually, there are at least three units to a course with one assignment for 

each unit. Assignments vary in length and tend to be separated in to “Pass”, 

“Merit” and “Dist inction” levels with the Pass work needing to be achieved before 

recognition of the Merit work. Both Pass and Merit work need to be achieved before 

the Distinction level work can be recognised.  

 

Work is marked either to percentage achievement with the work for a Pass being 

60%. Achievement for the Merit level is 70% and 85% for the Distinction level. Or, 

against the criterion without percentage achievement. The specification for the 

course will say how an assignment is to be marked.  

 

Our course materials  are provided by email or in paper format depending upon a 

student’s wishes. Each unit is sent after the previous unit has been achieved 

therefore the student has just one unit to concentrate upon at a time.  

 

Our courses are not sent in full as this  can cause stress and concern for the student 

lowering their motivation and commitment.  

 

 

 

MARKING T IME 

 

You can expect your submission of an assignment to be marked and returned with 

fourteen (14) working days in line with college/university timescales. Any deviation 

from this timescale will be advised by the tutor.  
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DOUBLE-MARKING,  STANDARDISATION AND APPEALS 

 

All learners are entitled to have work double-marked by an independent tutor to 

ensure standards are being met in terms of quality of work and against the set mark 

schemes. This process is standard practice across the academic system and should 

be performed to meet certain requirements of examination boards and, to satisfy 

internal standards systems. 

 

If  you have concerns about marking, you can request a review of the assignment. 

The first review should be requested from your tutor. Should you not be satisfied 

with the review, you can request a second opinion of the work through the appeals 

system (appendix i i). Another tutor will mark the work according to the set mark 

scheme and provide feedback. You may nominate the tutor for this exercise from 

outside tutors.   

 

Should you still  be unhappy about your marking, you may request the second stage 

of appeal (appendix i i i). This stage sends the work to the Principal who wil l review 

the marking against the set mark scheme. The decision of the Principal is f inal and 

will be made according to the best interests of the learner.  
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SPECIFIC REQUIREMENTS FOR THE <  COURSE>  EQUIVALENT LEVEL <   >  COURSE 

 

Requirements specific to the <   > course are: 

 

 

 

 

 

 

COURSE SPECIFICATION 

 

The specification for your course is provided separately. The level of the demand 

advertised for the course is explained in the specification and on the website 

https://www.animalbiologyandcare.co.uk/ .  

 

 

A sample specification can be seen in appendix iv. The level of demand and 

expectations of the learner (from equivalent levels 1 to level 6), are located the 

relevant Assignment & Assessment Standards file provided with your course.  

 

 

STUDY LEVEL EQUIVALENT -  TRANSPARENCY  

 

Following a review by our accrediting organisation (UK Rural Skills), Animal Biology 

and Care Education has been required to change the expression of study levels 

stated for our courses. As Animal Biology and Care Education is not offering 

regulated national qualifications, the study level of our courses is to be shown as 

“equivalent to” study levels 1 to 6.  
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TUTOR SUPPORT 

 

The tutor nominated for your support will depend upon the course of study. The 

tutor will  be a subject specialist and not from a ‘bank’ of generalist tutors. Your 

tutor will  primarily mark assignments and provide feedback of your work and 

efforts. They wil l maintain an achievement record for you as well as information to 

do with communications from you and from your tutor (appendix v). 

 

Your tutor will maintain a copy of the assignments you submit when they return 

marked work.  

 

From time to time, you or your tutor might like to hold a telephone tutorial session 

where specific questions can be asked and answered. A telephone tutorial  record is 

shown in appendix vi.  

 

 

INDIVIDUAL LEARNING PLAN 

 

An individual learning plan refers to an idea that each learner should receive 

attention according to their needs. This may mean receiving paper copies of 

learning materials and assignments, learning materials in a different format or 

other aspects that support achievement. Your initial conversation with Animal 

Biology and Care Education aims to identify aspects that may assist achievement. 

However, certain issues can arise after the start of a course. In this case, your 

tutor will  be the point of contact to organise actions to support your learning. The 

learner should not hesitate to broach an issue that may affect their achievement: 

all such issues are dealt with confidentially, sensitively and in a timely manner.  

 

NB 

The learner is entit led without hesitation, to view al l and every record and fi le 

connected to your studies and enrolment with Animal Biology and Care Education.  
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LEARNING AGREEMENT PROVIDED UNDER SEPARATE COVER 

 

A part of the contract between you the learner and Animal Biology and Care 

Education involves the honest and true submission of work. You need to confirm 

that all work submitted for assessment is your own, with no copying from sources 

produced by another person and that work submitted wil l not be that of another on 

your behalf. To confirm your commitment to producing work that is  an honest and 

true reflection of your abil ities, the following agreement needs to be signed, dated 

and returned to Animal Biology and Care Education.  

 

LEARNER AGREEMENT 

I have read and understood the points in the course pack. I confirm that 

assessments sent for marking will be my own work, that copying from sources other 

than my own will be regarded as plagiarism* as will presenting work completed by 

another on my behalf and acknowledge my understanding by signing and dating as 

below: 

Name:        Date: 

 

*Plagiarism is a serious matter. Plagiarism involves the use of another’s  work as 

that of your own. Plagiarism includes direct copying of text and other resources 

from the course materials for assessment purposes; of text and other resources 

from websites and textbooks. Plagiarism also refers to a third party producing work 

that is presented as your own. Assignments suspected of containing plagiarised 

material will be queried and returned for resubmission in an acceptable format. 

Repeated plagiarism cannot be tolerated and a learner may be asked to reconsider 

their future on the course.  

 

Animal Biology and Care Education agrees to deliver a quality programme of study 

for the specified course that will ref lect the level advertised and assessed 

accurately and consistently according to the level of demand. Learning agreement 

signed on behalf of Animal Biology and Care Education by: 

 

Name: Pat Sang (Principal)     Date:  
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CANCELLATION,  TERMINATION OF STUDIES,  REFUNDS,  TIME LIMITS 

 

THE LEGALITIES 

 

Cancelling or terminating your enrolment on a course of study is dealt with on an 

individual basis but with adherence to The Consumer Contracts (Information, 

Cancellation and Additional Charges) Regulations 2013 that superseded the Distance 

Selling Regulations (2000).  

Reference: www.legislation.gov.uk/uksi/2013/3134/made  (accessed 07.07.25)  

 

*The Right to Cancel section (Part 3 - 30) of The Consumer Contracts (Information, 

Cancellation and Additional Charges) Regulations 2013 states that you have the 

right to cancel an order within 14 days, from the date of receipt of the goods (the 

course), if it is no longer wanted or required and to receive a refund in full.  

 

*Stating this information avoids a “breach of information” (Part 3 – 31) under these 

Regulations and adheres to Part 2 – 19, that deals with [an] Offence relating to the 

failure to give notice of the right to cancel.  

 

Other references: 

www.which.co.uk/consumer-rights/regulation/distance-selling-regulations 

(accessed 07.07.25) 

 

WHAT ANIMAL B IOLOGY AND CARE EDUCATION DOES IN THE CASE OF CANCELLATION 

 

Animal Biology and Care Education will refund fees up to 14 days from the date of 

receipt of the first materials for the course. Administration charges for 

cancellations are not permitted under the Regulations. Should postal copies of  

materials be requested, we reserve the right to have these returned.  
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TIME LIMITS  FOR COURSES 

 

To maintain required standards of privacy (GDPR), as well as managing our student 

enrolments, Animal Biology and Care Education advises of the policy regarding 

course time limits. 

  

The "No time limit" policy to complete of a course has been modified to reflect 

standard practice elsewhere in education and the standard required by our 

accrediting body (where applicable).  

  

This l ink gives the specific detail: https://www.animalbiologyandcare.co.uk/how-

our-courses-work  in that as long as work (assignments) is received regularly, an 

enrolment will be maintained. 

  

If  no work (assignments) is received after 6 months of enrolment, that enrolment 

will be removed from our records. 

  

If  no work (assignments) is received after a break of 12 months, an enrolment wil l  

be removed from our records. 
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Appendix i 

 

A HEALTH & SAFETY STATEMENT 

 

Animal Biology and Care Education seeks to carry out all statutory duties under the Health and Safety 

at Work Act (1974) and subsequent amendments to prepare and keep revised a written statement of 

Health & Safety Policy. This general policy statement of health & safety is the commitment of Animal 

Biology and Care Education Ltd. to comply with current health and safety legislation. 

 

Our statement of Policy is to: 

 

•  Maintain safe and health working conditions 

•  Prevent accidents and cases of work-related ill health 

•  Ensure all employees and students are competent to undertake their tasks and to give them 

adequate training 

•  Provide sufficient information, instruction, training and supervision  

•  Provide adequate control of the health and safety risks arising from our activities. 

 

Our policy will be reviewed and revised at regular intervals.  

 

Learners, tutors & others associated with Animal Biology and Care Education should be aware that 

using IT equipment, specifically a computer, can result in health problems. To avoid such problems, 

a computer user needs to (HSE Guidance): 

 

Take frequent breaks from using a computer & the computer monitor (VDU). 

Frequent breaks can be deemed as 10 to 15 minutes at least every 60 minutes of computer use. 

A correct body position is advised with the eyes in direct line with the VDU. 

The feet should be raised and not placed directly on the ground and the keyboard placed in a 

position to prevent wrist and arm damage. 

 

www.hse.gov.uk/pubns/indg36.pdf Accessed 07.07.25 

https://www.hse.gov.uk/lone-working/  Accessed 07.07.25 

 

Other: Information from professional opticians suggests that a computer user should look away from 

their VDU every twenty minutes so as to exercise optic muscles and the focusing mechanisms within 

the eye. 
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Working within the Animal Care Environment 

 

Animal Biology and Care Education expects that practical experience within the animal care sector 

will bring about in-house health and safety requirements as well as national legislation under the 

Health and Safety at Work Act.  

 

Animal Biology and Care Education will endeavour to ensure that any practical experience in the 

animal care industry will be undertaken in a safe, secure and healthy working environment. This will 

be achieved by contacting the relevant organisation or business to request information of their 

processes in respect to health and safety at work. 

 

 

Working practically, in the “field” 

 

Animal Biology and Care Education Ltd. offers courses that involve practical field studies. This may 

be undertaken with others (e.g. friends) or, alone. Lone working health and safety is described by 

the Health and Safety Executive at www.hse.gov.uk/pubns/indg73.htm  (accessed 07.07.25), where a 

free copy of their leaflet is available. A risk assessment (provided by Animal Biology and Care 

Education) is to be completed and sent to the course tutor and Principal of Animal Biology and Care 

Education for their scrutiny.  
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Appendix ii 

Animal Biology and Care Education 

COMPLAINTS PROCEDURE FOR STUDENTS* 

 

This procedure is designed to deal with any complaint a student might have that 

cannot be resolved by informal means.  

COMPLAINTS FORM – First Stage complaints 

Telephone contact numbers:  01953 600070 

Full Name (required please)  
 

Course of study (required)  
 

Correspondence address 
(required please) 

 
 
 

Contact telephone  
(required please) 

 
 
 

 

Is your complaint about (please place a “x” in the appropriate box or boxes, below 

the choices) 

 

Your  
Tutor 

Course 
Materials 

An 
Assessment 

Result 

Communication 
issues 

Costs of 
the course 

Another  
Matter* 

 
 

     

 

*Please supply a brief description of the complaint that is “Another Matter” 

 
 
 

 

Please set out clearly and in more detail the nature of your complaint 

 

 
 
 

 

This form continues on the next page. 

 

*This form is provided in MS Word format 
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If  you have tried to resolve your complaint informally, please say what steps you 

have taken and why the outcome is not satisfactory. 

 

 

 

 

 

 

 

 

 

 

Signature: 

 

Date: 

 

Please return the completed form to the examinations officer at email  or by post 

to: The Examinations Officer, Animal Biology and Care Education 26 Tuttles Lane 

West, Wymondham, Norfolk NR18 0DS. The Examinations Officer will respond to the 

complaint within seven working days.  

 

 

 

 

 

 

*This form is provided in MS Word format 
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Appendix iii 

 

Animal Biology and Care Education   

COMPLAINTS PROCEDURE FOR STUDENTS – Second Stage complaints* 

 

This procedure is designed to deal with any complaint a student might have that has not been 

resolved by informal means nor through the first stage complaints procedure.  

 

COMPLAINTS FORM – Second Stage complaints 

F.A.O. The Principal, Animal Biology and Care Education   

Telephone contact numbers:  01953 600070 

 

Full Name (required)  

Course of Study 
(required) 

 

Correspondence address 
(required) 

 

Contact telephone 
(required) 

 

 

Please enter a brief description of your complaint here: 

 

 

 

 

Please set out clearly but briefly the nature of your complaint in more detail as well as why the first 

stage complaint process has been unsatisfactory 

 

 

 

 

 

 

 

 

 

 

This form continues on the next page. 

**This form is provided in MS Word format 
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Your Signature: 

 

 

Date: 

 

 

Please return the completed form to the Principal at email or by post to: Please return the 

completed form to the examinations officer at email  or by post to: The 

Examinations Officer, Animal Biology and Care Education, 26 Tuttles Lane West, 

Wymondham, Norfolk NR18 0DS. The Examinations Officer will respond to the 

complaint within seven working days.  

The Director will respond to the complaint within seven working days.  

 

 

 

 

 

*This form is provided in MS Word format 
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Appendix iv 

 

Unit 1 

 

 

 

 

 

 

 

 

 

 

Unit title 
 

Learning outcome 
At the end of this unit, learners should be able to: 

 
1.0 Learning outcome 

Content 
1.0 LO title   
Content 
This content is to be followed before any suitable additions; assessment is based upon this content & 

learning outcome 

Assessment Criteria 
To gain a pass you need to:  
1.1 Criterion one  
 
To gain a merit** you need to: 
1.2 Criterion two 
 
To gain a distinction** you need to: 
1.3 Criterion three 
 
**The pass criterion must be achieved to gain a merit and both pass and merit criteria achieved to 
gain a distinction 
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UNIT 1 Assignment Outline & Achievement Record 

 

Unit 1 title  
Learning outcome 1 

Assessment  
Decisions  

 
Date & 

Feedback 

Task 
To gain a pass you need to complete the exercises in the 
assignment for unit 1 to:  
1.1 Outline 1 Pass mark 60%  
 
To gain a merit you need extend the exercises in the 
assignment for unit 1 to:  
1.2 Outline 2. Pass mark 70% 
 
To gain a distinction you need extend the exercises in the 
assignment for unit 1 to:  
1.3 Outline 3. Pass mark 85% 
 

 
PASS 1.1 

 
 
 
 

MERIT 1.2 
 
 
 
 
 

DISTINCTION 1.3 
 

 

 UNIT ACHIEVED? 
YES / NOT YET 

Guidance  
 Achievement will be gained when you have achieved the different assignment tasks with each 

criterion  
 Pass criterion pass mark 60%; Merit criterion pass mark 70%; Distinction criterion pass mark 

85% 
 OR * This is a criterion-based assignment. Achievement is awarded when sufficient evidence 

of meeting the different criteria is submitted. Sufficient evidence is related to the 
instructions and information in the assignment document. 

Double marking/Internal standardisation: 
 

Date 

Learner Response: 
 

 Date 
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Appendix v 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Learner communication & general records form 
 

 
Learner Name: 
 
Course: 

 
Date  

of Contact 

 
Communication notes / other notes 

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

  This form should be made avai lable to the learner and 
Director as  requested. 
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Appendix vi  

Online (&telephone) Tutorial  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Learner Name: 
 

Tutor Name: 

Course Details: 
 
Location or method of Tutorial  
(e.g. Online “Chat”, “Messenger”, email of Tutorial  
Record to & from Learner) 
NB. If an online method was used the log of conversation 
(chat) MUST be attached to this document 

Location:    
 
.  

How are you progressing with assessments, activities & other course-related matters? 

 
Tutor Feedback to assessments, 
activities & other course-related 
matters 

 
 
 

 
Learner Response to feedback, 
assessments, activities & other 
course-related matters 

 
 

Personal & Professional Development 

Do you feel you are meeting the goals you set for yourself? Please give examples 

Learner Response 

Have you set yourself any future goals? Please give examples 

Learner Response 
 

Date: 
 

Learner signature: must be entered by emailing this form for their attention 
 

Date: 
 

Tutor signature: 



In respect to Animal Biology and Care Education for online, distance learning courses: this learner information 
document outlines the course, support and requirements for studying with Animal Biology and Care Education.   

Intellectual property of Animal Biology and Care Education Ltd.  Updated 27th July 2022 23 

 

 

 

Final page of this document. 

 


