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Introduction to the                             

British and Irish Association 

of Zoos and Aquariums (BIAZA)                

Working together for wildlife

BIAZA was originally constituted as the Federation of Zoological Gardens of Great Britain and Ireland (Federation of Zoos) in 1966.  A name change to the British and Irish Association of Zoos and Aquaria was effected in November 2004.. It is registered as a conservation, education and scientific wildlife charity (Registered Charity Number: 248553) The original motivation arose from a mutual desire within the zoo community to see sound principles and practices of animal management widely adopted in the British Isles and Ireland. Today BIAZA, is the principal, professional zoo body representing the responsible zoo community in Britain and Ireland.  
The British and Irish Association of Zoos and Aquariums (BIAZA) is the professional organization representing the zoo and aquarium community in Britain and Ireland. Founded in 1966 (as the Federation of Zoological Gardens of Great Britain and Ireland), it leads and supports its members:

- to inspire people to help conserve the natural world

- to participate in effective co-operative conservation programmes

- to deliver the highest quality environmental education, training and research

- to achieve the highest standards of animal care and welfare in zoos, aquariums and in the wild.

From an office in London (based within ZSL London Zoo), and guided by the BIAZA Council, BIAZA’s CEO works with a small staff team to coordinate and support the activities of members via a number of committees and taxon working groups.
If animals are to be exhibited it is important that both the reasons and objectives for so doing are clearly defined and that the highest standards of welfare are promoted.  In addition to the provisions laid down by the Zoo Licensing Act (1981) which set mandatory standards that are amongst the highest in the world and which BIAZA helped to formulate, BIAZA member-collections must undertake work in the fields of conservation, education and non-invasive biological research under the terms of the Constitution and the Codes of Practice.

One of the key functions of BIAZA is the production of policy and guidelines to ensure that good animal welfare is maintained and updated in zoos and other wildlife collections.

BIAZA members also assist with EAZA’s annual conservation campaigns, making significant contributions.
Zoos often form partnerships to increase their ability to conduct in situ work and in 2007 BIAZA, in partnership with the World Land Trust, initiated the first BIAZA conservation project, in Brazil.  This allows the Association to make a more positive contribution to field conservation and provides an opportunity for all members to participate in the Brazilian programme.

Conservation projects are not just targeted at exotic species in foreign countries. BIAZA members also support British native wildlife by working in partnership with statutory conservation bodies such as Natural England - the government’s advisor on the natural environment. This is an important part of the government’s UK Biodiversity Action Plan working to halt or reverse the decline of many of our threatened native species. This collaboration encompasses the development of breeding and animal management techniques and public awareness programmes for, currently, over 29 native species including the dormouse, red squirrel, sand lizard, smooth snake, wart-biter cricket, two species of moth, the tadpole shrimp and Britain’s rarest spider - the Ladybird spider.

The BIAZA Native Species Working Group assists members in coordinating this important work.

Member Zoos and Aquariums also provide direct support for in situ conservation projects with other partners whether NGO’s or conservation charities.

Education Role

Education, of which environmental education is a major element, is also a primary function for BIAZA member zoos, with 80% of member-collections employing full-time or part-time staff, though relatively few receive financial assistance from local authorities. More than 800,00 people (mainly children) come to BIAZA collections each year on an organized educational visit.

In Great Britain and Ireland more than 24 million people visit BIAZA collections annually. Research indicates that many diverse groups make up the visitor profile, spanning all ages, educational abilities, social, ethnic and cultural backgrounds, thus giving an extra dimension to the education potential of zoos. Zoos play a major role in raising people’s awareness of, the natural world and thereby inspiring them to appreciate and support the wider conservation issues.

BIAZA will continue to offer its expertise, advice and experience to the on-going debate and formulation of zoo policies and, along with the vast majority of the British public, shares a vision of all zoos being centres of excellence, thus making a valuable contribution to the conservation of the natural world.

BIAZA also organises a variety of meetings and conferences for its members which are listed on the events section of the BIAZA website.  A BIAZA Research Symposium is also held annually and open to all to attend. BIAZA also engages with its members in regional and local meetings (including regional zoo education meetings held in different parts of the UK several times a year) and through the Taxon Working Groups, which connect into the TAGs that are now operated on a European basis.
Regular BIAZA publications include BIAZA News, a quarterly magazine sharing member information and updates, and Enews, a monthly electronic newsletter.  Contributions to these publications are always welcome.
BIAZA also organises press campaigns such as the ‘Top Ten Species Reliant on Zoos’, and manages campaigns to raise awareness and funds for specific conservation projects and NGOs such as the World Land Trust.

BIAZA has taken a lead role in encouraging the professional development and training of zoo staff, particularly zookeepers, supporting Sparsholt College in the delivery of the Diploma in the Management of Zoo Animals.
Introduction to the College

What’s in a name?

Sparsholt College takes its name from the parish of Sparsholt in which it is situated and the neighbouring village.  Pronounced “Spar – sholt” (not “Spars – holt”), the name derives from two old English words:


Spar –
a straight timber for making spears, 




roof timbers, etc.


Holt -
an area of managed woodland.

Thus, rural industry, reflected in the local name, continues to be taught and promoted in its modern forms by the College today.

History

Hampshire County Council was the fourth in England to commit bricks and mortar to agricultural training and the county’s first Farm School was opened in November 1899 at Old Basing, near Basingstoke.  Its aim was “to provide instruction in the science and practice of agriculture and gardening, but particularly to make the practical side approach as nearly as possible to business conditions, consistent with educational purposes and to provide a centre for domestic work in the county”.

In September 1914, the Farm School was transferred to the 400 acre (158 ha) Westley Farm at Sparsholt, specially bought for the purpose by the County Council.  Staff and students made do with huts, barns and Westley farmhouse until 1926, when a new College building (now the administrative centre) was opened.

Numbers of students remained in the 30’s and 40’s for many years, with the development of farm and horticultural buildings in line with modern practice of the times.

Between 1970 and the present time, other College educational buildings have developed to accommodate a rapid growth in student numbers as the breadth of land-based subjects was expanded and the depth of academic progression reflected up to six levels of course qualifications.  Higher Education at the College began in 1983, with the introduction of an HND in Fishery Studies. Since then, HE courses have multiplied. The College is directly funded for its Higher Education courses, not as a subsidiary of university-based courses. 

In common with all colleges of further education, the College became independent from the County Council in 1993 and is now funded, for FE courses, from central government through the Learning and Skills Council.

In 2006 / 07, Sparsholt merged with a general FE College - Cricklade College which was renamed Andover College. Both campuses continue to operate under the umbrella of Sparsholt College Hampshire.

The present day College has excellent teaching and training facilities both for theory and practical classes.  A superb library and a range of  computer suites reflects the need to keep pace with new methods of learning and electronic delivery and assessment are being developed – within this course particularly.
More than 2500 full-time students and 3,500 part-time enrolments have increased the demand for new teaching space and, to this end, the Sainsbury building, incorporating classrooms, lecture theatre and laboratories was opened in December 2000.

Many students use the highly developed residential, social and sports facilities at the College (over 400 single study rooms on site most of which are en-suite).

Over its 100 year history, Sparsholt College has become one of the largest colleges of its kind in the country and, with highly rated educational standards, one of the best regarded.  As with all Further and Higher Education institutions, Sparsholt College is subject to government standards and inspection processes.  Graded results from the last three inspection reports and recently awarded Centre of Vocational Excellence (CoVE) status show the College to be in the highest league and should give every prospective student full confidence in the quality of their course provision.

A reputation alone does not “make” a college, nor do familiar buildings and top class resources; it is also the commitment of a dedicated staff and the motivation of the students which contribute to that “something special” which is Sparsholt College.

Faculty of Animal Mangament 
The faculty runs a wide range of full-time and part-time courses across a range of levels in Animal Management including level 1,2 and 3 Diplomas, Foundation degrees and BSc’s in Animal Management and Veterinary Nursing.  The Section has strong links with a large number of zoological collections and values the opportunities that this gives for investigational and research work into behaviour and nutrition.  

Level 3 Diploma in the Management of Zoo & Aquarium Animals 

Course Design
The course was originally designed by representatives of the Zoo Community and supported by the Education Committee of the Federation of Zoological Gardens of Great Britain and Ireland (Originally, a qualification known as the Zoo Animal Management Course (ZAMC), which was also a distance learning course had been run in partnership between the Zoo Federation and the National Extension College in Cambridge. This qualification ceased in the mid 1990’s). Since BIAZA superseded the Federation, the course sits under the Education and Training Committee. 
In 2003, the former qualification the Advanced National Certificate in the Management of Zoo Animals (ANCMZA) was validated and enrolled students until September 2009 when it had to be replaced at the end of the course cycle.
In 2010, the Diploma in the Management of Zoo and Aquarium Animals (DMZAA) was validated as the successor qualification. 

Unit content has been devised in such a way that delivery is by distance learning mode with a regional network of support by regional co-ordinators and zoo tutors.  This helps to ensure that local needs of candidates are met.

In line with other National qualifications at this level it is recommended that candidates should undertake 450 hours of study for both core and optional units that are required for certification.  Generally, the period of study will be over 2 years.

Candidates will in most situations be directly employed by the Zoo Community and while particular and specific entry qualifications are not imposed it is expected that suitable literacy and numeracy skills will be apparent.

Since employers will generally be in a position to recommend candidate suitability, it is anticipated that an appropriate ability to read and interpret written tasks, write legibly and perform calculations to an acceptable level will have demonstrated before entry to the course.

Qualifications at NVQ level 2, plus GCSE’s will help these requirements.

Mature candidates seeking specialist knowledge and/or a career change plus those who may already have qualifications at level 3 or above will also be considered for the course.

Introduction to the Course

It is directed towards candidates who

· are employed within zoological collections

· wish for career progression within the sector

· wish to develop skills learnt from other qualifications (First Diploma, National Certificate, National Diploma or GNVQ)

· are considering progression into higher education

The award is also suitable for school leavers, who transfer directly into zoo employment after taking GCSE qualifications, and who after a period of experience have gained sufficient practical knowledge to underpin the requirement of learning outcomes.  

Other candidates for whom the award is appropriate include adult learners or personnel who act as zoo volunteers and wish to achieve greater understanding of how animal collections are managed.

General information

The content of the course units has been specifically designed by members of the zoo community in the UK to meet their training and progression needs.  In devising the award, every effort has been made to honour the requirements they have identified and formulate them into a coherent and relevant programme of learning and development.

To gain the Level 3 Diploma in the Management of Zoo and Aquarium Animals, candidates must undertake assessment for all core units (Units 001-012), plus six units from the range of optional units (013-033).
All core units with the exception of the Research Project and Specialist Husbandry (Units 011 and 012) have a value of 6 credits assigned to them.  Units 011 and 012 have a unit value of 10 credits on account of their particular value to individual candidates in empowering them with the opportunity to develop their particular area of interest.  Units 012-023 have a value of 7 credits.
Candidates therefore require an aggregated value of 122 credits in all to achieve the full award.

	Core Units

	Unit 1
	Roles, Organisation & Administration of Zoos and Aquariums
	Year 1

	Unit 2
	Research in Zoos & Aquariums
	Year 1

	Unit 3
	Education & Learning in Zoos and Aquariums
	Year 1

	Unit 4
	Conservation and Collection Planning in Zoos and Aquariums
	Year 1

	Unit 5
	Enclosure Design and Maintenance in Zoos & Aquariums
	Year 1

	Unit 6
	Conservation Breeding in Zoos & Aquariums
	Year 1

	Unit 7
	Animal Records & Transportation in Zoos & Aquariums
	Year 1

	Unit 8
	Nutrition in Zoos & Aquariums
	Year 1

	Unit 9 
	Principles & Practice of Horticulture in Zoos & Aquariums
	Year 1

	Unit 10
	Animal Health Strategies in Zoos & Aquariums
	Year 1

	Unit 11
	Animal Research Project
	Year 2

	Unit 31
	Specialist Husbandry Portfolio
	Years 1 & 2


	Optional Units

	Unit 12
	Management of Invertebrates in Zoos and Aquariums
	Year 2

	Unit 13
	Management of Freshwater Fish in Zoos and Aquariums
	Year 2

	Unit 14
	Management of Live Food Culture in Zoos and Aquariums
	Year 2

	Unit 15
	Management of Marine Fish in Zoos and Aquariums
	Year 2

	Unit 16
	Management of Elasmobranchs in Zoos and Aquariums
	Year 2

	Unit 17
	Management of Coral Reef Aquariums in Zoos and Aquariums
	Year 2

	Unit 18
	Management of Aquatic Mammals in Zoos and Aquariums
	Year 2

	Unit 19
	Management of Chelonia and Crocodilians in Zoos and Aquariums
	Year 2

	Unit 20
	Management of Snakes and Lizard – like – Reptile in Zoos and Aquariums
	Year 2

	Unit 21
	Management of Amphibians in Zoos and Aquariums
	Year 2

	Unit 22
	Management of Aviary Birds in Zoos and Aquariums
	Year 2

	Unit 23
	Management of Aquatic Birds in Zoos and Aquariums
	Year 2

	Unit 24
	Management of Raptors in Zoos and Aquariums
	Year 2

	Unit 25
	Management of Paddock Birds in Zoos and Aquariums
	Year 2

	Unit 26
	Management of Primates in Zoos 
	Year 2

	Unit 27
	Management of Small Mammals in Zoos
	Year 2

	Unit 28
	Management of Carnivores in Zoos
	Year 2

	Unit 29
	Management of Ungulates in Zoos
	Year 2

	Unit 30
	Management of Elephants in Zoos
	Year 2

	Unit 32
	Training and Enrichment in Zoos and Aquariums
	Year 2


Course Delivery Structure – see Fig 1 below:

Course Manuals
Each of the above course units has a purpose-written manual containing information to give you some initial guidance on how to complete the assignment.  Please note that they were not designed to be comprehensive in their content, and you should therefore expect to use a variety of other information sources as well.

PLEASE NOTE THAT THE CONTENT IS SUBJECT TO COPYRIGHT (HELD BY THE BIAZA) AND MANUALS SHOULD NOT BE PHOTOCOPIED OR DISTRIBUTED TO OTHERS.  





Summary of Main Events in the Cycle of the Course

	Induction Day (Year 1)

at Regional Centre

(September/October)


Completion of Assignments 

(one per month)


Attend residential at Sparsholt College Hampshire (September or October)

Attend three individual tutorials

with Regional Co-ordinators


National Test early September

(Resits apply for subsequent year)


Results

(Available mid November)


	
Induction Day (Year 2)

at Regional Centre

(September/October)




Completion of option 



subjects (two per two months)



(Special study and Specialist 


Husbandry portfolio by June)


Final results


Exam resits

agreed at College 

Examiners meeting July


Results released

City & Guilds certificates 

released


Attendance at College 

Presentation Day July
Please note that all Year 2 work including resubmitted referrals must be with your Regional Coordinator by 1st June.



Course Registration
Course and registration fees are paid to Sparsholt College Hampshire before the induction day.  The College registers candidates for an award with City & Guilds.  

Induction Days

The course begins when candidates attend an Induction Day at a Regional Centre.  These have been designed as a means of bringing together all candidates within a geographical region around a nominated regional centre.

As part of Induction, course materials will be distributed to students, the main events and learning pathways relevant to the course will also be explained.

Regional Centres and Co-ordinators
There are currently eight Regional Centres located at the following zoos:  

	Blackpool Zoo -
	Co-ordinator:  Natalie Ward (Education, Conservation & Research Manager).

Telephone contact: 01253 830818

email address:  natalie.ward@blackpoolzoo.org.uk 

	Bristol Zoo -
	Co-ordinator:  Debbie Berry (Education Dept)

Telephone contact:  0117 974 7368

email address:  dmzaa.co-ordinator@bristolzoo.org.uk 

	Chester Zoo -
	Zoo tutor: Pennie Rudd (Registrar) 

Telephone contact:  01244 650280

email address:  p.rudd@chesterzoo.org  
Kate Brankin (Education Secretary)

Telephone contact: 01244 650205
email address: k.brankin@chesterzoo.org  

	Dudley Zoo -
	Co-ordinator:  Dave Beeston (Registrar & Research)

Telephone contact:  01384 215322

email address:  research@dudleyzoo.org.uk

	Dublin Zoo -
	Co-ordinator: Andy Beer

Telephone contact:  01962 797596
email:  andy.beer@sparsholt.ac.uk

	Edinburgh Zoo -
	Co-ordinator:  Ross Poulter
Telephone contact:  0131 314 0315
email address:  rpoulter@rzss.org.uk 

	ZSL (London Zoo) -
	Co-ordinator:  Katriona Smith
Telephone contact 0207 449 6501
email address:  Katriona.Smith@zsl.org 

	Sparsholt -
	Co-ordinator:  Penny Hounsome 
Telephone contact: 01962 - 797390  
email address: penny.hounsome@sparsholt.ac.uk 

	Sparsholt College Hampshire -
	Course Director:  Andy Beer

Telephone contact:  01962 776441 or 797596
email:  andy.beer@sparsholt.ac.uk


Key Staff

Regional Coordinator

The Coordinator is responsible for the administrative side of the work and if you have any queries regarding registration, your marks or assessor’s comments these should be directed to him or her.  Coordinators are the link between you and your assessor.  They log every assignment that you submit and then the marks awarded when it is returned.  He / she also holds copies of all your assignments for external verification.  The coordinator will conduct a number of individual tutorials throughout the course and it is recommended that you use these tutorials as an opportunity to clarify any queries or worries you may have.   It is a requirement of the course that you have three individual tutorials with your regional co-ordinator each year.  You will be notified of these well in advance and it is essential that you turn up for these and make use of them.

The purpose of these is to provide a formal opportunity for your progress to be reviewed and documented and for you to have any queries addressed.

(You should take draft assignments with you to the tutorials and be prepared to discuss your strategies in attempting them and how you plan to derive suitable information.)

Zoo Tutor

Every institute with students conducting this course has at least one zoo tutor.  The zoo tutor’s role is to help guide the development of your assignments through assistance with aspects of report writing and locating resources.  In many cases the zoo tutor can act as a link with other zoos and outside experts for project work.  If you are concerned about your marks or are having trouble with a particular task it is a good idea to consult your zoo tutor before handing work in.  Zoo tutors also help to maintain contact with each Regional Co-ordinator.

Assessor

Each region has an assessor who marks all Year 1 assignments.  In Year 2, assignments are sent to specialist assessors who mark all assignments in the whole country for their particular unit.  Assessors are employed by Sparsholt College to examine and grade written assignments.    

Ultimately you are responsible for the quality of your work.  However the staff  above have been assigned to assist you in your studies so if you have any worries or queries that may affect your work please do not hesitate to contact them.  
Zoo tutors also help to maintain contact with each Regional Co-ordinator.

In addition, candidates will be required to attend a five-day residential block during the two-year course.  Dates of these are available on request.

Assessment and Quality Assurance

The assessment strategy is based upon a programme of assignments devised in conjunction with representatives of the zoo community.  Each assignment will be internally and externally verified using existing quality assurance pathways and procedures.  This will ensure that national standards are maintained throughout the programme.

Candidates will also be required to sit a national examination in the core units 1-10.  This will be set by the College in conjunction with the regional Co-ordinators and marked in accordance with recognised grading criteria.

The quality assurance process will include:

· monitoring by a City and Guilds External Verifier

· monitoring by the centre’s existing Internal Verification processes

· the initial validation and approval pathway

The written test will assess the knowledge and understanding of core units only and is synoptic (ie covers the content of more than one unit).  It takes the form of two short answer paper (2 hours duration each). It will be held on one day per year for each cohort and candidates will be expected to sit this at their regional centre. The date will be in September following the year of enrolment   and there is an opportunity for a resit in the following March.
Each unit will also be assessed by one assignment.  In the case of optional units, the assignment will form the sole means of assessment. 

Units are graded (Pass, Credit and Distinction).  A pass grade reflects the achievement level required for parity of knowledge and understanding at NVQ level 3 and results from the ability to follow instructions and procedures.  Credit and Distinction grades will represent further developing ability in application of knowledge and information to a range of situations and may involve adaptation to change and problem resolution. 
The performance on the course will also receive an overall grade of either Pass, Merit or Distinction.

Candidates can only claim success in units 001-010 if they have successfully completed both the examination and the assignments assessment component. 

The process of assessment is summarised in the following diagrams, see pages 13 and 14 which detail how assignments are handled and examinations are arranged.

Assignment Work

Submission of assignments

1.
Please use Word to complete assignments. If you do not have Microsoft Office, please download libra office (a free alternative from the internet).  Please do not use the PDF, ODT or works formats.

2.
If you cannot upload your assignment onto ledge for any reason, please do not e mail it to your regional co-ordinator or your assessor.  They cannot upload it for you.  It is possible to extend the opening times for ledge.

3.
In case of referrals, you will have to ask you co-ordinator to re-open ledge for you.  If you try to upload after the deadline has passed, you will find that there is not an option for you to do so.  Please do not upload referrals to other units as this only causes confusion!!

4.
Ensure ‘referral’ is mentioned in the title name when it is uploaded.

5.
Please ensure that you include a title page which includes unit1.docx.  (Referrals - unit1referral.docx) header and footer with Name, City & Guilds.

6.
Ensure that appendices are included in the same.

7.
Only resubmit the task(s) that you need to – not the whole assignment.

(a)
Collusion or Plagiarism in Assignment Work (Cheating)
All assignments must be completed and submitted on an individual basis.  It is appreciated that there may be sharing of source data and information, but evidence of collusion beyond this will not be accepted and may result in a Fail grade being awarded to all those identified as being involved.  Where plagiarism is suspected and proven, tasks will be referred by the Assesor so that you can resubmit them in your own words.  (In cases where it is suspected but not proven, your attention will be drawn to it as a matter of concern by the Assessor).
Where it is appropriate to use material from other sources, such as a passage of text or a diagram, both the material and the source should be properly acknowledged in the assignment.  Your Zoo Tutor or Regional Co-ordinator will advise on a referencing system appropriate to your course programme.  Where plagiarism is suspected and proven, tasks will be referred by the assessor, so that you can re-submit them in your own words.  In cases where it is suspected but not proven, your attention will be drawn to it as a matter of concern by the assessor.
(b)
You are responsible for handing your work in at the correct time and must ensure you are aware of hand-in arrangements for each piece of assessed work.

(c)
Handing in work late is not acceptable.  This will result in a Referral grade being awarded in the first instance and may result in a Fail grade being awarded, if the terms of the Referral are not met.  If you have a problem with completing a piece of work see the member of staff involved in plenty of time before the hand-in date and provide evidence of the work that has been done so far.

(d)
You should start work on assignments as soon as possible after they have been set, as this will help avoid the unnecessary build up of work.

(e)
It is essential that all assignment work is completed by the deadline date set to ensure that the overall work programme for the course keeps to schedule.  Please ensure that you send your assignments to your Regional Co-ordinator who will then direct them to the appropriate national assessor.

SPECIFICATION OF ASSIGNMENTS

Assignments will be submitted electronically via the College’s Virtual Learning environment Ledge, which sits alongside MOODLE. Instructions on how to do this will have been received during the Induction day at the Regional Centre. You will also receive feedback electronically as well.
For the Specialist Husbandry portfolio, a program called Mahara is used in which the evidence is arranged as a personal webpage. You will receive instruction on this during induction and the residential block where the templates and exemplar material will be demonstrated.  
Word Limits

The majority of tasks in the Assignment handbooks have suggested word limits assigned to them.

These are a guide as to the expected length of each task.  Assessors interpret words limits according to an accepted guideline of there being a 10% threshold on them.

For example if a task has a word limit of 300 words, the application of the threshold means that the word limit becomes 300 ( 10% ie 270-330.
In some tasks, you will be expected to be concise where the instruction may be ‘summarise in detail’ for a task of 500 words.  The apparent conflict in providing detail within a task with a low word count means that you should only include what is directly relevant.

If you still have doubts or concerns please discuss this with your co-ordinator or a member of the College team. 

The following position has been agreed on how to deal with learners who do not appreciate the need to be concise. Learners who exceed the word count by twice the suggested guidance will have this drawn to their attention.  If this continues to be a problem after two warnings then the task(s) or assignment should not be marked and the matter referred to the Regional Co-ordinator who will work with the learner to reduce the length of the assignment.
Referrals
(a)
Assignments

As stated above, you should always aim to submit assignments to ‘Ledge’ by the deadline date (see table on p21).  This is necessary because the Assessor Team like to assess all assignments from a regional centre at the same time and to provide timely feedback within 10 days. Clearly a scattered hand in of assignments does not assist this process.


Exceptional arrangements can be made with your Regional Co-ordinator, but please try to give as much notice as possible.  Where work is handed in late and you have not negotiated alternative arrangements, the maximum grade that can be awarded is a pass.  Please note that requests for deadline extensions must be documented and you will have to contact the College for permission to upload your assignment late because of a bar to prevent late hand ins.  Where assignments are referred because a task or tasks do not meet the required standard the process is as follows: 


When resubmitting an assignment that has been referred, please note that you only need to submit the required tasks. Please seek guidance from your regional co-ordinator if there are any queries. 
(i) The Assessor will grade the assignment as referred and indicate which tasks are involved. The Assessor will specify the time period you have within which to modify the work – this will normally be one month and is the date by which time the work should have been resubmitted to Ledge.
(ii) The Assessor will regrade the work as required and award a maximum of a pass grade for tasks which were referred if they meet the required standard. The overall grade will not be capped at a Pass.
(iii) Where the referred assignment is re-assessed, but does not meet the required standard, a FAIL grade will be recorded on Ledge. 

(iv) Receiving a fail grade does not mean that you automatically fail the module.  It simply means that you have to repeat and submit the whole assignment under guidance from your Regional Co-ordinator.

Please note that where work that has been referred and is not returned to the Assessor within the specified time period, it will automatically be given a FAIL grade.  If you have notified your Regional Co-ordinator about particular difficulties you have in meeting the deadline, this ruling will not apply.

Please note that when submitting work that has been awarded a FAIL grade, a maximum time period of one month from the date you receive notification of the FAIL grade will be allowed for you to redeem the FAIL grade put in place. Please note that in this case the maximum grade that can be attained is a PASS.
b) Assignment Completion
The following policy has been adopted to ensure that there is smooth progression from the first to the second year. 

	Year 1


	Students must have eight assignments graded at Pass level or above by the end of July.  The remainder can and must be submitted by the date of the National Test – which means that these assignments can be uploaded on the morning of the test.  Failure to achieve this will mean that students will be prevented from sitting the National Test and thus progression to Year 2 will not be allowed in the same calendar year.
This has been put in place because experience has shown that students who go into the second year not having completed the first year work find it almost impossible to catch up and consequently do not complete the second year either.



c) National Test

As you are aware from the section entitled Examination Format (page 13), the grades you receive for the questions relating to each unit will form part of your overall unit grade.


In the case of where you unfortunately do not achieve a pass grade in the National test for each unit, you will be expected to re-sit the section(s) in the test paper the following year.  Please note that all re-sits must be sat at the Regional Centre or nominated test centre (Paignton or Belfast Zoos)  as a requirement of City & Guilds and you must also be aware of the fact that the time requirement to complete sections in re-sits will be much less than required for the full paper.  Examination rules for time of earliest departure will still apply (ie candidates are required to stay for the first hour of the exam).


If you are involved in resits – please note you are required to answer only the sections of papers you scored less than 50% in.

National Test Grades

These will be published as:

Pass
50 – 64%
Distinction

75% or more
Merit
65 – 74%
Referral

less than 50%








National Test Format

For Year 1 units (1 – 10) only, there will be a National Test.  At present there are two separate two-hour papers which are sat on the same day.  The tables below give brief details of these.

	Unit
	Learning Outcomes
	No of questions
	No of marks

	1
	1. Describe the roles of zoos and aquariums in 

    research education and conservation

2. Describe the global, regional and national      

    organisation of zoos and aquariums

3. Discuss the legislative framework that zoos and 

    aquariums work within

4. Describe the typical staff hierarchies and roles 

    of the staff within an integrated zoo and

    aquarium.
	5
	25

	2
	1.Summarise the purpose of research in zoos and                

    aquariums

2. Describe how research in zoos and aquariums  

    is developed and administered

3. Discuss the use of animal records in zoo and 

    aquarium research

4. Review the importance of experimental design  

    and data collection within the context of zoos

    and aquariums.
	5
	25

	3
	1. Discuss the purpose of education in zoos and  

    aquariums

2. Describe the different audience types and their  

    learning needs and desires within zoos and

    aquariums

3. Discuss the links between education, 

    conservation and research in zoos and aquariums

4. Evaluate the different methods of education used in zoos and aquariums.
	5
	25

	4
	1.Summarise the conservation role of zoos and  

   aquariums

2. Describe the purpose of regional and 

    institutional collection and planning within zoos  

    and aquariums

3. Describe regional population management  

    within zoos and aquariums

4. Discuss the involvement of zoos and aquariums in the global co-ordination of conservation.
	5
	25

	5
	1.Describe the planning, design and construction 

   of sustainable enclosures within zoos and

   aquariums

2. Describe the typical maintenance of an 

    enclosure within zoos and aquariums

3. Discuss the importance of enrichment within  

    enclosure design

4. Evaluate the effectiveness of enclosure design.
	5
	25

	
	Totals
	25
	125


	Unit
	Learning Outcomes
	No of questions
	No of marks

	6
	1. Discuss what is meant by ethical conservation 

    breeding in zoos and aquariums

2. Describe the principles which underpin the  

    processes important for reproduction and

    successful breeding in zoos and aquariums

3. Describe the husbandry and management of 

    conservation breeding within zoos and   

    aquariums

4.Discuss the use of scientific principles in conservation breeding within zoos and aquariums
.
	5
	25

	7
	1. Describe the different forms of animal 

    identification within zoos and aquariums

2. Explain the importance and systems of keeping 

    accurate records in zoos and aquariums

3. Discuss the responsibilities of zoos and 

    aquariums when transferring animals

4. Discuss the need for animal identification  

    records and documentation in zoos and 

    aquariums to comply with CITES legislation.
	5
	25

	8
	1.Discuss the role of the major nutrients and their  

   dietary requirements for animals in zoos and

   aquariums

2. Describe formulation of balanced diets and 

    appropriate feeding methods for animals within

    zoos and aquariums

3. Explain the importance of the culture of live food

4.Compare and contrast wild and captive diets for species kept in zoos and aquariums.
	5
	25

	9
	1. Describe the value of plants within zoos and  

    aquariums

2. Plan the growing needs of a range of plant types   

    in zoos and aquariums

3. Describe the regular care program for a range of   

    planted habitats in zoos and aquariums

4. Describe the scope of enrichment using plants within the environment of zoos and aquariums.

	5
	25

	10
	1.Explain the importance of legislation and   

   associated instruments relating to animal health   

   in zoos and aquariums

2. Compare and contrast the role of the of the  

    veterinarian and animal keeper in ensuring

    preventative and curative health strategies are   

    implemented in zoos and aquariums

3. Discuss the importance of disease in zoos and  

    aquariums

4. Describe the life cycles and control strategies for   

    pest and parasites of animals in zoos and

    aquariums

5. Discuss the purpose of BALAI and its implications on bio-security in zoos and aquariums

	5
	25

	
	Totals
	25
	125


Certification

For a diploma certificate to be awarded, candidates must meet the minimum standard for the assignments and exam for all core units and the assignments for the optional units.

	Core Units
	Assessment components required

	Unit 1
	Roles, Organisation & Administration of Zoos and Aquariums
	Exam
	Assignment

	
	
	
	

	Unit 2
	Research in Zoos & Aquariums
	Exam
	Assignment

	
	
	
	

	Unit 3
	Education & Learning in Zoos and Aquariums
	Exam
	Assignment

	
	
	
	

	Unit 4
	Conservation and Collection Planning in Zoos and Aquariums
	Exam
	Assignment

	
	
	
	

	Unit 5
	Enclosure Design and Maintenance in Zoos & Aquariums
	Exam
	Assignment

	
	
	
	

	Unit 6
	Conservation Breeding in Zoos & Aquariums
	Exam
	Assignment

	
	
	
	

	Unit 7
	Animal Records & Transportation in Zoos & Aquariums
	Exam
	Assignment

	
	
	
	

	Unit 8
	Nutrition in Zoos & Aquariums
	Exam
	Assignment

	
	
	
	

	Unit 9
	Principles & Practice of Horticulture in Zoos & Aquariums
	Exam
	Assignment

	
	
	
	

	Unit 10
	Animal Health Strategies in Zoos & Aquariums
	Exam
	Assignment

	
	
	
	

	Unit 11
	Animal Research Project
	
	Assignment

	
	
	
	

	Unit 31
	Specialist Husbandry Portfolio
	
	Assignment

	

	Optional units (candidates to select 6)

	Units 13 - 33
	
	Assignment only


The overall grade for each Year 1 unit will be determined as follows:

	Assignment grade
	National Test grade
	Overall unit grade

	Pass
	Pass
	Pass

	Pass
	Credit
	Pass

	Pass
	Distinction
	Credit

	Credit
	Pass
	Pass

	Credit
	Credit
	Credit

	Credit
	Distinction
	Credit

	Distinction
	Pass
	Credit

	Distinction
	Credit
	Credit

	Distinction
	Distinction
	Distinction


Assignment completion dates for Year 1 2016/2017
	Unit
	Hand in date

	Unit 1
	Roles, Organisation & Administration of Zoos and Aquariums
	October 2016

	Unit 2
	Research in Zoos & Aquariums
	November 2016

	Unit 3
	Education & Learning in Zoos and Aquariums
	December 2016

	Unit 4
	Conservation and Collection Planning in Zoos and Aquariums
	January 2017

	Unit 5
	Enclosure Design and Maintenance in Zoos & Aquariums
	February 2017

	Unit 6
	Conservation Breeding in Zoos & Aquariums
	March 2017

	Unit 7
	Animal Records & Transportation in Zoos & Aquariums
	April 2017

	Unit 8
	Nutrition in Zoos & Aquariums
	May 2017

	Unit 9
	Principles & Practice of Horticulture in Zoos & Aquariums
	June 2017

	Unit 10
	Animal Health Strategies in Zoos & Aquariums
	July 2017


Please note that the hand in date will be the last working day (i.e. Friday of the month) when it should be received by the coordinator.

Furthermore you should always prepare two copies of the assignments (one to send for assessment and one to keep for your records).  This is because of internal verification arrangements which means that your Regional Co-ordinator will keep all assignments until the grade is verified before returning the work to you, this may not happen until a year after you have handed it in.

Assignment completion dates for Year 2 - 2016/2017
The schedule has some flexibility built into it because of the variation arising from the combination of options selected.  This means that there is some choice as to when assignments are handed in.  The following table gives an outline of the arrangements for handing in completed work to your Regional Coordinator.

	Unit
	Hand in date

	Choices 1 and 2
	2nd December 2016

	Choices 3 and 4
	27th January 2017

	Choices 5 and 6
	          31st March 2017

	Special Study
	12th   May 2017

	Special Husbandry Portfolio
	28th   April 2017


References in Assignments
Please note that all assignments should have a reference list for Year 1 assignments.  Failure to do so will result in the Regional Co-ordinator returning the assignment to you.  In year 2, please also make reference to the sources in the text according to the Harvard System.  
For example if you wanted to reference a book by Colin Tudge entitled Last Animals at the Zoo.
This would appear in the reference list as:   Tudge. C (1991) Last Animals at the Zoo.  Oxford University Press, Oxford.

When quoting or referring to a section from this book in your assignment it is acknowledged as (Tudge 1991) after the quote, sentence or paragraph in your report.

GLOSSARY OF ASSESSMENT TERMS

The terms below are commonly used in assessments (eg. assignment tasks, exam questions) to instruct and direct learners towards the type and level of answer they need to provide.

As a learner: You must make sure you understand the terms, since they tell you how the assessor (awarding the marks!) wishes you to approach the topic.  By understanding the instruction terms, and what is required of you, you are more likely to provide an accurate/relevant answer that gains you marks.

	When the learner is asked to:
	The learner should:

	Analyse
	Examine (eg. cause and effect; problem and answer), describe and criticise in great detail 

	Assess
	Judge the value of; weigh up, comment on the extent to which  conditions are met 

	Compare
	Look for similarities and differences between two ideas/methods/processes

	Contrast
	Point out the differences (only) between two ideas/methods/processes

	Criticise
	Pass judgement on the merit of a theory/opinion, point out defects, show up errors/inconsistencies and back with evidence

	Define
	State a precise meaning of a concept; either ‘textbook’ or clearly in own words

	Demonstrate
	Show how, show awareness and understanding, prove with examples

	Describe
	Give a detailed account of major features

	Differentiate
	Explain the differences between

	Discuss
	Argue the case for and against, describe and evaluate factors/evidence

	Evaluate
	Find the value of, examine strengths and weaknesses (eg. what went well, things to improve), judge value/merits

	Examine
	Enquire/look closely into, attempt to discover, investigate

	Expand
	Provide more detail on subject

	Explain
	Makes clear, interprets, illustrates the meaning of

	Explore
	Approaches in a questioning manner, considers from a variety of viewpoints

	Formulate
	Express clearly and precisely, showing constituents and proportions

	Give an account of
	Describe in some detail, providing structure

	Identify
	Picks out and describe key points

	Illustrate
	Show or give concrete examples to clarify the argument/answer

	Interpret
	Explain the meaning, make clear and explicit (usually involves their own judgement)

	Investigate
	Make a careful, methodical inquiry into topic/issue, look closely into

	Justify
	Provide reasons why something is valid, show adequate ground for decisions and conclusions

	List
	Make a list of eg. bullet points

	Outline
	Give a brief description or summary of main features without detail

	Report on
	Give an account of, make a statement about, give a description

	Research
	Use a variety of sources to collect information, establish facts

	Review
	Examine the subject critically, write a critical assessment

	Show how
	Make clear by what means

	State
	Present information in clear, brief form

	Summarise
	Give a brief account/statement of main points

	To what extent
	Provide reasons to support/favour


Exemplar Task Answer

Please note this is only to be used as an example and does not relate to Unit 6 Conservation Breeding in Zoos and Aquariums.  The following answers are taken from typical student responses.

Unit (Exemplar): Breeding Management

LO1:  Review the role of breeding management

Task A:  Select a named species for which a European Endangered Species Breeding Programme (EEP) exists.  Discuss the challenges of maintaining a viable population in captivity, giving examples of at least two mnagtement problems, and of solutions.  Evaluate the programme.

600 words

	Task
	Pass (1mark)
	Credit (2 marks)
	Distinction (3 marks)

	A
	Provides a satisfactory overview, demonstrating some understanding of breeding management of small populations.

Evaluation is absent or limited
	Provides a good account, demonstrating sound understanding of the principles/terms involved in breeding management of small populations.

Evaluation is satisfactory.
	Provides an excellent and detailed account of the topic, using technical language fluently to describe principles of breeding management, and makes a thorough evaluation.


PASS:
Przewalski’s horse

EEP stands for Endangered Species Breeding Programme.  Przewalski’s horses have an EEP, because of low numbers in the wild.  The last horse seen in the wild in Mongolia was in the 1960’s.  The purpose of breeding programs is to preserve endangered species in captivity, so that one day in the future (and we are talking about at least 100 years) they can be released into the wild.

Captive breeding programs aim to maintain genetic variation over 100 years.  Unfortunately, early on in captivity, the population of Przewalski’s horses became quite inbred, and horses that were related were bred together.  This reduces genetic variation.  Nowadays, to help maintain genetic variation, it means that the more animals that are involved in the program the better, so that the gene pool is larger.  But one main problem is that zoos will only ever be able to look after a set number of horses because of the amount of accommodation they have.

For example, the EEP is run from Europe, with different zoos holding different numbers of animals.  The EEP tells us what to do with our animals.  A couple of years ago at our zoo, we were told we had to stop breeding because there were too many horses in captivity.  This was a problem because we had to change our set up, and take our breeding male out of the group.  He’s now been sent to another zoo for breeding.  When you hold a group of animals, but they are non-breeding, the public are not quite as interested as they would be if you had foals to show them.  Also it is a problem because our females will get out of their natural cycle of breeding as they get older.  A solution to this problem would be encourage other zoos to hold Przewalski’s horses so that numbers in captivity can increase.

Another example of a problem is that it is thought that very early on in captivity, genes from domestic horses got into the population.  One of the first animals to breed was a domestic mare.  Some horses have a chestnut coloured coat which is thought to be a domestic characteristic.  A solution is to avoid breeding from these animals where possible.  This means that the natural look of the Przewalski’s horse will be preserved.
MERIT:

My chosen species is the Przewalski’s horse (otherwise known as the Mongolian wild horse)

The Przewalski’s horse EEP currently has about 1300 horses in it worldwide.  They are held in a number of collections in Europe, including the UK, and America.  Some zoos hold breeding groups, and some hold non-breeding groups such a bachelor herds.  The way the animals in the EEP are managed between zoos is the responsibility of the EEP coordinator.  The EEP coordinator must decide on how to manage the captive population as a whole, and will make decisions if breeding animals need to be moved to other zoo for new breeding opportunities.

One of the main challenges for zoos is to maintain genetic variation.

What is genetic variation?  Individual characteristics are controlled by genes.  A characterisitic may be present in several different versions in a population.  The population therefore has a level of genetic variation.  Animals’ environments vary, and genetic variation is good since it allows short and long terms variation in the population in response eg. may give a population a competitive edge.

All captive breeding programmes aim to maintain a healthy self-sustaining captive population of endangered species to ensure the species does not become extinct.  The important thing is to preserve genetic variation at 90% over the next 100yrs.

Unfortunately, the original population of Przewalski’s horses in captivity consisted of a small number of founders, and the population became very inbred.  This resulted in great loss of genetic variation to begin with.

One main problem for the EEP coordinator today is to maintain genetic variation in the captive population.  They can do this by looking at studbook information which logs the breeding of all the animals.  It would help if zoos could maintain the largest captive population of living animals as possible, with a varied age and sex structure.  However, zoos are always going to limited for space and so the captive population cannot increase beyond the number zoos can cope with (for Przewalski’s horse this around 1300 animals today).  For example, my zoo holds a group of 9 horses, and doesn’t have the accommodation to hold more horses.  The smaller a captive population is, the harder it is to maintain genetic variation, and the more vulnerable it becomes to extinction.  However, by managing the captive population held in different zoos all over the world as one large population, all animals are available for breeding, and with close breeding management (by the EEP coordinator), genetically important animals can be identified and used for breeding at other zoos.  All zoos involved in the EEP agree to follow recommendations laid down

Another problem in the population is a disorder called ataxia.  Ataxia is thought to be result of early inbreeding in the population and is a genetic disorder where animals’ coordination is affected, and they make uncontrolled movements.  Animals with ataxia should not be used for breeding.

Evaluation

Without captive breeding programmes the world would be a poorer place.  This EEP means that hopefully Przewalski’s horses will be with us for years to come.  Thanks to current management strategies, the zoo population has been able to supply animals for release to Mongolia.  Careful breeding management will always be important though to maintain genetic diversity, and safeguard the species for the future.

DISTINCTION:

Named species: Przewalski’s horse Equus przewalskii

The goal of any EEP is to maintain (for the species) 90% genetic variation (a mixture of the different forms of any given gene) for the next 100 years.  This is so that offspring are genetically varied as possible, and avoids the dangers of in-breeding small populations.  Today the management of the captive Przewalski’s horse population, spread around zoos worldwide (numbering about 1300 animals), is based on sound scientific principles, and is overseen by an EEP coordinator.  All zoos involved agree to abide by his/her recommendations.  EEP breeding strategies are designed to keep inbreeding low and to aim to maximise genetic variation.  A studbook for the species contains the breeding records for every horse in the program so genetic relatedness can be assessed and important animals identified for breeding.

Many of the challenges faced by the EEP today stems from poor early management of the founder animals, due to lack of scientific knowledge at the time.  Originally, the founding population was small with only 13 founders (animals that are assumed to be unrelated to other founders, and must breed and produce viable offspring), one of which was a domestic mare.  Some animals were bred more than others which meant some animals were under-represented in the population.  It also meant that inbreeding (breeding between related individuals) occurred.  Inbreeding is undesirable and may result in obvious disease, infertility or birth defects.

I outline below a number of problems facing the current EEP, and then look at strategies available to captive managers.

1.  ‘Foxiness’

The zoo population of Przewalski’s horse, is tainted with the genes of the domestic horse.  These domestic horse genes produce a chestnut colour in the coat (‘foxiness’), resulting from a lack of black pigmentation.  One of the carriers, a founder stallion, sired more than 100 offspring.  At least half of the offspring were likely carriers (Tudge 1991).  Many animals in the British and European herds carry the allele.  The breeding plan is to eliminate foxiness.

2.  Ataxia

The present captive herd contains an undesirable gene which causes a form of ataxia (uncontrolled movements).  This nervous disorder may be genetically transmitted, and afflicts a number of animals in some herds, resulting in a lack of coordination and reduces fitness.  Again, recent breeding plans are designed to reduce or eliminate it.

To address these problems, the EEP should:  

· reduce inbreeding

· select to reduce the influence of the domestic horse

· increase the pool of stallions, so there are more to select from (use of non-breeding bachelor herds)

· select to reduce health problems such as ataxia.

Other challenges

Other challenges include:

· Collection managers tend to exhibit Przewalski’s horses in ‘natural’ harems ie one breeding male and a number of females (this is how they live in the wild).  However, this breaks the genetic law which says that to maintain genetic variation, males and females should be equalised.

· Spaces in zoos to hold living animals is limited and finite.  The EEP can only work with the number of spaces available in zoos.  The size of the captive population cannot exceed a certain number.

· Recent research shows that behavioural traits are vulnerable to loss in captivity.  Behavioural repertoires can show deficiencies in captivity.

Evaluation

With the unique cooperation of zoos worldwide, the current EEP has ensured the preservation of the Przewalski’s horse to date by careful breeding management.  I do think it is important to select to eliminate deleterious genes eg. causing ataxia.  Selecting to deliberately emphasise or eliminate a physical characteristic for endangered species is another question, since it could change the outward appearance of the species.  However, because the gene for foxiness is domestic, it is undesirable so I find that selecting to reduce this characteristic is acceptable.  Maintaining behaviour repertoires for species should be a priority for EEP’s and captive managers.  While this supports the keeping of natural harem groups in captivity, to promote natural behaviours, it poses a dilemma for genetic management of the group.  Management strategies in zoos may therefore become more complex in the future.

Reference

Tudge C  (1991)  Last Animals at the Zoo.  Oxford University Press, Oxford.
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Preface

This study manual has been put together to help you study and learn throughout your Diploma in the Management of Zoo and Aquarium Animals.  It is recognised that you all come from very different learning backgrounds and some of you will be more adept at studying than others.  However it is advised that you read the guidelines provided here in order to familiarise yourself with the learning support systems in place within the Royal Zoological Society of Scotland. 

For those of you who have not had strong training in studying this guide will have some useful hints about study and writing methods.  For the trained academics amongst you it will act as a resource to refresh your memories and techniques. 

Distance and correspondence learning is a very specific type of studying and you must be aware of the challenges set before you.  The course is very self-directed although there is the opportunity for one-to-one tutoring with your zoo tutor and regional co-ordinator.  This means that you will have to develop not only new learning and studying techniques but also good time management skills.  Studying whilst working full time is a difficult commitment but can be achieved when organisation and forethought are implemented.   

Charlotte Macdonald

Research Officer and Zoo Tutor

Edinburgh Zoo
Learning to learn

Your path for most effective learning is through knowing yourself, your capacity to learn, the process you have successfully used in the past, interest, and knowledge of, the subject you wish to learn.  It may be easy for you to learn physics but impossible to learn tennis, or vice versa.  

Begin with the past

What was your experience about how you learn?  Did you like to read, solve problems, memorize, recite, interpret, speak to groups, know how to summarize, ask questions about what you studied, review, have access to information from a variety of sources, like quiet or study groups, need several brief study sessions, or one longer one? What are your study habits?  How did they evolve?  Which worked best or worst?  How did you communicate what you learned best?  

Proceed to the present

How interested am I in this?  How much time do I want to spend learning this?  What competes for my attention?  Are the circumstances right for success?  What can I control, and what is outside my control?  Can I change these conditions for success?  What affects my dedication to learning this?  Do I have a plan?  Does my plan consider my past experience and learning style?

Consider the process and the subject matter

What is the heading or title?  What are key words that jump out?  Do I understand them?   What do I know about this already?  Do I know related subjects?  What kinds of resources and information will help me?  Will I only rely on one source (for example, a textbook) for information?  Will I need to look for additional sources?  As I study, do I ask myself whether I understand?  Should I go more quickly or more slowly?  If  I don't understand, do I ask why?  Do I stop and summarize?  Do I stop and ask whether it's logical?  Do I stop and evaluate (agree/disagree)?  Do I just need time to think it over and return later?  Do I need to discuss it with other "learners" in order to process the information?  Do I need to find an authority, such as a tutor, a librarian, or a subject-matter expert?

Build in Review

What did I do right?  What could I do better?  Did my plan coincide with how I work with my strengths and weaknesses?   Did I choose the right conditions?  Did I follow through; was I disciplined with myself?  Did I succeed?  Did I celebrate my success?

Effective Habits for Effective Study
You can prepare yourself to succeed in your studies.  Try to develop and appreciate the following habits:
· Take responsibility for yourself
Responsibility is recognition that in order to succeed you can make decisions about your priorities, your time, and your resources

· Centre yourself around your values and principles
Don't let friends and acquaintances dictate what you consider important

· Put first things first
Follow up on the priorities you have set for yourself, and don't let others, or other interests, distract you from your goals

· Discover your key productivity periods and places
Morning, afternoon, evening; study spaces where you can be the most focused and productive.  Prioritise these for your most difficult study challenges
· Consider yourself in a win-win situation
You win by doing your best and contributing your best to your work

· First understand others, then attempt to be understood
When you have an issue with your course, for example a questionable grade, an assignment deadline extension, put yourself in the assessor’s/coordinator’s place. Now ask yourself how you can best make your argument given his/her situation

· Look for better solutions to problems
For example, if you don't understand the course material, don't just re-read the material. Try something else! Consult with the zoo tutor, your regional coordinator or your colleagues. 
· Look to continually challenge yourself!
"M.U.R.D.E.R."   -  A Study System

· Mood:
Set a positive mood for yourself to study in.
Select the appropriate time, environment, and attitude

· Understand:
Mark any information you don't understand in a particular unit;
Keep a focus on one unit or a manageable group of tasks

· Recall:
After studying the unit,
stop and put what you have learned into your own words

· Digest:
Go back to what you did not understand and reconsider the information;
contact external expert sources (eg., books, journals or your zoo tutor and regional co-ordinator) if you still cannot understand it

· Expand:
In this step, ask three kinds of questions concerning the studied material: 

· If I could speak to the author, what questions would I ask or what criticism would I offer? 

· How could I apply this material to what I am interested in? 

· How could I make this information interesting and understandable to other people?

· Review:
Go over the material you've covered, review what strategies helped you understand and/or retain information in the past and apply these to your current studies 

Concentrating when studying

Concentration: the ability to direct your thinking.  The art or practice of concentration, 
no matter if studying biology or playing pool, is to focus on the task at hand and eliminate distraction.  We all have the ability to concentrate -- sometimes. Think of the times when you were "lost" in something you enjoy:  a sport, playing music, a good game, a movie. Total concentration.

But at other times:

· Your mind wanders from one thing to another 

· Your worries distract you 

· Outside distractions take you away before you know it 

· The material is boring, difficult, and/or not interesting to you. 

These tips may help:  They involve What you can control in your studies and best practices. 

What you can control in your studies:

· "Here I study".  Get a dedicated space, chair, table, lighting and environment.
Avoid your mobile phone or telephone.  Put up a sign to avoid being disturbed or interrupted.  If you like music in the background, OK, but don't let it be a distraction.  

· Stick to a routine, efficient study schedule.  Accommodate your day/night time energy levels.  Some people find it easier to study at night and vice versa.  

· Focus.  Before you begin studying, take a few minutes to summarize a few objectives, gather what you will need, and think of a general strategy of accomplishment. 

· Incentives.  Create an incentive if necessary for successfully completing a task, such as calling a friend, a food treat, a walk, etc. and reward yourself after each assignment.

· Vary your study activities.  Alternate reading with more active learning exercises.  If you have a lot of reading, try the SQ3R method.  Ask yourself how you could increase your activity level while studying?  Perhaps a group will be best?  Creating study questions?  Ask your tutor and coordinator for  alternative strategies for learning.  The more active your learning, the better. 

· Take regular, scheduled breaks that suit you.  Do something different from what you've been doing (eg., walk around if you've been sitting), and in a different area.

· Rewards.  Give yourself a reward when you've completed a task 

Avoiding Procrastination

Is your procrastination related to a project or is it a habit?  To remedy procrastination begin with one, modest task.  Answer these basic questions and keep the answers before you as you mark your progress: 

What do you want to do?

· What is the final objective, the end result?  It may be obvious, or not

· What are the major steps to get there?  Don't get too detailed:  think big

· What have you done so far?  Acknowledge that you are already part of the way even if it is not a long way!

List out what stands in your way
· What is in your power to change?  Can you devote more time and interest to your work? 

· What resources outside yourself do you need?  Resources are not all physical (i.e. tools and money), and include time, people/professionals, even attitude.  

· What will happen if you don't progress?  It won't hurt to scare yourself a little.  Remember that this is part of your contracted work and that breach of contract can have serious repercussions.  

Develop your plan, list
· Major, realistic steps.  An assignment is easier when it is built in stages; start small and add detail and complexity as you achieve and grow

· How much time each will take.  A schedule helps you keep a progress chart 
and reinforce that there are way-stations on your path

· What time of day, week, etc. you dedicate yourself to work.  This helps you
develop a new habit of working, build a good work environment, and
distance distractions  

· Rewards you will have at each station and also what you will deny yourself until you arrive at each station

· Build in time for review.  Find a trusted friend, tutor or expert to help you 
motivate yourself or monitor progress

Admit to:
· False starts and mistakes as learning experiences.  They can be more important than successes, and give meaning to "experience"

· Distractions and escapes.  Do not deny they exist, but deny their temptation

· Emotion.  Admit to frustration when things don't seem to be going right.
Admit that you have had a problem, but also that you are doing something about it
Finally:  if procrastination is a habit of yours, forget it.
Focus on the tasks and assignment at hand, and build from there!

How to Deal with Stress

First, you must learn to recognize stress:  Stress symptoms include mental, social, and physical manifestations. These include exhaustion, loss of/increased appetite, headaches, crying, sleeplessness, and oversleeping. Escape through alcohol, drugs, or other compulsive behaviour are often indications. Feelings of alarm, frustration, or apathy may accompany stress.

· Look around.  See if there really is something you can change or control in the situation. 

· Learn how to best relax yourself.  Meditation and breathing exercises have been proven to be very effective in controlling stress.  Practice clearing your mind of disturbing thoughts.

· Remove yourself from the stressful situation.  Give yourself a break if only for a few moments daily.

· Set realistic goals for yourself.  Reduce the number of events going on in your life and you may reduce the circuit overload.

· Don't sweat the small stuff.  Try to prioritise a few truly important things and let the rest slide.

· Don't overwhelm yourself.  by fretting about your entire workload. Handle each task as it comes, or selectively deal with matters in some priority.
· Selectively change the way you react, but not too much at one time.  Focus on one troublesome thing and manage your reactions to it/him/her. 

· Change the way you see things.  Learn to recognize stress for what it is. Increase your body's feedback and make stress self-regulating. 

· Avoid extreme reactions.  Why hate when a little dislike will do? Why generate anxiety when you can be nervous? Why rage when anger will do the job? Why be depressed when you can just be sad?

· Do something for others to help get your mind off your self. 

· Get enough sleep.  Lack of rest just aggravates stress. 

· Work off stress with physical activity, whether it's jogging, tennis, gardening 

· Avoid self-medication or escape.  Alcohol and drugs can mask stress.  They don't help deal with the problems. 

· Develop a thick skin.  The bottom line of stress management is "I upset myself".

· Try to "use" stress.  If you can't fight what's bothering you and you can't flee from it, flow with it and try to use it in a productive way. 

· Try to be positive.  Give yourself messages as to how well you can cope rather than how horrible everything is going to be.  

Most importantly, if stress is putting you in an unmanageable state or interfering with your coursework, social and/or work life, seek professional help. 

Assignment Structure

The assignments in this course are structured in a very basic way.  Your project in year 2 will be different and you will be given guidance on project structure when you reach that point.  Some components of your assignments are discussed below.

Introduction

If you wish to include an introduction at the beginning of your assignment it should include relevant background information.  

References 

Your bibliography should list all your source materials.  That includes books, papers, articles, websites, conference proceedings etc.  There are correct ways of writing references and are detailed in the bibliography section of this handbook.  

Appendices

These are placed at the back of your assignment and should contain relevant raw data, glossaries, technical information etc.  Be careful to avoid “padding out” your assignment by including irrelevant information here.  

Tables and Figures

It is often good to include a visual representation of your work in the form of a graph or chart.  All graphs, tables, photographs and charts should be clearly titled so that it is immediately obvious what it is portraying.  

Plagiarism

Plagiarism is “to take another person’s thoughts, writing, inventions, or abstracts as one’s own” (OED).  Basically it is cheating.  If you use books and articles for information they must be quoted in your bibliography.  If you use direct quotes in the author’s words you must cite the reference within your text.  Assessors get to know each student’s own style of writing and so plagiarism is very easy to notice.    

Project Report

In year 2 of your course you have to complete a research project.  The following suggested layout may not apply to all projects but will depend on the nature of the project.  Do consult with your regional coordinator and zoo tutor before embarking on your project work.  

Title Page: Should include the title of the project, the author’s name, the month and year of completion and the zoo you are based at. 

Table of Contents:  This will list in consecutive order all sections and subsections of the project.  All figures and tables should be listed in a separate contents page.

Acknowledgements:  It is appropriate to thank all the people who helped you to complete your report.

Abstract:  The abstract is a concise summary of your final report, usually about 200 words long.  It should be placed at the beginning of your report although it will be written last so that you can include a brief overview of your findings.

Introduction:  This will include all relevant background material that will aid the reader to understand the rest of the report.

Aims:  In this section you should clearly state what you hope to achieve or discover.  

Methods:  This part of the report includes exactly the methods you used in your work.  

Results:  In this section you state your results.  Your results may be in the form of tables and graphs and these will be presented here.  Any statistical analysis you wish to do will also be included.

Discussion:  This is where you will discuss your results.  You have previously stated them, now you explain them.  This tends to be the major part of a project.  

Conclusion:  Here you state your overall findings, very concisely!

References: List all information sources used, in a standard format such as the one included in this handbook.  

Appendices:  Include all your raw data, e.g. if you do a behavioural project put all your checksheets in this section.     

It is good practice to develop a project plan to outline each section before you start.  This will help you to stay on track and avoid going in an irrelevant direction.  Remember to avoid plagiarism at all costs!  When working fulltime a project can be very demanding to produce so it is important that you organise your time well and be realistic about what you can achieve.  Do seek advice from colleagues and your zoo tutor and regional coordinator throughout the duration of your project.

Writing basics

· Establish, narrow, and define your topic
State your thesis or theme in a sentence or two at most 

· Define your audience
Is it your tutor who grades you or an assessor?   

· Plan ahead
Set a time line and allow for unexpected developments and planned revision

· Gather resources
People:  Coordinator, librarian, tutor, subject matter experts, professionals
References:  text book, reference works, web sites, journals, diaries, professional reports 

· Research
Read, interview, experiment, gather data, etc. and take notes as completely as possible and document sources.  Either use index cards or a system in word processing.

· Organize your notes 
· Write your first (rough) draft
Determine how you will develop your answer.  Will you compare or define?  Will you criticize or describe? 

· Discuss the first draft with your tutor or coordinator

If you are confident not to do this that is fine but it is strongly advised that you approach your tutor at least one week before your deadline.  This will allow time for editing.

· Edit, correct and rewrite as necessary
· Hand in your assignment on time

· Celebrate a job well done!

Taking notes from a textbook

First: read a section of your textbook chapter.  Read just enough to keep an understanding of the material.  Do not take notes, but rather focus on understanding the material.  It is tempting to take notes as you are reading the first time, but this is not an efficient technique:  you are likely to take down too much information and simply copy without understanding.  

Second:  Review the material.  Locate the main ideas, as well as important sub-points.  Set the book aside and paraphrase this information.  Putting the textbook information in your own words forces you to become actively involved with the material 

Third:  write the paraphrased ideas as your notes.  Do not copy information directly from the textbook.  Add only enough detail to understand.  Review, and compare your notes with the text, and ask yourself if you truly understand.

Constructing a Bibliography

It is important to cite references in a standard format that includes all possible information to enable another reader to locate that reference.  The system described here is the Harvard system.  

Book

Surname, Forename or initials. Year. Title of Book.  Edition. Place of publication: Publisher.

Robbins, Charles T.  1993.  Wildlife Feeding and Nutrition.  2nd ed.  London: Academic Press.

Chapter in a Book

Surname, Forename or initials.  Year.  Title of chapter.  In: Editor of Book, ed. Title of Book.  Place of publication: Publishers, Year, pages of chapter. 

Mellen, Jill D., Hayes, Marc P. and Shepherdson, David J.  1998.  Captive Environments for Small Felids.  In : Shepherdson, Mellen and Hutchins, eds.  Second Nature.  London: Smithsonian Institution Press, 1998, pp. 184-204.

Journal Article

Author, Date.  Article title.  Journal title, volume (part), pages.

Janse, Max, 2003.  Considerations on the Diet Composition and Feeding Rate of Dermersal Sharks in 15 European Public Aquaria.  Zoo Biology, 22 (3), 203-226.

Websites

Author or Editor, year of publication.  Title [online].  Available at <URL> [date accessed].

Library and Information Services, 1998.  Electronic Library Resources: A Subject Guide to Selected Resources on the Internet [online].  Available at <URL: http://www.ntu.ac.uk/lis/elr.htm> [accessed 16 June 2003].

Other items such as conference proceedings, legal papers and CD-ROMS are referenced differently.  Please see your zoo tutor if more detailed assistance is required.

The SQ3R Reading Method
Survey! Question! Read! Recite! Review!

Before you read, survey the chapter:

· the title, headings, and subheadings

· captions under pictures, charts, graphs or maps

· review questions or teacher-made study guides

· introductory and concluding paragraphs

· summary

Question while you are surveying:

· Turn the title, headings, and/or subheadings into questions;

· Read questions at the end of the chapters or after each subheading;

· Ask yourself, "What did my tutor say about this chapter or subject when it was suggested?"

· Ask yourself, "What do I already know about this subject?"

When you begin to read:

· Look for answers to the questions you first raised;

· Answer questions at the beginning or end of chapters or study guides

· Reread captions under pictures, graphs, etc.

· Note all the underlined, italicized, bold printed words or phrases

· Study graphic aids

· Reduce your speed for difficult passages

· Stop and reread parts which are not clear

· Read only a section at a time and recite after each section

Recite after you've read a section:

· Orally ask yourself questions about what you have just read and/or summarize, in your own words, what you read

· Take notes from the text but write the information in your own words

· Underline/highlight important points you've just read

· Use the method of recitation which best suits your particular learning style but remember, the more senses you use the more likely you are to remember what you read - i.e.,

TRIPLE STRENGTH LEARNING: Seeing, saying, hearing-
QUADRUPLE STRENGTH LEARNING: Seeing , saying , hearing, writing!!!

Review is an ongoing process.  Constantly check your progress through the course.  Remember that you will be examined on the content and reviewing your work will aid revision and lessen the need for last minute cramming!  
Resources Available at Edinburgh Zoo

Books

There is a small collection of books available in the main Animal Department building.  Most are currently located in the Head of Department’s office.  Some of the more recent and useful publications include Wild Mammals in Captivity, Zoo and Wild Animal Medicine and Walker’s Mammals of the World.  

International Zoo Yearbooks

These are located in the Head of Department’s office and we hold the entire collection to date.  

Studbooks and Husbandry Guidelines

We hold studbooks for many of our species and a small number of species that are no longer in the collection.  Husbandry guidelines are available for some taxa, in both paper form and on disk.  They often contain good bibliographies to follow up.  These are located in the registrars office.  

Journals

Edinburgh Zoo subscribes to a number of useful scientific journals including Zoo Biology, Animal Welfare, Oryx and Biodiversity and Conservation.  These are held mainly in the Research office and the HOD’s office.

Newsletters

We receive many newsletters from the IUCN specialist groups including African Primates and Small Carnivore Conservation.  These often contain up to date information about the wild status of species.  We also keep International Zoo News, Primate Eye and Ratel which include husbandry and zoo based articles. 

Computer

The office at the top of the stairs in the Animal Department building has a computer which carries Word and Excel.  This is available to all animal staff to use.  

Internet Access

Although most animal sections do not currently have internet access it is being considered for the future.  In the meantime there is a computer in the Registrar’s office through which you can access the internet with prior arrangement.  

Listserves

There are numerous listserves in existence which you can join.  Zoo Biology is one of the main ones and is subscribed to by people all over the world.  It is a great opportunity for gathering information from international zoos.  You can subscribe free of charge through Yahoo Groups.  

Websites

There are numerous websites that will be of use during your course.  It is suggested that if you are searching for something in particular you ask advice from your coordinator and zoo tutor who may be able to suggest some good, reliable websites.  

Guidebooks and Annual Reports

In the registrars office there is a substantial collection of guide book from zoos all over the world.   These often have pictures of enclosures and facilities and can be good for getting some new ideas.  There is also a collection of annual reports from some international zoos and other conservation and science organisations.  

Species Profiles

In the old research office there is a small but growing collection of species profiles folders.  Each species will have it’s own folder which will contain biological information, scientific articles, bibliographies and in the future also bibliographies of materials held in the Animal Department.  At the moment there are approx 18 species covered but this will expand to cover the entire range of species held in the collection.  

Access to Academic Libraries

The Royal Zoological Society of Scotland is an Associate Institution of the University of Edinburgh.  As RZSS staff you can gain access to the library collections on presentation of a letter of introduction, on headed RZSS paper, from your Head of Department and photographic identification.  The Darwin Library at King’s Buildings is the main zoological collection and, along with the veterinary collections housed at Summerhall and Easter Bush, are likely to be the most useful collections to you.   

For any further help or information about any of this material please see the Research Officer.

Research on the Internet

What can you research on the Internet?

The Internet is more than a series of wordy web pages.   You can search the Internet with "search engines," web sites that have listings, or search

· portals or web centres that organize information and links 

· web sites devoted to particular topics, including text, graphics, movies, music files 

· databases such as journals, newspapers or professional documents 

· government documents, forms, laws, policies, etc. 

· services and information by non-profit organizations and by for-profit businesses 

· directories of names and personal information 

· personal web pages or vanity pages 

· communications through e-mail 

· discussion groups or Listservs 
How do I search the Internet?

· Narrow your topic and its description; pull out key words and categories 

· Begin with known, recommended, expert, or reviewed web sites 

· Refer to professional portals that may have directories or collections by topic 

· Use a search engine: does it contain a directory of topics? 

· Use a search engine:  enter your key words.  Find the best combination of key words to locate information you need; enter these in the search engine  

· Review the number of options returned.  If there are too many web sites, add more keywords.  If there are too few options, narrow/delete some keywords,
or substitute other key words 

· Review the first pages returned.  If these are not helpful, review your key words for a better description 

· Use advanced search options in search engines: 
Search options include 

· Key word combinations, including boolean strings 

· Locations where key words are found
For example:  in the title, 1st paragraphs, coded metadata 

· Languages to search in 

· Sites containing media files (images, videos, MP3/music, ActiveX, JAVA, etc.) 

· Dates web sites were created or updated 

· Research using several search engines.  Each search engine has a different database of web sites it searches.  Some "Meta-Search" engines actually search other search engines!  If one search engine returns few web sites, another may return many! 

· Evaluate the content of the web sites you've found.

· Track your search:  List resources you checked; the date you checked them, identify the resource, especially its location and the date you found it 

· Monitor and evaluate your progress 

· Get help if needed 

Evaluating Website content

The Problem

The Internet is a relatively new and untested information and communication medium.  As such, we need to evaluate, expand, and adapt existing criteria for evaluating content, as well as develop new techniques.  A web address is now an international  information and persuasion medium.  The Internet can very well be an unregulated and un-regulatable medium. As such, it is the visitor to a website who must have both tools and responsibility to discern quality websites.

Evaluative guidelines: 

· Authority  Who is responsible for the page? What are their qualifications and associations, and can you verify them?

· Check the footer for name of the web page author, his/her credentials and title, organizational affiliation. Is the information verifiable?

· Currency Are dates clear when the website was first created and edited?

· Check the footer for when the website was created, and when last edited.

· Check the content for news items, indications that the site is actively maintained, acknowledgements/responses to visitors

· Coverage  What is the focus of the site? Are there clear headings to illustrate an outline of the content?  Is the navigation within the website clear?

· Check the header for a clear title and web site description

· Check the content for headings and keywords

· Check the navigation to reflect content outline within the web site

· Objectivity  Are biases clearly stated?  Are affiliations clear?

· Check the content for statement of purpose, to determine the type of web site and potential audience for outside links for information external to the website for graphics and cues for affiliations

· Check the header/footer and URL/domain (.gov .com .edu) to determine organizational source of website and how this reflects on content type

· Accuracy Are sources of information and factual data listed, and available for cross-checking

· Check the content for accuracy of spelling, grammar, facts(!), and consistency within website

· Check content for a bibliographic variety of websites (external links), of electronic media (electronic databases of references, established (print & on-line) journals, of electronic indexes (ERIC), and of books for comparative/evaluative purposes

· Check external web site rating services e.g. Britannica
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College Information

Charter for Students
Sparsholt College Hampshire will assess individual learner needs based on curriculum requirements and wherever possible make reasonable adjustments to enable students to study at the College and succeed on their course.  

Sparsholt College Hampshire is committed, within our resources, to providing access to and delivering high quality courses and opportunities that meet the needs of all our students.
The College will ensure that you have equal access and entitlement to:

Unbiased guidance and advice on the most appropriate course(s) to meet your needs.

Equality of opportunity to participate on our  courses.

An induction programme that introduces you to the requirements of the College and to your course.

Courses that are:

· motivating and help you to reach your full potential.

· designed to meet your needs.

· well managed and that focus on your learning needs.

· delivered by staff who are appropriately qualified, experienced and trained.

· delivered by staff who responsive and supportive of your learning needs.

· sufficiently resourced.

Learning support based on your identified needs and that assists you to progress onto, through and from your course(s).

Assignment and assessment programmes that are planned, fair and appropriate to your learning needs and course(s).

Feedback on assessments that is constructive, useful, meaningful and based on specified assessment criteria/standards and which focuses on improving your performance.

Tutorials to provide feedback on how you can improve your performance.

Help and guidance to enable you to make the transition from your course to employment, further study or other options.

Work experience that is planned and integrates with your course.

Safe, secure and welcoming learning and campus environments

Support and service from all areas of  the College.

We will ensure that:

· Your application will be dealt with promptly and fairly.

· Information on financial and other assistance is made available to you.

· Course work will normally be assessed and returned within 10 working days of the hand-in date, unless otherwise specified, to those students who have submitted their work on time. 

· Any complaints are dealt with promptly, investigated fully and the outcome communicated with you.

· Your results will be made available to you as soon as possible after your course finishes.

· Opportunities for commenting and feeding back on your course and the College services and facilities will be made available to you.

· Your year/course year tutor will keep you informed of any changes in your course.

· Your personal tutor will keep you informed of your progress and discuss with you how to improve your performance.

In return for the service provided by the staff and the facilities and resources available to you at the College, it is expected that you will:

· Attend all programmed commitments.

· Be punctual at all sessions.

· Inform the College of all absences and/or anything that will affect their progress and/or commitment to the course.

· Complete the work and meet deadlines that are set.

· Maintain your portfolio of work.

· Conduct yourself in a respectful manner towards all members of the College community, its buildings and site.

· Understand and comply with College rules and regulations.

The College is committed to the promotion of equality of opportunity and access to education and training for all.  The College is obliged to and cannot under any circumstances tolerate prejudicial behaviour and/or harassment of the members of its community.

The following useful College documents contain additional information related to your course, the College and the points made in this Charter:

· Student Handbook

· Course Handbook

· Equal Opportunities Policy

· Racial Equality Policy

· How to make a complaint

· College Disciplinary Procedure

· Accessibility Statement

· Learning Policy

In addition, each of the areas of the College have services standards that have been developed to help meet the College's obligations to you.

A Shared Commitment

What the College Offers:


An Induction Programme introducing you to your course and the College.


A College Charter outlining our commitment to you.


A High quality learning experience, subject to independent inspection.


A safe working environment.

Access to Library and Learning Resource facilities and guidance in their use during residential blocks.


Well-prepared learning materials.


Welfare and Medical Support during residential blocks.


A learning agreement between the student and the College.


A course handbook (available on commencement of the course), detailing:


•
Equal Opportunity Policy     


•
Course organisation


•
College information - resources and support services


•
College policies


•
Disciplinary procedures


•
Learning Support


•
Complaints Procedure

The College Expects You To:   

•
show 100% commitment to your course by ensuring attendance at all scheduled tutorials, and submission of all work on time.

•
conduct yourself at all times in a manner which shows consideration for all members of the College community and is not detrimental to the College’s image when attending the residential block.

•
observe College regulations including Health & Safety, Hostel and Library regulations.

•
take shared responsibility for your own learning experience.

Policies and Statements

Disabilities and Discrimination

Sparsholt College is committed to ensuring that disabled people, including those with learning difficulties, are treated fairly.  All reasonable adjustments to provision will be made to ensure that disabled students and other disabled people are not substantially disadvantaged.  If you are a disabled person, please ensure that we know what you need to help you to succeed. 

The person to contact for further guidance is the Learner Services Manager telephone 01962 797325

Data Protection

The Information Padlock – What it means for you

The new symbol alerts people to the fact that their information is being collected, and directs them to sources which will clearly explain how their information is to be used.

Sparsholt College collects information about all our students for various administrative, academic and health and safety reasons as well as for LSC (Learning and Skills Council) or HESA (Higher Education Statistics Agency) administrative processes.

Students are entitled to request access to data held by the college about them.  More information about how to do this, and the fee we will charge, is available in the full college Data Protection policy.

Students must ensure that all personal data provided to the college is accurate and up to date and that any changes that occur (changes of address, etc.) are notified to the student Registry Office straight away.

If you require any further information on Data Protection please refer to the full college policy.  This is available on request from the Registry Office.

Please note that the following notice applies to any form you fill in that includes the Information Padlock symbol (()

‘Data Protection Act 1998 – The information you provide on this form will be passed to the Learning and Skills Council (the Council).  The Council is registered under the Data Protection Act 1998.  The registration is primarily for the collection and analysis of statistical data.

The Council will collect and share this information with other organisations for the purpose of administration, careers and other guidance, statistical and research purposes.  This will allow the Council and its partners to monitor performance, improve quality and plan future provision.’

Some information on this form and other information held by your institution about you will be sent to the Higher Education Statistics Agency (HESA). Your record will be added to a database which will be passed to the central government departments and agencies and 

devolved administrations which require it to enable them to carry out their statutory functions under the Education Acts. It will also be used in anonymised form for statistical analysis by HESA and the above bodies resulting in publication and release of data to other approved non-statutory users. These may include academic researchers and commercial bodies.

You may wish to note that your contact details will not be made available to HESA, your names will not be used or included in its statistical analysis and precautions are taken to minimise the risk that you will be able to be identified from the data. Neither statutory nor non-statutory users of the HESA data will be able to use the data to contact you.

Under the Data Protection Act 1998 you have the right to a copy of the data held about you by HESA, for a small fee. If you have any concerns about, or objections to, the use of data for these purposes, please contact HESA at www.hesa.ac.uk, or by writing to 18 Royal Crescent, Cheltenham, GL50 3DA.

Insurance

The College is insured for its legal liability to students and third parties.  Responsibility for personal belongings rests with the students themselves as the College cannot accept responsibility for lost, stolen or damaged items.  Students are strongly advised to take out personal insurance to cover their own effects, eg. stereos, equipment, PCs, etc.

Provision has been made for students attending the College to be covered under the College’s Personal Accident policy for certain injuries should these injuries be sustained whilst engaged on a College approved activity.  Details of this cover are available upon request.  Additional Personal Accident / Injury insurance should be taken out by individuals if they require it.

Students placed with employers on work experience will normally be covered by the employer’s own insurance arrangements as though they were employees of the firm, but in cases where this is not possible, the College will progress cover through their own Employers’ Liability policy.  Provision of this cover will depend on the employer having adequate Public Liability cover and the placement having been approved by the College.

The College wishes to remind student drivers that it is the individual student’s responsibility to ensure they have adequate motor insurance cover on their vehicle in accordance with the Road Traffic Act and also that their driver licence is valid.

All students are expected to conform to the College Code of Conduct, which can be found in the back of this Handbook.  We would recommend that Parents/ guardians discuss this information with their son/daughter.  The Code concentrates on requiring a reasonable level of behaviour, taking into account the needs of the community as a whole.

Fees

All fees, including registration fee, must be paid prior to the beginning of the course.

Overseas Students – FE

If you do not qualify as a UK or EEA (European Economic Area) resident, ie you have not been ordinarily resident for purposes other than education for the three years prior to the start  of your course, you are liable to pay Overseas Student Tuition Fees.  Overseas students will be charged tuition fees regardless of age and all tuition fees must be paid in full before commencement of the course.  Sparsholt College reserves the right to request documentary evidence (notably passport) where, for whatever reason, some doubt over status exists.  

PAYMENT METHODS

Cheques should be made payable to “Sparsholt College Hampshire”.  Should a cheque be returned for any reason by the College bankers, any costs incurred may be added to the appropriate account.

Visa credit cards or debit cards are accepted for payment.

Non-payment of Invoices

Invoices are normally payable within 30 days of receipt.  If a student has an outstanding debt from the previous academic year he/she will not be permitted to register for the current academic year until all outstanding debts have been cleared, or arrangements have been made to settle the outstanding amount.  Furthermore, any student wishing to progress to a higher course will not be accepted on to that course until all debts have been cleared.

The College reserves the right to terminate any student, at any time during their course, who does not make every reasonable effort to pay his/her fees.  All outstanding debts will be pursued through normal legal channels.

Help with Funding

Further Education Students

Financial Help from the Learner Support Funds 

Access funds to help with tuition fees and additional costs such as transport, books, specialist equipment and clothing are available to students studying further education courses at Sparsholt College Hampshire.  A separate Childcare Fund is available to help with any costs for childcare.

Priority is given to students on low incomes or from low-income families, identified by appropriate means testing.  Eligible are home students (UK) only who are aged 16 and over and following part-time courses of further educations.

Financial Advice

Registry staff provide help and advice for students with regard to their financial commitments, whilst at the same time ensuring the proper and sensible use of public monies vested in the College.

Students who experience difficulty in meeting their financial commitments are offered advice on how best to manage their income and expenditure.  Students should contact a member of the Student Finance Team within Registry as soon as any difficulties arise to discuss how best to rearrange any payments to their College account, if appropriate.

College Facilities 

Sports and Recreation Facilities

Sparsholt College offers its students a wide range of sporting facilities, as shown below:

Sports fields, providing rugby, football, cricket and hockey

-  A par three practice golf course

-  A Recreation Centre providing squash, weight training, keep fit, volleyball, darts, table tennis, tennis, badminton and other sports

-
A multi-gym providing a range of keep fit equipment (£5.00 for initial training)

-
Provision of separate changing rooms/showers

Students are advised to bring their own racquets, tennis balls, etc.  However, sports equipment can be bought at the College Shop.

Winchester itself has good sporting facilities with the Riverside Leisure Centre offering a wide range of leisure activities including swimming.

Medical Information

College Doctor

The College Doctor holds regular surgeries at the College.  Students wishing to make an appointment with the Doctor, for either consultation in the College or at Friarsgate Medical Centre, must first see the College Nurse or Student Liaison Officer.

College Nurse

The nurse will be available between 10.00 am and 2.00 pm Monday to Friday to deal with student illness and liaise with the College Doctor.  

Meningoccocal Disease

Following the 1999/2000 national immunisation programme, all students embarking on a course at Sparsholt College should have had the opportunity to be vaccinated against the C strain of meningitis. Students are advised to see the College Nurse on arrival if they have not been immunised and would like the opportunity. There is, as yet, no vaccine against the B strain of meningitis.

Naturally, we at College try to ensure all students are made and remain fully aware of the signs and symptoms of meningitis and understand the necessity for everyone to remain highly vigilant, both for themselves and their friends. Each year, starting with induction week, the College runs a high profile campaign for both students and staff in order to raise awareness of the disease.

The College operates a policy for dealing with any incidents of meningitis which has been approved by the local authorities.

Tetanus

We advise all students to make sure that they have an up to date tetanus vaccination, which can be arranged through your local doctor.

Academic Code of Conduct

•
Successful completion of the course and qualification requires that you fulfil the following:

•
Attend all tutorials and be able to account for any absences

•
Complete examinations to a satisfactory standard:

•
Attain a satisfactory standard in assignment work, assessments and examinations.

One hundred per cent attendance at all scheduled tutorials, programmed commitments and practical duties is expected during the residential block unless prevented by illness.  

General Code of Conduct

Your time on the course should be a pleasurable and rewarding experience.  During the residential block you can expect to be taught by experienced and qualified staff in an environment conducive to study.

In order to maintain an environment that is pleasant and safe for all students and visitors we expect everyone to comply with the Code of Conduct/Contract.  Although you may only visit the campus for a short period, all course members will be expected to observe the code of conduct.  

The Code of Conduct is summarized here. Any Student wishing to see the full document will be able to by sending in a stamped addressed envelope, collecting one in person from the College or viewing it in the College Library or on the Web Site.

All students are expected to sign up to the Code of conduct for both Academic and Non-Academic behaviour. 

The Academic Code of Conduct refers to the following key areas.


-
Timekeeping


-
Attendance


-
Course Work Completion


-
Grade Requirements


-
Accounting for Absences

The Non Academic Code of Conduct reflects the aims specified earlier and covers the following key areas.

Equal Opportunities


It is important that everyone has the opportunity to enjoy and benefit from, their time at College, without prejudice. We operate an equal opportunities policy to help ensure this.

Mobile Phones


Mobile phones are welcomed at College as an important communication aid. We ask only that they are not used in areas where they affect the study and work of others

College Netiquette and IT Equipment


The internet access provided at the College helps all students with their study. We have written the College netiquette to prevent unsuitable material being accessed and down loaded and to preserve the quality of our facilities

Safety


The College operates a Health and Safety Policy. You will be given a copy of this when you start your course. It will reassure you of the procedures we have in place to prevent and react to emergencies and accidents.

Environment


You will enjoy studying and relaxing in a safe and pleasant environment. We protect our environment by enforcing simple rules and dealing firmly and fairly with those who would act against the spirit in which they are intended.

Standard of Dress


The industries for which we train you require standards of suitable dress, appropriate to the work you undertake. These standards are reflected at the College.

Courtesy / Behaviour


The College expects everyone to behave with courtesy and respect to all who attend the College in whatever capacity.

Smoking


Many areas at the college are designated as no smoking, including all the hostels. Please respect this and smoke only in the designated areas.

Fire Precautions

Fire safety equipment such as alarms, smoke detectors and extinguishers are fitted for the protection of all. We hope that everyone can feel reassured in the steps we take to deal with those who do not respect this equipment and the purpose for which it is intended.

Drugs and Solvents

As a caring establishment we cannot condone any form of substance misuse. The College Policy on Drug and Substance misuse therefore reflects the moral and legal obligations of the College to prevent misuse on the premises.

Alcohol

The Code reflects the Colleges compliance with the law. Under 18 students are not allowed to be under the influence of alcohol at any time. Over 18 students may drink sensibly when not involved in any College commitments.

Shotguns and Rifles

As we are a College for the land-based industries some students prefer to bring their own shotguns and rifles to use as part of their course or to join in the activities of the clay club. These students must apply for permission to do so and follow strict rules.

No other students may bring any weapon on to the College Grounds.

Other Firearms and Dangerous Materials eg (fireworks)

No firearms such as air pistols or dangerous materials such as fireworks are allowed on College grounds.

Knives


Some small folding penknives are allowed for use only during College courses. No other knives may be brought on to the College site.

Motor Vehicles

We have parking facilities which allow students to bring vehicles on to the College site. They must be MOT’d; taxed and insured; and registered with the College at the start of the year.

Speed and parking restrictions must be observed.

Bicycles

Bicycles are allowed as long as they are kept in the bicycle sheds and used only on the College roads.

Skateboards

Unfortunately the College does not have suitable safe areas to allow the use of skateboards or micro scooters.

Medical Issues

It is essential that you disclose to us any medical or other information which would have health and safety implications for you or others or would help us support you during your time at College.

General Issues

It is important that the parents and guardians of under 18 students are aware of the behaviour expected of their son or daughter and that they are involved in any disciplinary process. Also of the consequences of failure to comply.

Resident Students

There are some additional rules for those students who wish to be accommodated at College. You must be prepared to take responsibility for the room. You must also respect other people’s privacy and not create unnecessary disturbance.

Procedure for Candidate Appeals Against Assessment Decisions
If any candidate, assessed under a scheme for which the College is the Examination or Assessment Centre, wishes to appeal against an assessment decision, the following procedure shall apply.

a)
An appeal against an assessment decision may be made if a candidate feels that any of the four key principles of assessment have not be adhered to, these four principles being:


open access to the assessment process


equal opportunities


assessment carried out to validated or accredited national standards

 

assessment based on evidence provided (for NVQ and  GNVQ programmes this may come from varied sources).

b)
If a candidate wishes to appeal based on any of these four principles the following stages will apply.

i)
In the first instance, the candidate (or a representative of the candidate) may lodge an appeal in writing, within two weeks of the assessment decision to the Programme Tutor who will counsel the candidate and discuss the nature of the appeal.

ii)
If grounds for appeal are established, the nature of the appeal will be discussed by a Programme Panel comprising the Assessor, the Programme Tutor, Internal Verifier (NVQ and GNVQ Programmes) and the candidate (and/or a representative of the candidate if requested) within one week of notification of the appeal.  If re-assessment is the agreed outcome at this stage an opportunity for this will be negotiated with the candidate.  The candidate will be counselled on the nature of any additional evidence required to meet the criteria.

iii)
If agreement cannot be reached by a Programme Panel, the candidate may appeal to an Internal Moderation Committee of the Academic and Quality Standards Board within two weeks of the meeting of the Programme Panel.  The Internal Moderation Committee shall comprise of the Director of Learning and Academic Development (Chair), the Section Manager within whose Section the programme lies and either (a) the Programme Internal Verifier and an independent Internal Verifier (NVQ and GNVQ programmes) or (b) a Section Manager and Programme Tutor from Sections other than that in which the programme is managed.

The candidate (and/or a representative of the candidate) must present the appeal to the Committee in writing and the Internal Verifier may call upon the External Verifier/Moderator/Assessor to advise on the grounds for appeal.  If re-assessment is the agreed outcome, the procedure outlined in b) ii) will apply.

iv)
There is no further internal appeal against the decision of the Internal Moderation Committee.

c)
At each stage of the Appeal Procedure a full record will be taken and may be referred to at any subsequent stage.  Copies of any records kept will be made available to the candidate (or representative of the candidate).


Assessment and Grading on City & Guilds Courses
Criteria for individual courses will be found in Section I if applicable

Examination Rules for City & Guilds and Any Other Formal Time Constrained Examinations.
Five minutes before the time fixed for the beginning of the examination, students should assemble near the entrance, but should not enter the room until instructed to do so by the invigilator.  Before each examination begins the invigilator will read the following examination rules to the candidates.
1.
If you have brought to the examination room any notes, drawings, tracing or book other than the books or other items specifically permitted, they must now be given to me.

2.
You may use drawing instruments and silent battery powered calculators unless stated otherwise.

3.
No scribbling paper, nor anything that might be passed from one candidate to another is allowed.  Rough work must be done in the answer book/paper and then crossed through to show that it is not part of the answer.  You should not copy out the questions into your answer book/paper.

4.
You must not, on any pretext whatsoever, speak to or have communication with another candidate.  If you wish to ask a question, you should quietly attract the attention of an invigilator.  No explanation of the meaning of an examination question can be given.

5.
If you complete your work before time, you should hand it in to me and leave the room quietly.  You will not be allowed to leave the room until two-thirds of the way through the time scheduled for the examination nor during the final fifteen minutes of the examination.

6.
All your work, unless previously given up, will be collected at the end of the time allowed for the examination.  Any work taken out of the examination room will be disallowed.

7.
Any action by a candidate contrary to the letter or spirit of these rules, whether discovered during the examination or afterwards, will disqualify that candidate.

8.
A candidate obliged to leave the examination room for some personal reason, must be accompanied by an invigilator or other authorised person; otherwise the candidate cannot be re-admitted.  In these circumstances the candidate will have a further opportunity to sit the examination.  

9.
No smoking is allowed.

10.
You are particularly asked to read the instructions in the question papers before answering the questions.  It is most important that you write your name correctly on ALL examination work.  It is essential that you start each answer on a separate sheet of paper.

Equal Opportunities and Harassment Statement
Policy Statement
The College is committed to a policy of equal opportunity.  We want everyone to feel welcome in the College irrespective of such factors as race, gender, sexual orientation and disability.

Behaviour that is contrary to the spirit of this policy will result in disciplinary action.  If a student is a victim of, or witnesses any such behaviour, they should see their tutor or a member of the wardening staff.

Access, Participation and Development
Statement of Principles
Sparsholt College's marketing and admissions processes shall seek to ensure that all the potential student community has access to non-discriminatory publicity and individual guidance and counselling which will enable them to gain access to learning programmes appropriate to individual needs.

Codes of Practice
1.
Appropriate market research shall be undertaken so as to establish the learning needs of the whole potential student community.

2.
Publicity material shall be developed to ensure that it portrays the College's equality of opportunity policy through photographs, profiles and other material and all such publicity material is free from any discriminatory statements.

3.
Student application forms and other student records shall be clear and unambiguous and not contain any discriminatory questions or information.

4.
Educational guidance and counselling provided by the College shall inform students of the complete range of learning opportunities available throughout the College and elsewhere so as to ensure there is no discrimination.  Guidance shall focus on enabling individuals to gain access to an appropriate learning programme to meet their specific needs.

5.
Suitable opportunities will be taken to promote and raise the awareness of the College's equal opportunities policy as it applies to admissions with prospective learners, parents, employers, customers of other College services, staff and Governors.

6.
All staff responsible for marketing and providing education information and advice shall receive training which will ensure they are fully conversant with and committed to the College's Equal Opportunities and Harassment Policy.

7.
Any data required to assist the furtherance of equal opportunity policies should be collected with care and suitable safeguards put in place to ensure confidentiality and the appropriate use of statistics collected.

Curriculum
Statement of Principles
Sparsholt College will seek to ensure that the learning programme offered to each individual learner matches the needs of that individual, subject to the availability of suitable resources.  Our priorities are to:  


develop the potential of our learners;


encourage our learners’ efforts to enable them to reach their potential;


and assure our learners’ health and safety through all reasonably practicable measures.

It is the intention of the College to encourage students to participate in society by developing an ethos and a range of learning programmes which reflect and value people regardless of gender, marital status, family responsibilities, sexual orientation, colour, race, nationality, religious belief, ethnicity, disability, age and unrelated criminal convictions so as to:

(a)
enrich learners’ experience.

(b)
foster harmony, understanding and mutual support amongst all in society; and

(c)
 enable learners to recognise and counter all prejudices.

Code of Practice
1.
It is the responsibility of all staff to deliver learning programmes which are non-discriminatory and encourage equality of opportunity.

2.
Course Teams should keep all teaching materials under review to ensure they are non-discriminatory, and reflect the diversity of the community the College serves and society as a whole.

3.
Staff shall be encouraged to develop a recognition of the value of all members of society.

4.
Learning programme organisation and teaching methods shall as far as possible take into account the needs of different groups, including those with special needs.

5.
Where work experience or work-based training forms part of the learning process, the process of monitoring work providers shall ensure that they are aware of the College's Equal Opportunities and Harassment Policy.

6.
All learners shall be made fully aware of the College's policies and Codes of Practice on equality of opportunity in the learning programme via the appropriate induction material. 

Harassment
Harassment is defined as ‘any conduct which is unwanted by the recipient, or any such conduct based on characteristics which affect the dignity of any individual, or group of individuals’.  such characteristics could be gender, race, sexual orientation, religious belief, age or disability.

Harassment may be repetitive, or an isolated occurrence against one or more individuals.

Harassment may be:

· Physical:
contact, assault or gestures, intimidation or aggressive behaviour.

· Verbal:  unwelcome remarks, suggestions and propositions, malicious gossip, jokes and banter based on characteristics as defined above.

· Non-verbal:  offensive literature or pictures, graffiti and computer imagery, isolation or non-co-operation and exclusion from social activities.

· Bullying:  persistent, offensive, abusive, intimidating, or insulting behaviour, abuse of power or unfair sanctions which makes the recipient feel upset, threatened, humiliated or vulnerable, which undermined their self-confidence and which may cause them to suffer stress.

It is the duty of every member of the College community to take responsibility for their behaviour and modify it if necessary, as harassment is not acceptable under any circumstances.  In the event that an individual has suffered alleged harassment, then the process for the Resolution of Discrimination will be followed.  If the individual wishes to make a formal complaint, then the Procedure for Investigating Formal Complaints will be followed.

Further details regarding equal opportunities and harassment can be found in the full Equal Opportunities and Harassment Policy.  Copies of this are available in the Library and from your Course Director.
Principal:  Tim Jackson  BTech (Hons), PGCE





Please note that this handbook is provided for your help and guidance on the course.  Due to printing costs, replacement copies will incur a charge of £10 to be received before despatch.
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