
In respect to HOME LEARNING with Animal Biology and Care Education, & their online, distance learning courses this 
document relates to the quality systems & processes in operation as at 7th July 2025   

Intellectual property of Animal Biology and Care Education issued 7th July 2025 1 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Statements, Policies and Procedures 

Animal Biology and Care Education 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



In respect to HOME LEARNING with Animal Biology and Care Education, & their online, distance learning courses this 
document relates to the quality systems & processes in operation as at 7th July 2025   

Intellectual property of Animal Biology and Care Education issued 7th July 2025 2 

 

Contents 

 

This document contains statements and policies in practice at Home Learning with Animal Biology and 

Care Education. Each statement and policy is available as an individual document and all are presented 

here within our quality systems folder.  

 

Namely: 

          Page 

The Organisation Chart          3 

A procedure for internal moderation        4-5 

•  double marking (Internal Moderation) 

•  course review form 

Procedures for managing internal & external assessment/examinations and invigilation  6 

A Malpractice and Maladministration statement – dealing with and reporting             7-9 

A statement of Access to Assessment amended 27th July 2022    10 - 11 

A Complaints & Appeals procedure for learners                  12 - 13 

Staff Recruitment & Development Statement       14 

A Health & Safety statement                                           15 - 16 

An Equal Opportunity & Diversity statement       17 

Modern Slavery Policy Statement        18 

Statement of learner support:                    19  

•  advice and guidance procedures 

•  initial assessment and induction 

•  a process to protect the interests of learners in the event of withdrawal 

•  Learning Agreement 

Course Quality Assurance Review – procedure & purpose      20 

Data Protection statement - The Data Protection Act (1998) and the GDPR              21 - 24 

Statement on working with Partners        25 

Conflict if Interest Statement         26 

The Safeguarding Vulnerable Groups Act 2006 statement                27 - 30 

Appendices           31 - 50 

 

 



In respect to HOME LEARNING with Animal Biology and Care Education, & their online, distance learning courses this document relates to the quality systems & processes in 
operation as at 7th July 2025   

Intellectual property of Animal Biology and Care Education issued 7th July 2025 3 

    ORGANISATIONAL CHART 

   As at 7th May 2024 

 



In respect to HOME LEARNING with Animal Biology and Care Education, & their online, distance learning courses this 
document relates to the quality systems & processes in operation as at 7th July 2025   

Intellectual property of Animal Biology and Care Education issued 7th July 2025 4 

 

 

PROCEDURE FOR INTERNAL MODERATION 

 

Internal moderation refers to an in-house system of processes that aim to standardise the operation of to 

courses offered by Home Learning with Animal Biology and Care Education. The goal is to set & maintain a 

more than acceptable level of teaching and learning quality through continuity & consistency.  

 

Internal moderation is thus aimed at providing a fair & just system for the confidence & proper treatment 

of all learners who enrol on a course with Home Learning with Animal Biology and Care Education  

 

 

PROCEDURE FOR INTERNAL MODERATION AT Home Learning with Animal Biology and Care Education. 

•  This is double-marking through random and/or planned sampling of learner work against a marking 

scheme specific to the course  

•  The lead internal verifier has their assessment decisions reviewed by the internal verifier and, vice 

versa 

•  The internal verifier has responsibility for maintaining a sampling plan for the internal moderation 

of assessment decisions 

•  There is tutor support through remote observation and telephone discussion of assessment 

decisions with feedback prior to returning work to the learner 

 

 

THE INTERNAL MODERATION SYSTEM: 

 

1. The internal verifier supports tutors in their rôle of supporting learners. The internal verifier carries out 

random and pre-planned* ‘observation’ of tutor marking (appendix i). These methods aim to ensure all 

units are assessed consistently and to provide learners with confidence that their work is being treated 

fairly & without prejudice. Feedback will be provided in a tutor ‘observation’ form and/or within a copy 

of the learner work sent for internal moderation.  

 

*Pre-planned sampling refers to sampling plan (see point 2). 
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Our courses are non-regulated which means they are not within the remit of Ofqual the UK education 

body. The courses are set at the equivalent of Ofqual standards and are written and assessed at those 

standards.  

All learners will receive internal verification of their work. The rationale behind this decision is based 

upon the need to review and potentially alter learning materials and evaluate course methodology in 

response to learner feedback. Feedback may indicate that modifications are needed to assignments 

and/or learning materials. The process of sampling whether pre-planned or random, involves the internal 

verifier choosing a learner and unit at random and/or, select from the sampling plan based upon courses 

on offer and, specific units.  

 

2. For internal verification and double-marking, the internal verifier is provided with the learner and/or 

cohort tracking form from the course tutor to make comments on progress and suggestions for 

improvement.  

 

3. The lead internal verifier maintains a master tracking sheet that is updated as the internal verifier 

and/or course tutor reports achievement.  
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PROCEDURES FOR MANAGING INTERNAL & EXTERNAL ASSESSMENT/EXAMINATIONS AND INVIGILATION 

 

Outside assessors will assist in double-marking of learner work. Some may be educated to post-graduate 

level with Master’s and/or Doctorate level and/or post graduate teaching qualifications. All have 

occupational experience of the subject areas with some being current, recognised specialists in a given 

area.  

 

 

SECURE STORAGE, ASSESSMENT, EXAMINATIONS & INVIGILATION 

Home Learning with Animal Biology and Care Education has capacity for safe storage of examination 

papers in the form of a secure office under the sole control of the Principal (the Examinations officer). 

This would be at the Organisation’s registered address of 26 Tuttles Lane West, Wymondham, Norfolk, 

NR18 0DS. Currently this procedure is not required (7th June 2025). 

 

 

All tutors are provided with a copy of the Statements, Policies and Procedures electronic folder as 

standard when considering becoming a part of Home Learning with Animal Biology and Care Education  
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A MALPRACTICE AND MALADMINISTRATION STATEMENT – DEALING WITH AND REPORTING (1) 

 

Home Learning with Animal Biology and Care Education Statement for the Procedure in event of 

Malpractice & Maladministration (Non-learners) 

 

Statement: Procedure for malpractice and maladministration - Statements of Intent 

These statements of intent are intended to form the Policy upon which events of malpractice and 

maladministration will be examined.  

For the attention of management, writers, assessors, tutors and moderators: 

 

Points of Importance based upon UK Awarding Bodies’ requirements 

1. Malpractice is deemed to be any act of dishonesty or practice that compromises or threatens to 

compromise the validity of the assessment process. Compromising the validity of the assessment 

process could bring into disrepute the reputation of the awarding body and/or learning 

organisation, awarding of its qualifications and units.  

2. Should Home Learning with Animal Biology and Care Education demonstrate an act or acts that 

contravene the requirements defined under UK Awarding Bodies Policies and Procedures, it will be 

regarded as maladministration.  

3. The meanings and details of the Data Protection Act (1998) are applicable to all who have contact 

in any form with Learners of Animal Biology and Care Education. 

4. Home Learning with Animal Biology and Care Education   through the Organisation   Principal, will 

notify promptly any incidents in line with the policy and procedures for malpractice and 

maladministration set out by UK Awarding Bodies. 

5. Learner details must not under any circumstances be shared with anyone outside of Home 

Learning with Animal Biology and Care Education. All such details are considered confidential and 

strictly for the purposes of the course being undertaken by a Learner. 

6. Should evidence of malpractice in respect to the Data Protection Act (1998) and subsequent 

legislation be identified all further contact of any sort with those who have carried out the 

malpractice will cease with immediate effect including any overdue payment of fees and like 

aspects. 

 

Examples of malpractice in respect to the Data Protection Act (1998) and subsequent legislation are but 

not exclusively: 

7. Sharing of learner names, email addresses references to and suggested detail of other learning 

providers, social networking entities, media of every kind, bulk emails or any other methods of 

communicating such information beyond Animal Biology and Care Education. 

8. Should evidence of malpractice in respect to materials prepared for the distance learning courses 

developed and provided by Home Learning with Animal Biology and Care Education be identified, 

all further contact of any sort with those who have carried out the malpractice will cease with 

immediate effect including any overdue payment of fees and like aspects. 
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Examples of maladministration/malpractice in respect to materials prepared for the distance learning 

courses developed and provided by Home Learning with Animal Biology and Care Education are but not 

exclusively: 

9. Sharing of materials for financial gain, claiming ownership or otherwise using said materials for 

purposes other than for their legitimate purpose by management, writers, tutors, assessors and 

learners. 

10. Should evidence of malpractice in respect to learner treatment be identified, further contact of 

any sort with those who have carried out the maladministration/malpractice will cease with 

immediate effect including any overdue payment of fees and like aspects. 

 

Examples of maladministration in respect to learner treatment are but not exclusively: 

11. Prejudicial marking of learner work including bias; preferential grading where relevant; non-

adherence to the specification, criteria set out in course materials and/or the set marking 

scheme; inappropriate remarks and comments on learner work, in other methods of 

communication and records; contacting learners via means other than email unless given 

dispensation to do so by the Principal. 

 

Points 4 to 10 are not considered unreasonable, unusual or unattainable and are reflective of 

standards expected of a learning provider. These points are constructed for the safety and reputation 

of all connected with Home Learning with Animal Biology and Care Education including individual 

tutors, moderators and management.  

 

This Statement was prepared on 30th March 2015 & and reviewed 27th July 2022; 15h April 2023; 7th 

May 2024. 

 

 

Approved by Pat Sang (Principal, Animal Biology and Care Education) 

 

Signature:   Date: 7th July 2025 
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A MALPRACTICE AND MALADMINISTRATION STATEMENT – DEALING WITH AND REPORTING (2) 

Home Learning with Animal Biology and Care Education Statement for the Procedure in event of 

Malpractice & Maladministration (Learners) 

 

The malpractice policy for learners is delivered as part of the information pack issued to new students 

upon enrolment. 

 

Learners must provide a signed copy of a learner agreement (appendix ii) which is acknowledgement of 

having read the learner information, agreed to its content and to present work that is their own and not 

that of another person’s efforts (plagiarism). 

 

Repeated evidence of such malpractice will result in two remedial steps being implemented. The first step 

is the learner being contacted via telephone by their tutor. The second step is to contact the learner to 

discuss their approach to learning. Should the evidence of such malpractice continue after the two steps 

described, the learner will be informed that their work cannot be accepted for submission to ABC Awards 

for course and study approval.  
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A STATEMENT OF ACCESS TO ASSESSMENT 

 

Home Learning with Animal Biology and Care Education will contact the learner through an initial 

telephone call or through electronic mail to discuss their needs and expectations from the course on offer. 

The discussion will include an assessment of their prior learning in terms of preparation for attempting a 

course at the given equivalent level* (national standard levels 1 to 6). Should it be decided that the 

learner is not prepared for the course and level of study an alternative course will be suggested. 

 

The discussion will also include requests for information regarding any learning disadvantages or physical 

or other disadvantage that could influence their success. Suggestions to overcome any disadvantage will 

include paper copies of learning and assessment materials and alteration of the presentation of materials 

(different font, font size, background colour).  

 

TIME LIMITS TO COURSES 

 

The course pack will include information as to the support available and choices for the learner to make 

regarding their individual requirements. Home Learning with Animal Biology and Care Education will 

maintain close communication with learners to ensure that disadvantages not identified earlier can be 

corrected.  

 

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 link 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 will be 

removed from our records. 

 

*STUDY LEVEL EQUIVALENT 

 

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

and Care Education has been required to change the expression of study levels stated for our courses. As 

Home Learning with Animal Biology and Care Education is not offering national qualifications, the study 

level of our courses are to be shown as equivalent to the study levels 1 to 6.  
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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.  
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A COMPLAINTS & APPEALS PROCEDURE FOR LEARNERS & STAFF 

THE LEARNER ENQUIRY PROCEDURE 

 

 

Animal Biology ands Care has a procedure for informal and formal complaints for both the learner and 

staff.  The procedure can be used for any complaint whether by a learner or member of staff including 

assessors, tutors, moderators and management.  

 

STATEMENT 

Home Learning with Animal Biology and Care Education will treat each case fairly and consistently and in a 

timely manner.  

 

LEARNERS 

If a learner would like feedback on an examination or assessment, we encourage them to liaise firstly, 

with their tutor who will be best placed to discuss strengths and weaknesses. Liaison should be in the form 

of an email as the standard process for a distance learning course. The student should request 

acknowledgement of receipt of the email communication. 

 

The tutor should acknowledge receipt of the email and make their best effort to respond to the student’s 

concerns within seven (7) working days of receipt. If the tutor feels that a telephone call is appropriate 

and possibly helpful, they may call the student for a telephone tutorial session. This must be recorded on 

a telephone tutorial form and stored within the particular student’s confidential records.  

 

However, if a student disagrees with an examination or assessment result or, has another concern that 

they feel should be dealt with further, an appeal can be raised. We encourage a student to firstly, make 

telephone contact with us, using the telephone number 01953 600070, to discuss their options and 

concerns. 

 

However, having first attempted to resolve matters informally, a student can complete a First Stage 

complaints form (appendix iii) and send it to the address shown on the form.  

 

The complaint is considered firstly, by the head of the appropriate department or service (unless the 

complaint relates to that individual). The responder should make all reasonable efforts to provide a fair 

and honest response within seven (7) working days of receipt of the complainant’s form. 

 

If it is not resolved at that stage, a learner can then submit a further, Second Stage complaints form 

(appendix iv) that will be referred to the Principal.  The Principal will make their best effort to respond to 

the complaint within seven (7) working days of its receipt. The Principal will attempt to telephone the 

learner in order to make personal contact. 
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The decision of the Principal is deemed final and conclusive and will be made according to the information 

and communication provided by the learner, the tutor and any other interested party.  

 

As a centre, Home Learning with Animal Biology and Care Education will refer to ABC Awards policy on 

Enquiries and Appeals before submitting said enquiry or appeal to ABC Awards. 

 

STAFF 

There may be occasion when a member of staff whether employed or self-employed feels a grievance or 

concern. For example, a view that tutoring fees are unfair, that a learner is making unfair demands upon 

them or another member of staff is not supporting them in their work. These are only examples as 

grievances can be many and various.   

 

The first action to take by the member of staff who feels aggrieved is to contact by telephone, the 

internal verifier. The internal verifier should ask for a written account of the grievance to prevent 

misunderstandings. The internal verifier will then manage the situation or if more appropriate, contact 

the Principal for their consideration. The internal verifier should aim to investigate and report to the 

aggrieved within 7 working days of the reporting date.  

 

Should the internal verifier be the subject of the issue, the member of staff should contact the Principal 

for a personal telephone conversation. The Principal will ask for a written account of the grievance to 

prevent misunderstandings. The Principal will attempt to resolve the situation immediately by liaising 

between the verifier and other member of staff. The Principal will aim to investigate and report to the 

aggrieved within 7 working days of the reporting date. 

 

 

The decision of the Principal is deemed final and conclusive and will be made according to the information 

and communication provided by the aggrieved member of staff and any other interested party.  
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STAFF RECRUITMENT & DEVELOPMENT STATEMENT 

 

Home Learning with Animal Biology and Care Education has access to qualified teaching staff all of whom 

have vocational experience within their field(s) of study. Currently, three are academics within Higher 

Education. Only suitably-qualified persons will be considered for assessing, tutoring and moderating. This 

will include a teaching qualification, preferably validated experience of internal moderation and assessing 

within their particular areas of expertise. 

 

As at the date of this statement, all tutors are involved actively in continuing professional development 

due to their educational roles elsewhere that includes pro bono work or, through Home Learning with 

Animal Biology and Care Education. The latter refers to course development, course management and 

online, distance learning development.  

 

The Principal, Organisation   Secretary and internal verifier have primary responsibility to seek out and 

maintain meaningful development opportunities for tutors, assessors and others including writers of 

courses.    

 

The Principal is a member of the Royal Society of Biology and a Chartered Biologist. The Organisation   

Secretary is educated to Doctorial level and is a Professor at Heriot Watt University.  
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A HEALTH & SAFETY STATEMENT 

 

Home Learning with Animal Biology and Care Education seeks to carry out all statutory duties under the 

Health and Safety at Work etc. Act 1974, to prepare and keep revised a written statement of Health & 

Safety Policy.  

This general policy statement of health & safety is the commitment of Home Learning with Animal Biology 

and Care Education 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 Home Learning 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. 

 

https://www.gov.uk/health-and-safety-executive  accessed 07.07.25 

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

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

computer monitor screen 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 

 

Home Learning with 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 (1974) and all other legislations pertaining to work-related 

activities. 

 

Home Learning with 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” – LONE WORKING 

 

Home Learning with Animal Biology and Care Education 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 manager and Principal, Home Learning with Animal Biology and 

Care Education for their scrutiny.  
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AN EQUAL OPPORTUNITY & DIVERSITY STATEMENT 

 

Home Learning with Animal Biology and Care Education promotes equality of opportunity. We ensure that 

we treat our tutors and students in a fair and consistent manner, promoting good working relationships 

and encouraging high standards of conduct and work performance.  

 

Home Learning with Animal Biology and Care Education will take action to ensure that no individual 

suffers discrimination unlawful or otherwise, on the grounds of sex, disability, age, religion, sexual 

orientation, colour, race, and nationality, ethnic or national origin or for any other reason as defined by 

legislation.  

 

Home Learning with Animal Biology and Care Education is aware of the Equalities Act (2010) including 

chapter 1, part 53 relating to qualifications bodies and chapter 1 part 60 relating to enquiries concerning 

the health of an applicant to employment.  

 

In part retrieved from: 

www.legislation.gov.uk/ukpga/2010/15/contents  accessed 07.07.25 
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Modern Slavery Policy Statement 

 

This statement is made pursuant to s.54 of the Modern Slavery Act 2015 and sets out the steps that HOME 

LEARNING WITH ANIMAL BIOLOGY AND CARE EDUCATION has taken and is continuing to take to ensure that modern 

slavery or human trafficking is not taking place within our business or supply chain. 

 

Modern slavery encompasses slavery, servitude, human trafficking and forced labour. HOME LEARNING WITH 

ANIMAL BIOLOGY AND CARE EDUCATION has a zero-tolerance approach to any form of modern slavery. We are 

committed to acting ethically and with integrity and transparency in all business dealings and to putting 

effective systems and controls in place to safeguard against any form of modern slavery taking place 

within the business or our supply chain. 

 

We operate a number of internal policies to ensure that we are conducting business in an ethical and 

transparent manner. These include: 

 

•  Modern Slavery Policy.  This policy sets out the stance of HOME LEARNING WITH ANIMAL BIOLOGY AND CARE 

EDUCATION on modern slavery and explains how employees can identify any instances of this and 

where they can go for help.  

•  Recruitment and Selection Policy. We operate a robust recruitment policy, including conducting 

eligibility to work in the UK checks for all employees to safeguard against human trafficking or 

individuals being forced to work against their will.  

•  Whistle-blowing Policy. We operate a whistle-blowing policy so that all employees know that 

they can raise concerns about how colleagues are being treated, or practices within our business 

or supply chain, without fear of reprisals. 

•  Anti-Bribery and Corruption Policy. This policy is to establish controls to ensure compliance with 

all applicable anti-bribery and corruption regulations, and to ensure that HOME LEARNING WITH ANIMAL  

BIOLOGY AND CARE EDUCATION business is conducted in a socially responsible manner. 

 

The full version of the statement and policy can be provided under separate cover. Web link: 

https://www.gov.uk/government/publications/transparency-in-supply-chains-a-practical-guide  accessed 

07.07.25 

 

Approval for this statement 

This statement was approved by: 

Name: Patricia Sang Signature  Date: Reviewed 27th July 2022; 15th April 2023’ 

07.05.24 

 

Date (financial year) 7th July 2025 
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STATEMENT OF LEARNER SUPPORT 

 

•  Advice and guidance procedures 

•  Initial assessment and induction 

As described in the Access to Assessment statement, Home Learning with Animal Biology and Care 

Education contacts the learner through an initial telephone call to discuss their needs and expectations 

from the course on offer. This conversation includes an assessment of their prior learning in terms of 

preparation for attempting a course at the given level (levels 4 to 6). Should it be decided that the learner 

is not prepared for the course and level of study an alternative course can be suggested at level 3. 

 

Prospective learners are advised as to the progression route from the course being discussed either to 

another course offered by Home Learning with Animal Biology and Care Education or, to a university or 

college that may accept alternative learning as an acceptable entry to a degree course.  

 

Where the course being discussed is a non-regulated course, learners are advised that a formal 

qualification is not gained. This is done to prevent misunderstanding on the part of the learner and to 

prevent misleading a learner of the value of the course of study. Learners are advised that some 

employers may accept the course as evidence of personal development and clear interest in the 

subject/employment area.  

 

•  A process to protect the interests of learners in the event of withdrawal 

Home Learning with Animal Biology and Care Education has in place a system to support learners should a 

qualification be removed from the Organisation   through a sanction from a UK Awarding Body or should a 

course be removed from the portfolio of studies. For the former, contact has been made with an 

appropriate establishment to support learners should Home Learning with Animal Biology and Care 

Education be sanctioned against by a UK awarding Body.  

 

•  Learning Agreement 

Learners are provided with an information document specific to their course, following the discussion of 

their needs and all other matters mentioned above. Learners are directed to the section that outlines the 

need to reveal any change to their situation that may adversely affect their achievement such as a 

disablement, personal issue or any other relevant matter. A learning agreement is in the course pack that 

is to be signed and dated by the learner to form a contract between learner and Home Learning with 

Animal Biology and Care Education. The agreement includes the understanding that the learner must 

present their work as their own and details the consequences of repeated plagiarism.  

 

 

 

 

 

 



In respect to HOME LEARNING with Animal Biology and Care Education, & their online, distance learning courses this 
document relates to the quality systems & processes in operation as at 7th July 2025   

Intellectual property of Animal Biology and Care Education issued 7th July 2025 20 

 

Course Quality Assurance Review – procedure & purpose 

 

Home Learning with Animal Biology and Care Education employs a learner and assessor/tutor feedback 

system through the course review and evaluation form (appendix v).  

 

The form is available in the course pack and as a separate document at the end of a course. The form is 

available to learners at any time should a learner request the opportunity to express specific issues.  

 

Tutors and assessors may complete the course review and evaluation form at any time although verbal 

discussions and meetings tend to over-ride this course of action. 

 

The feedback from learners is viewed by management including the verifier and Principal for evaluation of 

aspects of a specific course. Feedback from learners is a vital part of maintaining quality, meeting learner 

needs and expectations and modifying materials according to learner suggestions.  

 

In addition to course review and evaluation, new courses and existing are standardised (appendix vi) 

according to a set of criteria that matches the ethos and practices of Home Learning with Animal Biology 

and Care Education. Existing courses undergo reviews from time to time to update and renew information, 

content and to alter styles, presentation and references as necessary.  

 

Regular contact is made between tutors and the Principal to discuss development of courses, learner 

needs and welfare. A video conference or online discussion system is in the planning so that all involved 

with learner and course delivery can communicate via a virtual platform.  
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DATA PROTECTION STATEMENT - THE DATA PROTECTION ACT (1998) 

AND THE GENERAL DATA PROTECTION REGULATIONS (GDPR) 

 

 

Introduction 

1. Home Learning with Animal Biology and Care Education needs to keep certain information about its 

students and other users to allow it to monitor performance and achievements. It is also necessary to 

process information so that Home Learning with Animal Biology and Care Education can comply with its 

legal obligations, tutors recruited and paid and courses organised. To comply with the law, information 

must be collected and used fairly, stored safely and not disclosed to any other person unlawfully. 

2. To do this, Home Learning with Animal Biology and Care Education must comply with the Data 

Protection Principles which are set out in the Data Protection Act 1998 (the 1998 Act). 

3. In summary, these state that personal data shall: 

•  Be obtained and processed fairly and lawfully and shall not be processed unless certain conditions 

are met. 

•  Be obtained for a specified and lawful purpose and shall not be processed in any manner 

incompatible with that purpose. 

•  Be adequate, relevant and not excessive for that purpose. 

•  Be accurate and kept up to date. 

•  Not be kept for longer than is necessary for that purpose. 

•  Be processed in accordance with the data subject’s rights. 

•  Be kept safe from unauthorised access, accidental loss or destruction. 

•  Not be transferred to a country outside the European Economic Area, unless that country has 

equivalent levels of protection for personal data. 

4. Home Learning with Animal Biology and Care Education and all staff, tutors or others who process or 

use personal information must ensure that they follow these principles at all times. 

5. In order to ensure that this happens, Home Learning with Animal Biology and Care Education has 

developed this Data Protection Policy and the accompanying Data Protection Code of Practice. 

6. This policy does not form part of the formal contract of employment or the formal offer of a place of 

study for students but it is a condition of employment or study that employees and/or self-employed 

workers and students will abide by the rules and policies made by Home Learning with Animal Biology and 

Care Education from time to time. Any failures to follow the policy can result in disciplinary proceedings. 

 

THE DATA CONTROLLER AND THE DESIGNATED DATA CONTROLLERS 

7. The Organisation (Home Learning with Animal Biology and Care Education) as a non-body corporate is 

the Data Controller under the 1998 Act. The Principal is therefore ultimately responsible for 

implementation. However, Designated Data Controllers will deal with day-to-day matters. 

8. The Organisation may have two Designated Data Controllers. These are either one of the Organisation 

and/or the Organisation   Secretary. 
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9. Any member of staff, student, applicant or other individual who considers that the Policy has not been 

followed in respect of personal data about himself or herself should raise the matter with the appropriate 

Designated Data Controller, who would be: 

For students: The Principal(s) 

For staff and tutors: The Organisational Secretary and/or the Principal  

 

Responsibilities of Staff/Tutors 

11. All staff and tutors are responsible for: 

•  Ensuring any information that they provide to the Organisation in connection with their 

employment is accurate and up to date. 

•  Informing the Organisation of any changes to information that they have provided, e.g. changes of 

address, either at the time of appointment or subsequently. The Organisation   cannot be held responsible 

for any errors unless the staff member has informed the Organisation of such changes. 

12. If and when, as part of their responsibilities, staff or tutors collect information about other people 

(e.g. about a student’s course work, opinions about ability, references to other academic institutions, or 

details of personal circumstances), they must still comply with the guidelines for staff set out in 

paragraphs 10–13 of the Companies Data Protection Code of Practice. 

 

Student Obligations 

13. Students must ensure that all personal data provided to the Organisation   is accurate and up to date. 

They must ensure that changes of address etc. are notified to the Examinations Officer and/or the 

Principal. 

 

Data Security 

14. All staff and tutors are responsible for ensuring that: 

•  Any personal data that they hold is kept securely. 

•  Personal information is not disclosed either orally or in writing or via Web pages or by any other 

means, accidentally or otherwise, to any unauthorised third party. 

15. Staff and tutors should note that unauthorised disclosure will usually be a disciplinary matter, and may 

be considered gross misconduct in some cases. 

16. Personal information should: 

•  Be kept in a locked filing cabinet, drawer, or safe; 

or 

•  If it is computerised, be coded, encrypted or password protected both on a local hard drive and on 

a network drive that is regularly backed up; 

and 

•  If a copy is kept on a diskette or other removable storage media, that media must itself be kept in 

a locked filing cabinet, drawer, or safe. 
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Rights to Access Information 

17. All staff, tutors and students have a right under the 1998 Act to access certain personal data being 

kept about them either on computer or in certain files. Any person who wishes to exercise this right 

should complete the Subject Access Request Form and submit it to the appropriate Designated Data 

Controller (see above). 

18. The Organisation   may be obliged to make a charge of £10 on each occasion that access is requested, 

although the Organisation has discretion to waive this. 

19. The Organisation aims to comply with requests for access to personal information as quickly as 

possible, but will ensure that it is provided within 40 days as required by the 1998 Act. 

 

 

General Data Protection Regulation (GDPR) 

20. Home Learning with Animal Biology and Care Education is aware of and will comply with the 

regulations set out in the General Data Protection Regulation and carry out regular reviews to ensue 

compliance. Web link: 

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr  accessed 

07.07.25 

 

 

 

Conclusion 

21. Compliance with the 1998 Act and the GDPR is the responsibility of all members of the Organisation. 

Any deliberate breach of the data protection policy may lead to disciplinary action being taken. Any 

questions or concerns about the interpretation or operation of this policy should be taken up with the 

appropriate Designated Data Controller. 
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Commitment 

As Principal of Home Learning with Animal Biology and Care Education   I am committed to this Policy and 

to the implementation and maintenance of Data Protection at Home Learning with Animal Biology and 

Care Education and the General Data Protection Regulation. We expect every member of the Organisation   

to share this commitment and to work together to achieve it. 

 

Patricia Sang, Principal February 1st 2015 

Annual Review date February 1st 2016 

Third review 22nd May 2017 

Fourth review 20th February 2018 

Fifth review 20th March 2019 

Sixth review 27th July 2020 

Seventh review 18th August 2021 

Eighth review 27th July 2022 

Ninth review 15th April 2023 

Tenth review 7th May 2024 

Eleventh review 7th July 2025 
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STATEMENT ON WORKING WITH PARTNERS 

 

. 

Currently, Home Learning with Animal Biology and Care Education has no working partnerships.  
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CONFLICT IF INTEREST STATEMENT 

 

Home Learning with Animal Biology and Care Education will at all times adhere strictly to ensuring quality 

of assessment, correct and proper achievement of learners to safeguard its own reputation and that of any 

UK awarding Body.  

 

Surety of this is determined by: 

i. The Principal who has many years experience in standards verifying and examining the approach of 

centres to interpreting course specifications. The Principal is aware that centres may not follow the 

outcomes and assessment criteria of a specification and in so doing do not allow learners to achieve the 

qualification as it was intended.  

 

ii. An internal moderation system that allows for random sampling of learner work and assessment 

decisions of the tutor/assessor. The Principal has overall charge for maintaining quality and it is in the 

best interests of both the Organisation and awarding body that standards for achievement are met 

thoroughly and accurately according to specification requirements.  

 

 

This statement applies to non-regulated courses offered by Home Learning with Animal Biology and Care 

Education through their website as well as regulated courses offered through UK Awarding Bodies.   
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THE SAFEGUARDING VULNERABLE GROUPS ACT 2006 STATEMENT (ENFORCED FROM SEPTEMBER 2012) 

 

“Safeguarding” refers to the duties and responsibilities that those providing an education service must 

carry out to protect individuals from harm. 

 

Safeguarding is determined by the legal duties encompassed in: 

•  The Children Act 1989 and Joint Chief Inspectors Report on Arrangements to Safeguard Children 

(2002)  

and  

•  The Safeguarding Vulnerable Groups Act (2006) extends this legal duty to vulnerable adults. The 

Act sets out the type of activity in relation to children and vulnerable adults. 

 

The Safeguarding Vulnerable Groups Act (2006) places a legal obligation to ensure that every person who 

wants to work or volunteer with children and vulnerable adults is duly registered with the Independent 

Safeguarding Authority (when fully operational) and has been assessed using data gathered by the Criminal 

Records Bureau (CRB), including relevant criminal convictions, cautions, police intelligence and other 

appropriate sources. 

 

Persons to Safeguard 

The Children Act 1989 states the legal definition of a child is ‘a person under the age of 18’.  

 

A vulnerable adult is a person, aged eighteen and over, ‘who is or may be in need of community care 

services by reason of mental or other disability, age or illness; and who is or may be unable to take care of 

him or herself, or unable to protect him or herself against significant harm or exploitation’ (Department of 

Health, 2000).  

 

Home Learning with Animal Biology and Care Education acknowledges its duty to Safeguarding 

because: 

Home Learning with Animal Biology and Care Education may have contact with vulnerable adults through 

their distance learning courses.  

•  Home Learning with Animal Biology and Care Education follows the duty set out in Section 175 of 

the Education Act (2000) that reinforces the Children Act 1989 whereby a statutory duty is placed on 

governing bodies of schools and colleges to promote the welfare and safety of children. 

•  The Safeguarding Vulnerable Groups Act 2006 and the Further Education (Providers of Education) 

(England) Regulations 2006 extend this statutory duty to vulnerable adults.  
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Statement of Intent 

Home Learning with Animal Biology and Care Education ensures that processes are in place to check the 

suitability of staff working directly with vulnerable adults and demonstrate our commitment in that such 

staff have a current, satisfactory Disclosure and Barring Service (DBS) disclosure, at an appropriate level.  

 

 

We also recognise a duty to guide, support and train staff in regards to Safeguarding, to minimise risk and 

avoid situations where abuse or neglect might be alleged within the remit of distance learning contact. 

 

To support the statement of intent Home Learning with Animal Biology and Care Education will direct all 

involved with distance learning courses provided by Animal Biology and Care Education  

 

1.  To know their responsibilities namely: 

•  prevent inappropriate material being accessed  

•  guide learners of safe use of resources e.g. web, email, sharing personal information  

•  highlight that Home Learning with Animal Biology and Care Education cannot be responsible for  

the nature of the content of other materials accessed from the web  

•  to gain permission for child courses from a parent/guardian if the learner wishes to submit videos  

or pictures of young people (under 18)  

•  use plain English and explanation of terminology  

•  to report and suspected misuse or problem to management  

•  to ensure digital communication is always through professional methods  

•  to guide learners through the E-learning packages where necessary  

•  to maintain a professional level of conduct at all times in conjunction with the Malpractice and  

Maladministration Policy statements of Home Learning with Animal Biology and Care Education 

•  to be active in encouraging good practice amongst staff and promote understanding and  

awareness  

•  to respect and promote the rights, wishes and feelings of all learners and to record all such  

interaction to Home Learning with Animal Biology and Care Education in a timely manner 

•  to listen to children, young people and vulnerable adults and to record all such interaction to  

Home Learning with Animal Biology and Care Education in a timely manner 

•  to maintain an awareness of safeguarding issues related to E-learning in conjunction with Data  

Protection Act Policy statements of Home Learning with Animal Biology and Care Education to  

ensure that access to learner’s personal information remains confidential in conjunction with  

Data Protection Act Policy statements of Home Learning with Animal Biology and Care Education 

•  to respect the feelings, rights, values and intellectual ability of learners in their use of technology  

•  to handle a disclosure or incident by using the approved Complaints and Appeals policy document  
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and provide the information contained therein immediately to Management of Home Learning with 

Animal Biology and Care Education to check the content of E-learning that may be included within 

distance learning materials to ensure it meets the needs of the user group and does not include 

content that would adversely affect a child or vulnerable adult  

•  to provide one-to-one support by email and other communication (e.g. telephone) at the request  

of the learner with all due care being given to tutor and learner confidentiality and that all such 

communication be recorded on the approved online tutorial form  (appendix vii)  

•  to know the named senior member of staff responsible for safeguarding and to ensure that all and  

any communication records of whatever sort are available immediately to the named person upon 

request 

 

To support the statement if intent Home Learning with Animal Biology and Care Education will direct 

centre staff, learners and all others involved with distance learning courses provided by Home Learning 

with Animal Biology and Care Education: 

 

2. To know the responsibilities of the Learner: 

•  to use of the web safely  

•  to ensure that anti-virus software is installed on all computers  

•  to be aware of and follow responsible internet access including use of social media sites and like  

websites where contact with potentially unknown persons is likely and to refrain from adverse 

comments regarding any person that may be construed as bullying or harassment 

•  to not share passwords or user names for any reason whatsoever and to change passwords and user  

names on a regular basis  

•  to contact their tutor for advice on any aspect of their course and other matters they feel can be  

supported by their tutor 

•  to choose the correct level of programme for their ability and to report to their tutor of concerns  

regarding this aspect of their studies 

 

 

Review of this policy 

The Safeguarding policy will be included in the annual review for all Organisation   policies and modified 

according to organisational and legal needs with reference to the Independent Safeguarding Authority and 

the change implemented on 1st December 2012.  The Criminal Records Bureau (CRB) and the Independent 

Safeguarding Authority (ISA) have merged to become the Disclosure and Barring Service (DBS). CRB checks 

are now called DBS checks. Information retrieved from: 

https://www.gov.uk/government/organisations/disclosure-and-barring-service  accessed 07.07.25 

https://www.gov.uk/disclosure-barring-service-check/overview accessed 07.07.25 
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Reporting of alleged abuse 

Any person should do so through the Complaints and Appeals Procedure process with direct contact to 

Home Learning with Animal Biology and Care Education in the case of a situation that is deemed urgent. 

The Complaints and Appeals policy can be accessed via an email request. 

 

 

Signed:   Date: reviewed 27th July 2022; 15th April 2023; 7th May 2024  

P. A. Sang, Principal 

Review of statement due date: 1st February 2016  

Review of statement 22nd May 2017 to state a current DBS for the Principal.  

Review of statement 20th February 2018 

Review of statement 10th March 2019 

Review of statement 18th August 2021 

Review of statement 27th July 2022 

Review of statement 15th April 2023 

Review of statement 7th May 2024 

Review of statement 7th July 2025 
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Appendix i  

 

Tutor/Assessor Observation Record  

/ Double-Marking Standardisation Record 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



In respect to HOME LEARNING with Animal Biology and Care Education, & their online, distance learning courses this 
document relates to the quality systems & processes in operation as at 7th July 2025   

Intellectual property of Animal Biology and Care Education issued 7th July 2025 32 

 

Tutor/Assessor “Observation” Record Form 
All observations involve a review of tutor/assessor feedback & assessment of learner work  

Tutor/Assessor:                                                                 Observer:  

Course & Unit: 
 
 

Date: 
 

Learner: 
 
Work title: 

Please give examples of each question 
Has the tutor/assessor: Given feedback of any kind in the work? 

 
 
Given constructive feedback? 
 
 
Marked assessed work accurately i.e. according to the prescribed 
marking scheme? 
 
 
Answered any learner questions? 
 
 
Responded to the learner question effectively if relevant? 
 
 
Shown evidence of Good Practice if relevant? 
 
 

Please use this space for any 
other comments  
 
 
 
 
 
 
 

Indicated support is required (for learner and/or tutor assessor)? 
 

Does the verifier agree with 
marks awarded by the assessor? 

Yes/No – please comment on specific aspects 

  
Sent to Home Learning with 
Animal Biology and Care 
Education (Date) 

Observation 
No. 

This form is to be kept for a minimum of 12 months 
after receipt. Approximately 10% of marked work 
should go through an observation (moderation 
process)  
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Appendix ii 

Learner Agreement 
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LEARNING AGREEMENT –  PROVIDED UNDER SEPARATE COVER FOR EACH COURSE  

 

A part of the contract between you the learner and Home Learning with Animal Bio logy 

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

confirm that a l l work submitted for assessment is  your own, with no copying from 

sources produced by another person and that work submitted wi l l not be that of 

another on your behalf. To confirm your commitment to producing work that is  an 

honest and true ref lection of your abi lit ies, the fol lowing agreement needs to be 

signed, dated and returned to Home Learning with Animal Bio logy and Care Education 

 

LEARNER AGREEMENT 

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

sent for marking wi l l  be my own work, that copying from sources other than my own 

wil l be regarded as plagiarism* as wi l l 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 materia ls 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 materia l wi ll 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.  

 

Home Learning with Animal Bio logy and Care Education agrees to deliver a quality 

programme of study for the specif ied course that wi l l ref lect the level advertised and 

assessed accurately and consistently according to the level of  demand. 

Learning agreement s igned on behalf of Home Learning with Animal Bio logy and Care 

Education by: 

 

Name:     Date:  
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Appendix iii 

Appeals & Complaints First Stage  
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Home Learning with 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 number:  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. 

 

 

 

 

 

 

 

 



In respect to HOME LEARNING with Animal Biology and Care Education, & their online, distance learning courses this 
document relates to the quality systems & processes in operation as at 7th July 2025   

Intellectual property of Animal Biology and Care Education issued 7th July 2025 37 

 

 

 

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, Home Learning with Animal Biology and Care Education 26 Tuttles Lane West, Wymondham, 

Norfolk NR18 0DS, UK.  The Examinations Officer or other responsible person will respond to the complaint 

within seven working days.  

 

This form is provided under separate cover in MS Word format or similar, compatible format.  
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Appendix iv 

Appeals & Complaints Second Stage  
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Home Learning with 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, Home Learning with 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 and, why the first stage complaint process 

has been unsatisfactory 

 

 

 

 

 

 

 

 

 

 

This form continues on the next page. 
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Your Signature: 

 

 

Date: 

 

 

Please return the completed form to the Principal at email or by post to: The Principal, Home Learning 

with Animal Biology and Care Education: 26 Tuttles Lane West, Wymondham, Norfolk, NR18 0DS, UK. The 

Principal will respond to the complaint within seven working days.  

.  

This form is provided under separate cover in MS Word format or similar, compatible format. 
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Appendix v 

Course Review & Evaluation 
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Course Review & Evaluation Form for Tutors & Learners of Online, Distance Learning Courses through 

Home Learning with Animal Biology and Care Education Page 1 of 3 

 

Course name:  
 
Learner name: 

Do you feel you have learned anything from this course?  

Learners: Please give some examples 

 
Verifier / 

Principal actions 
& 

acknowledgement 

Learner feedback: 
 

 

Tutors: Please give some examples  

Tutor Feedback: 
 

 

Do you feel this course could be improved?  

Learners: Please give some examples  

Learner feedback: 
 
 

 

Tutors: Please give some examples  

Tutor Feedback: 
 
 
 
 
 
 

 

 

 

Please go to the next page 
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Course Review & Evaluation Form for Tutors & Learners of Online, Distance Learning Courses through 

Home Learning with Animal Biology and Care Education Page 2 of 3. 

 

Have you set yourself any future goals?  

Learners: Please give some examples 
Verifier / 

Principal actions 
& 

acknowledgement 

Learner Response: 
 
 
 
 

 

Tutors: Please give some examples  

Tutor Response: 
 
 
 

 

The next part of the feedback form concerns specific aspects of how the 
course is run 

 

1. Communications  

Please comment on the quality/standard of email communication with your Tutor 

Learner Response: 
 

 
 

 

Please comment on the quality/standard of email communication with the IV or the organisation 
in general 

Tutor Response: 
 
 

 

2. Communications - support  

Please comment on your experiences in asking for & receiving support for the course 

Learner Response: 
 
 
 

 

Please comment on your experiences in asking for & receiving support for tutoring, course writing 
or course materials writing 

Tutor Response: 
 
 

 

Please go to the next page 
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Course Review & Evaluation Form for Tutors & Learners of Online, Distance Learning Courses through 

Home Learning with Animal Biology and Care Education Page 3 of 3. 

 

Any other comments you would like to make? Verifier /  Principal 
actions 

&acknowledgement 

Learner Response: 
 
 
 
 
 

 

Tutor Response: 
 

 
 
 

 

Thank you for completing this Course Review & Evaluation form.  
Your feedback is used to review & evaluate courses, processes & support systems for ideas to improve 

& develop how things are done for online distance courses.  
Learner signature: 
 
 
& Name:  
 

 
 
Date: 

Tutor signature: 
 
 
& Name:  
 

 
 
Date: 

 

 

This form is provided under separate cover in MS Word format or similar, compatible format. 
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Appendix vi 

Course Standardisation 

New Courses  

Non-regulated materials are involved 
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Course Materials Monitoring Report 

Course Materials Monitoring Report  
Course Name & equivalent 
level (1, 3, 4, 5 etc.) 

 
 

Number of units in the 
course 

 

 
Writer/author 
 

 

Internal verifier Name 
 

 

Feedback presented to  
 

Date: 

Section 1 
Internal verifier assessment of course materials – give relevant, meaningful examples please 

a. Learning outcomes identified 
clearly & accurately 

 
Yes 

 
No 

b. Learning content matches the 
outcomes clearly & accurately 

 
 

Yes 

 
 

No 
c. Assessment criteria match 
outcomes & learning content clearly 
& accurately 

 
Yes 

 
No 

d. Each assessment matches the 
learning outcome, content & 
assessment criterion 

 
Yes 

 
No 

e. Learning materials match the 
advertised level of the course 

Yes No 

f. Assessments match the 
advertised level of the course 

Yes No 

g. Content reflects the Equal 
Opportunities Policy e.g. language 

 
Yes 

 
No 

h. Presentation is acceptable e.g. 
spelling, grammar, layout 

 
Yes 

 
No 

i. Referencing adheres to 
copyright legislation 

Yes No 

j. Presentation modified for 
specific needs 

 
Yes 

 

 
No 

Section 2 
Internal verifier comments of their assessment of course materials 
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Course Materials Monitoring Report contd. 

Section 3 

Presentation of Learning Outcomes against Grading Criteria 

Please list the learning outcomes against the relevant assessment criteria & assessment content 

Learning outcome  Matching Assessment Criteria Assessment content 

  

 

 

 

 

 

 

 

Course Materials Monitoring Report contd. 

Section 6  

Verifier statement of the course materials’ “Fitness for Purpose” 

Please state briefly if the course is Fit for Purpose e.g. “All the content & assessment criteria match the 

learning outcomes and all assessments match their relevant assessment criteria and at the level advertised 

for the course”.   

 

 

 

 

 

If it is not Fit for Purpose, please state briefly why e.g., “The content and/or assessment criteria do not 

match the learning outcomes; assessments do not match their relevant assessment criteria and/or at the 

level advertised for the course”.  

Other reasons: e.g. “Presentation is not to standard required (spelling, grammar, formatting etc.)”; 

“Wording is not compatible with set policies”.   Give details of how to correct the issue(s) please. 

 

 

Signed (Verifier name) & dated: 

Signed (Principal) & dated: 

 

This form is provided under separate cover in MS Word format or similar, compatible format. 
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Appendix vii 

Online/telephone tutorial record 
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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: 

 

Addendum 

20th March 2019. Records of a telephone conversation will be noted in the learner’s general record 

document which is available for inspection at any time.   
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Completion of Quality Systems and Documents of Home Learning with Animal Biology and Care Education- 

Policies, Procedures & Statements as constructed 1st February to 6th April 2015. 

 

Review date: 1st February 2016 

Third review with updating: 22nd May 2017 

Fourth review with updating 20th February 2018 

Fifth review with updating 16th November 2018 

Sixth review and updating 20th March 2019 

Seventh review 27th July 2020 

Eighth review 18th August 2021 

Ninth review 27th July 2022 

Tenth review 15th April 2023 

Eleventh review 7th May 2024 

Eleventh review 7th July 2025 

 

 

 

 

 


