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ACCESS TO FAIR ASSESSMENT POLICY
22 JUNE 2021
Due for Review June 2022
All relevant company policies and procedures are made available to
staff in a handbook, and will be available to learners and third parties
by request.
The Tutor Team Ltd has in place the necessary systems and procedures
to allow the provision of access arrangements including reasonable
adjustments. These reflect the needs of individual learners while also
ensuring that the assessment continues to enable a valid, reliable and
consistent judgement to be made about the achievement of all learning
outcomes against the stated assessment criteria.
Statement of Intent:
The Tutor Team will provide all learners with the opportunity to achieve
their full potential by the most appropriate and direct route. The Tutor
Team’s policy of access to fair assessment ensures that all
assessments/assessment activities undertaken by learners are:
• Reliable.
• Valid.
• Fit for purpose.
• Transparent.
• Recognise and respect equality and diversity.
• Use appropriate language for assessment tasks.
• Include a variety of assessment strategies.
There are procedures in place which underpin this statement and are
translated in practice. The Tutor Team will ensure that all:
Tutors/Assessors:
• Undertake an induction which includes the principles of assessment
and understand criterion referenced assessments relevant to the
awarding bodies we work in partnership with.
• Record the outcomes of all assessment activities.
• Provide clear, constructive and developmental feedback to all
learners mapped against achievement of the learning outcomes and
assessment criteria.
• Plan assessment strategies and the timing of assessments so as not
to unnecessarily overburden learners or to discriminate against
particular groups of learners.
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The writers of assessment materials will:
Produce assessment activities with due regard to the equality and the
diversity of learners.
Ensure that assessment tasks allow for the generation of evidence in
diverse ways.
Ensure that they use appropriate language at a level suitable to the
unit.
Ensure that the assessment strategy allows for the generation of
evidence against all the learning outcomes and assessment criteria for
a unit.
Review assessment tasks on an annual basis and as part of the quality
cycle.
Internal assessors will:
Verify the appropriateness of the assessment/strategy for a unit.
Verify the appropriateness of individual assessment tasks against the
principles itemised above and any particular requirements of the
qualification.
Ensure that tutor/assessor records are accurate, clear and up to date.
Ensure that tutor feedback to learners is clear, constructive,
developmental, unambiguous and related to the assessment criteria.
Ensure that all assessment decisions sampled as part of The Tutor
Team’s internal verification process are valid.
Provide written feedback to tutors on all aspects of the assessment
process.
Ensure that all quality improvement recommendations are monitored
and any resulting actions are implemented.
Learners will:
Be inducted into awarding body assessment methodology and
understand criterion referenced assessments.
Be made aware of the Centre’s assessment complaints procedure*
and how to access any relevant documentation to support its use.
Be provided with an individual assessment plan through the effective
use of individual learning plans.
Be made aware of any time constraints attached to the achievement
of the qualification.

*Complaints Procedure
Receive feedback from all assessment activities to the The Tutor
Team’s timescale of within 10 working days which relates to the
achievement/non-achievement of the assessment criteria. (Note:
During periods of Centre closure and staff annual leave the 10 working
days timescale for assessment feedback to learners commences from
the first day of the re-opening of the
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• Centre after a period of closure and the tutors return to work
from annual leave and the student will be informed
accordingly).
• Receive regular feedback against their achievement of
individual units and their progress towards the overall
qualification.
• Produce outcomes that must at all times:
• Meet the requirements of the specifications regardless of the
process or method used.
• Be as rigorous as assessment methods used with other
learners.
• Be assessable.
• Be able to be moderated or verified.
• Fulfil the demands of the assessment criteria, regardless of
method used to obtain the evidence. The assessment criteria
may not be amended, re-worded or omitted.
• Must achieve all the required units to gain an awarding body
qualification. It may sometimes be the case that some full
qualifications are inaccessible because of a learner’s inability
to demonstrate competence in all parts of the qualification or
to meet the individual needs of the learner. In these cases,
unit certification will always be available.
• Be eligible for reasonable adjustments if their performance
during an assessment is likely to be substantially affected by a
particular impairment. Many of these learners will be defined
as being disabled under the Disability Discrimination Act.
• An adjustment to an assessment should only be considered
where the difficulty experienced places the learner at a
substantial disadvantage, in comparison with learners who
are not disabled. Where the difficulty is minor, the Centre will
assist and support the learner by offering help with study and
assessment skills.
• Awarding Body Moderators:
• • Will be given access to all relevant documentation and
assessment evidence to support the award of
credit/qualifications as requested.
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CANDIDATE ENQUIRIES AND APPEALS
26 June 2021
Due for Review June 2022
All relevant company policies and procedures are made available
to staff in a handbook, and will be available to learners and third
parties by request.
This policy sets out the steps for appealing against The Tutor
Team’s decisions and the process to be followed.
Candidates have the right to appeal any of the outcomes received
for the qualifications they are undertaking.
Candidates will be made aware of the existence of this policy and
the process for making an appeal at time of booking and paying for
a course with The Tutor Team.
General Appeals Procedure
• In the first instance the candidate should lodge an appeal with
the tutor or assessor allocated to them for the qualification. The
appeal should be made within 14 days of the receipt of the
disputed outcome.
• The appeal should be made in writing by email or in a letter.
• The tutor/assessor must immediately make The Tutor Team Ltd
aware that an appeal has been made. This must be done within
48 hours of receiving an appeal.
• The tutor/assessor must make an immediate response to the 7
candidate to acknowledge receipt of the appeal. This must be

• The tutor/assessor must undertake to resolve the appeal
within 7 days of receiving the appeal in writing. The
tutor/assessor must keep a record of all
correspondence, student work and other materials that
relate to the appeal. These materials must be kept as
evidence.
• If the issue remains unresolved to the candidate’s
satisfaction, the candidate should make a submission to
The Tutor Team’s Quality Assurance Officer, Mr Anthony
Rose. Mr Rose is an individual independent of the
internal Assessment or Moderation Process, or the
teaching process. This submission should be in writing
by email to anthonyrose@thetutorteam.com or FAO Mr
Anthony Rose at the main office address. Mr Rose will
request all materials relating to the appeal from the
tutor/assessor and the candidate. He will keep the
materials as evidence which may be passed onto
ASDAN. He will acknowledge to the candidate that the
appeal has been escalated within 5 days of receipt of
the appeal. He will review the materials and decide on
the appeal within 7 days of receipt of all relevant
materials.
• If the issue still remains unresolved to the
candidate’s satisfaction, the candidate should notify the
Head of Centre, Dr Janet Rose. This notification should
be in writing by email to drjrose@thetutorteam,com or
FAO Dr Janet Rose at the main office address. She will
acknowledge to the candidate that the appeal has been
escalated within 5 days of receipt of the appeal. Dr Rose
will review the appeal and all the case materials within 7
days of receipt of the relevant materials.
• At this point, if the candidate is still unhappy with the
decision, Dr Rose will refer the matter to ASDAN,
following the ASDAN enquiries and appeals procedure –
See Appendix A below. All materials collected as
evidence will be made available to ASDAN.
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• The internally assessed and moderated marks will be shared with
learners before learner marks are sent to the board for external
moderation. These marks should remain confidential to the
centre and the learner as far as is possible.
• Candidates will need to explain on what grounds they wish to
request a review of an internally assessed mark, and it is
important that candidates understand that the moderation
process carried out by ASDAN may result in a mark change,
either up or down, even after an internal review.
• If a review is requested, The Tutor Team Ltd will allocate a new
supervisor/assessor to review the marks awarded. This
supervisor/assessor will have the necessary competence and
training, have had no previous involvement in the assessment of
the candidate, and no personal interest in the outcome of the
review. If possible, a second internal moderator will be
appointed to moderate the review. The centre will ensure that
reviewers have declared any conflict of interest prior to
undertaking the review.
• Conduct of the review
• The Tutor Team Ltd will retain internal standardisation materials
for the purpose of internal reviews. The reviewer will need to see
the candidate’s marked work, the internal assessor’s mark sheet
and any annotation and comments that demonstrate how/why a
certain mark was awarded.
• These must be considered within the context of the internal
standardisation materials provided in order to ensure a
consistent approach to other candidates in the centre. Where
there was no internal standardisation carried out (because there
was only one supervisor/assessor involved in marking), work of
other candidates in the cohort must be considered to ensure
that judgements can be made on the consistency of standards.
• It must be made clear to the reviewer, the supervisor/assessor
and the candidate that it is not possible for anyone to alter the
work after the centre mark has been provided to the candidate.
• The reviewer must provide a reason for upholding or changing
the mark awarded by the centre.
• The candidate will be informed in writing of the outcome of the
review and it will be logged and brought to the attention of the
head of centre. The written record must be made available to
ASDAN on request.
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APPENDIX A
ASDAN Policy and Procedures for Enquiries and Appeals
Definitions
An enquiry is a process through which ASDAN is asked to check one
or more steps leading to a reported result.
An appeal is a process through which ASDAN may be challenged on
the outcome of an enquiry about results, or where appropriate,
other procedural decision affecting a centre or individual
candidate.
Dissatisfaction with any other aspect of ASDAN’s products or
services may be addressed through ASDAN’s Customer Complaints
procedure.
As an approved awarding organisation ASDAN has confirmed with
the regulatory authorities that it complies with the requirements of
the Conditions of Recognition.
All centres must have an enquiries and appeals procedure available
to their candidates. A centre’s own procedures must be applied
before any enquiry or appeal is submitted to ASDAN.
Stage One: Enquiries about results
Centres may request:
 A clerical check may be requested by telephone or email. This is
normally a review of the
external moderation decisions affecting candidates’ results, or,
where appropriate, other decisions affecting centres or candidates.
In many cases a telephone conversation or email exchange will be
sufficient to clarify moderation decisions or feedback and satisfy
the centre.
 A formal enquiry must be made by submitting an Enquiry
Request form. The Compliance Manager will acknowledge receipt
of the enquiry within five working days, carry out a more detailed
investigation to answer the enquiry, involving consultations with
appropriate staff, and provide the centre with a written response
within ten working days.
 Re-moderation of portfolios, to check that all parts of the
portfolio have been examined against appropriate standards and
recorded, and any adjustments and special consideration correctly
applied. The outcome will be notified in writing together with a
report of findings for each unit included in the enquiry. Remoderation is carried out by a Principal or Senior External Quality
Assurer, who is not the External Quality Assurer who made the
original decision.
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Stage Two: Appeals
Where a centre/candidate is not satisfied with the outcome of
Stage One of the Enquiry and Appeals process, it may
appeal to ASDAN to review the centre’s/candidate’s
evidence, where a centre believes ASDAN has not applied its
procedures consistently, properly or fairly. Appeals may also
be made against other decisions affecting centres and
individual candidates, such as:
ASDAN’s decision to reject an application for Centre Approval
the contents of a centre moderation or visit report
ASDAN’s decision to decline a request for special
arrangements/consideration
ASDAN’s sanction as a result of malpractice, misconduct or
maladministration
the outcome of any ASDAN investigation into a complaint
raised by the centre
Applications for appeals may be refused on the following
grounds:

Policy and Procedures for Enquiries and Appeals

 The centre has not met the procedural requirements for an
appeal

 The centre has not met the required timescales

 Other relevant process has not first been completed (e.g.
centre’s internal procedures,
Enquiry about results)
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• The case and evidence presented will be reviewed by, as
appropriate, ASDAN’s Head of Qualifications and Quality
and/or Compliance Manager, an auditor, External
Quality Assurer or other relevant person and an
independent person who has no connection with
ASDAN.
• The review may include, as appropriate, re-moderation
of portfolios, a discussion with the centre or candidate
and ASDAN personnel, a request for further information
from the centre, candidate or ASDAN personnel or a visit
to the centre by authorised ASDAN personnel. The Panel
may request that centre personnel attend a hearing,
which will be held at ASDAN premises during office
hours. The appellant may be accompanied by a
representative if they wish.
• Stage Three: (Independent Review)
• Where a centre/candidate is not satisfied with the
outcome of the decision made at Stage Two of the
Enquiry and Appeals process, they may request
arrangements for an Independent Review Panel. In this
case the appeal will focus on whether the awarding
organisation used procedures consistent with the
regulatory authorities, and whether those procedures
were applied properly and fairly in making judgements.
All members of the Panel will be independent and not
affiliated with ASDAN.
• The Independent Review Panel members is convened by
the Head of Qualifications and Quality. The members
will comprise Regulatory staff from other Awarding
Organisations as listed by the Federation of Awarding
Bodies (FAB). The decision of the Independent Review
Panel is final.
• Information on fees for enquiries and appeals is outlined
separately in ASDAN’s Pricing and Fees document. There
will be no charge where an appeal is upheld.
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• The following procedures apply for enquiries and
appeals:
• A particular issue is identified within a centre
regarding awarding organisation decisions.
Following internal consideration a decision is made
to make a request for a clerical check to the
awarding organisation. A clerical check is carried
out by the Compliance Manager and a response
made at the latest within 5 days of the initial
contact.
• A decision may be made in a centre to make a
formal enquiry. Formal enquiries are made in
writing to the Compliance Manager by submitting
an Enquiry Request form. Enquiries must be sent
as early as possible following awarding
organisation decisions, and at the latest four weeks
after external moderation decisions have been
received by centres.
• Once received by ASDAN details are recorded on a
proforma and acknowledgement sent within five
working days. The enquiry is logged for monitoring
and held in a designated file.
• Investigations are made to answer the enquiry,
involving consultations with appropriate staff and a
response provided in writing within ten working
days.
• A decision may be made in a centre to request remoderation of sample portfolios by an
independent External Quality Assurer. The request
is made in writing to ASDAN’s
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• Reviewed Feb 20
• Policy and Procedures for Enquiries and Appeals
• Compliance Manager, who will liaise with the centre and the independent
External Quality Assurer on collection and delivery of the portfolios.
• A decision may be made in a centre to make an appeal against the
outcome of an enquiry into results, or another decision affecting centres
and individual candidates. Appeals must be made in writing to an ASDAN
Compliance Manager, using the appropriate form (Request for Appeal
against Results or other Awarding Organisation Decision and Independent
Review). Applications for appealing a decision must be sent as early as
possible following awarding organisation decisions and at the latest four
weeks after relevant decisions have been received by centres.
• If candidates wish to appeal against internal assessment decisions they
must proceed in line with the centre’s own policy. Candidates will be
expected to provide evidence of appealing to their own centre. Only if
they are not satisfied by the outcome of an internal appeal should a
candidate approach ASDAN. The first point of contact is the Compliance
Manager. Any such appeal must be made before any external moderation
is completed. Any charges will be subject to the nature of the investigation
but will be notified if a cost to the centre/candidate is to be incurred.
• Once received by ASDAN details are recorded on a proforma and a written
acknowledgement sent within five working days. Candidate appeals are
logged for monitoring and held in a designated file.
• Applications to appeal against the result of an enquiry about results or
other decision affecting centres are discussed with the Review Panel
which will include an independent member who is not an employee or
assessor working for or otherwise connected to ASDAN, ASDAN’s Head of
Qualifications and Quality and Compliance Manager. The panel will
investigate the appeal and centres and/or other relevant persons will be
informed in writing of the action or decision (recorded on pro forma)
within four weeks of the receipt of the application.
• Applications are raised as part of a standing item at a Quality Assurance
Managers’ Meeting, logged for monitoring and held in a designated file.
• If the decision is not straightforward and cannot be made without further
consultation, advice will be sought from other bodies, e.g. Federation of
Awarding Bodies, Ofqual and/or other regulatory bodies. In the event of
continued consultation, acknowledgement is sent to relevant parties.
Centres are informed of final decisions in writing as soon as possible.
• If the centre is not satisfied with the findings of the Appeals Panel, they
have the right to request an Independent Review to question whether the
awarding organisation has used appropriate procedures and applied them
properly and fairly in arriving at judgements. (Stage Three) All members of
the Panel will be independent and not affiliated with ASDAN.
• The whole process of enquiry and appeal is monitored through proforma,
and reported on as a standing item on QA Managers Meeting agenda to
establish whether there are common or recurring issues which may have
an effect on centres. Where any such issues
14

• Reviewed Feb 20
• Policy and Procedures for Enquiries and Appeals
• are identified, ASDAN will notify registered centres of the findings
and provide recommendations for mitigation.
• The Head of Qualifications and Quality will provide quarterly
reports to Trustees on the number and nature of enquiries and
appeals, and their outcomes and make them available to the
regulatory bodies on request.
• Details of enquiries and appeals are archived to individual centre
files, with pro forma retained in a designated file for monitoring.
• If the outcome of an appeal affects the results of other candidates,
appropriate action will be taken to protect the interests of those
candidates and the integrity of the qualification, including where
necessary the revocation of certificates.
• If the outcome of the appeals process leads ASDAN to discover a
failure in its assessment process, all reasonable steps will be taken
to identify any candidate that has been affected, correct or
mitigate as far as possible the effect of the failure and ensure that
the failure does not recur in the future.
• Where instances such as malpractice or other circumstances that
may lead to an adverse effect are identified through these
procedures, the regulators and other relevant AOs who may be
affected will be informed.
• ASDAN’s policy and procedures for Enquiries and Appeals will be
reviewed annually to ensure compliance with the requirements of
the regulatory authorities, and to ensure that any failure
discovered in the assessment process of another awarding
organisation and notified by the regulators will not affect ASDAN’s
own assessment process.
• ASDAN may need to access confidential information. We will
ensure that such information is kept secure and only used for the
purposes of the investigation and in line with relevant data
protection legislation. We will not normally disclose the
information to third parties unless required to do so, eg to our
regulators and / or the police or other relevant and / or statutory
bodies.
•
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CANDIDATE SUPPORT INFORMATION
26 June 2021
Due for Review June 2022
All relevant company policies and procedures are made
available to staff in a handbook, and will be available to
learners and third parties by request.
The Tutor Team will always endeavour to support our
candidates in their studies, their assessments and with any
issues that interfere with their learning. We will supply our
candidates with qualified, experienced teachers to lead their
studies and ensure they have the requisite learning materials
for their course. Wherever possible we will offer advice and
assistance with administrative elements of course application
and account set up, including setting up in Tutor Cruncher.

The Tutor Team is sensitive to the needs of SEND candidates.
We have a SEND coordinator in place and will work to make
necessary adjustments designed to lower barriers to learning
for SEND candidates and make their learning experience
positive and assessments fair. Please contact the centre for a
free consultation.
The Tutor Team supports home-educated candidates across
the UK and overseas. We have tutors who are experienced at
working with home-educated candidates and understand
their needs are sometimes different to those learning at
school. Our online platforms, courses and tuition services are
ideally suited to the needs of home-educated candidates of
all ages and abilities.
The Tutor Team supports school and college candidates who
wish to study courses not available at their institutions, such
as the EPQ. We support school and college students who
require extra support with their studies thorough our one-toone tuition services. We can also support candidates who
have been excluded from school to obtain qualifications and
an education.
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The Tutor Team welcomes mature candidates for courses and
tuition. We help candidates secure qualifications to enhance
employment prospects, to retrain for a career, or assist onto
higher education. We have a flexible approach which permits
study in the evenings and at the weekends – please ask for
details.
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CUSTOMER COMPLAINTS PROCEDURE

3 AUGUST 2021
Due for Review AUGUST 2022
At The Tutor Team we work hard to provide the best possible
service. However, if you feel that this service has not met your
needs, we will make every effort to deal with your concerns.
The Tutor Team prides itself in putting its customers first and
does its very best to ensure their time with us is enjoyable and
that they succeed. Sometimes though, we make mistakes and
we want to know when we do. By letting us know when things
go wrong you can help us put them right and we can often
improve our services as a result of your observations. It is our
expectation that all complaints will be raised with the person
concerned in a prompt and reasonable manner.
If you wish to make a complaint, please pursue the informal
procedure in the first instance. If you are not satisfied that your
complaint has been addressed, you may wish to use the formal
procedure outlined in this policy.
The Centre’s Complaints Procedure is designed to bring
problems to our attention and make sure that:
Every effort is taken to resolve your complaint at an early stage
There is a clear procedure to deal with all complaints
You are kept informed at every stage
Your complaint will be dealt with in confidence
All formal complaints are recorded and investigated
Informal Complaints Procedure
If you are a student, discuss your concerns with your
Tutor. If you find this difficult or inappropriate, the person
you should speak to is the Head of Centre, Dr Janet Rose.
If you are a member of the public/a parent, please email
hello@thetutorteam.com and your complaint will be
18
forwarded to the relevant department.

• We hope that, by this stage, you have had your
concerns appropriately and adequately dealt with
and any actions taken have been to your satisfaction.
If not, you may wish to make a formal complaint.
• Formal Complaints
• Your complaint should be sent via email:
hello@thetutorteam.com marked “Complaint”.
• You should have an initial response within two
working days and any further investigation should
take no longer than ten working days (term time
only. Complaints made during school holidays will
take longer to investigate).
• Appeals
• Your complaint should be sent via email:
hello@thetutorteam.com marked “FAO Head of
Centre - Appeal of Complaint” outlining the reasons
why you are not satisfied with the investigation
and/or the outcomes.
• The Head of Centre will confirm receipt of the appeal
within five working days. The Head will investigate
the issues raised by consulting with those concerned
in the initial procedure. You should hear the results
of this investigation within a further ten working
days.
• If the Head of Centre has already been involved in
the complaint investigation as you did not feel it
appropriate to go to the Tutor, at this stage the
Appeal of Complaint will go to our Director and
Quality Assurance Lead, Anthony Rose.
• The Director's decision is final and there is no further
right of appeal.
•
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CONFLICT OF INTEREST POLICY
26 June 2021
Due for Review June 2022
All relevant company policies and procedures are made available
to staff in a handbook, and will be available to learners and third
parties by request.
All staff of The Tutor Team, including centre staff, tutors,
assessors and moderators, must be aware of the potential for a
conflict of interest and take steps to report and resolve such a
conflict.
What is a conflict of interest?
It is defined by the regulators (General/Standard Conditions of
Recognition) as existing where:
a) Its interests in any activity undertaken by it, on its behalf, or
by a member of its group have the potential to lead it to act
contrary to its interests in the development, delivery and award
of qualifications in accordance with its Conditions of Recognition
b) A person who is connected to the development, delivery or
award of qualifications by the awarding organisation has
interests in any other activity which have the potential to lead
that person to act contrary to his or her interests in that
development, delivery or award in accordance with the
awarding organisation’s Conditions of Recognition.
c) An informed and reasonable observer would conclude that
either of these situations was the case.
20

As an organisation The Tutor Team will take all reasonable
steps to:
Identify and monitor:
a)
all conflicts of interest which relate to it.
b)
any scenario in which it is reasonably foreseeable
that any such conflicts of interest will arise in the
future.
Establish and maintain an up to date record of all conflicts of
interest which relate to it.
Ensure that no conflict of interest which relates to it has an
Adverse Effect (as defined in the General/Standard
Conditions of Recognition), and where a conflict of interest
has an adverse effect, take all reasonable steps to mitigate
the Adverse Effect as far as possible and correct it.
Ensure that, in relation to assessment, moderation and
awarding:
a)
No person who has a personal interest in the result
will be involved.
b)
Where, having taken reasonable steps, the
involvement by such a person cannot be avoided we
will make arrangements for scrutiny by another
person.
What is a personal interest?
A personal interest is a conflict of interest that relates to a
particular individual. All conflicts of interest that fall under
part (b) of our definition are personal interests, as are any
perceived conflicts of interest under part (c) that relate to
individuals, rather than to the awarding organisation itself.
NB: A personal interest can be financial or non-financial in
nature.
Does the individual carrying out the assessment,
investigation or appeal have any reason or incentive to make
anything other than a decision in line with the relevant
conditions?
Would an informed and reasonable observer conclude that
such a reason or incentive exists?
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As an organisation The Tutor Team will take all reasonable
steps to:
Identify and monitor:
a)

all conflicts of interest which relate to it.

b)

any scenario in which it is reasonably foreseeable that
any such conflicts of interest will arise in the future.

Establish and maintain an up to date record of all conflicts of
interest which relate to it.
For examples of conflict of interest see Appendix A.
The Tutor Team will declare our awareness of the potential
for a conflict of interest, and take reasonable steps to ensure
that the assessment of a learner is not undertaken by any
person who has a personal interest in the result of the
assessment (eg where student is family or friend of assessor).
The Tutor Team will report such conflicts of interest in order
that ASDAN can make arrangements for the relevant part of
the assessment to be subject to scrutiny by another person.
The Tutor Team will report a perceived conflict of interest to
ASDAN at the earliest opportunity using the Declaration of
Conflict of Interest Form (Appendix B)

22

Appendix A
The following are examples of potential conflicts of interest:
A member of staff works for a centre and a family member
takes a qualification at the same centre
A member of staff at the centre is completing a qualification
delivered and assessed by the centre
Tutor, assessor or internal moderator working with more than
one centre or private training provider
Tutor, assessor or internal moderator partaking in the
appointment, promotion, supervision or evaluation of a
person with whom they have family connections with
A member of centre staff involved in the delivery or outcome
of an ASDAN qualification having a family connection with an
ASDAN registered learner or learner’s family
This list is by no means exhaustive
Appendix B

The ASDAN Conflict of Interest Declaration form Dropbox link
is below
ASDAN Conflict of Interest Declaration
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DATA PROTECTION POLICY
22 June 2021
Review Due June 2022

Introduction
In the course of your work with our Company you are likely to
collect, use, transfer or store personal information about our
employees, clients, customers and suppliers, for example their
names and home addresses. The UK’s data protection legislation,
including the UK General Data Protection Regulations (UK GDPR)
contains strict principles and legal conditions which must be
followed before and during any processing of any personal
information.
The purpose of this policy is to ensure that you are aware that
everyone has a responsibility to comply with the principles and
legal conditions provided by the data protection legislation,
including the UK GDPR and failure to meet those responsibilities
are likely to lead to serious consequences. Firstly, a serious
breach of data protection is likely to be a disciplinary offence and
will be dealt with under the Company’s disciplinary procedure. If
you access another employee’s personnel records or any
sensitive personal information without authority, this will
constitute a gross misconduct offence and could lead to your
summary dismissal. Additionally, if you knowingly or recklessly
disclose personal data in breach of the data protection
legislation, including the UK GDPR you may be held personally
criminally accountable for any such breach.
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Breach of the data protection legislation, including the UK
GDPR rules can cause distress to the individuals affected by
the breach and is likely to leave the Company at risk of
serious financial consequences.
If you are in any doubt about what you can or cannot disclose
and to whom, do not disclose the personal information until
you have sought further advice from the Company’s Data
Protection Officer Janet Rose.

This policy does not form part of a contract of employment.
However, it is mandatory that all employees, workers or
contractors must read, understand and comply with the
content of this policy and you must attend associated training
relating to its content and operation. Failure to adhere to this
policy is likely to be regarded as a serious disciplinary matter
and will be dealt with under the Company’s disciplinary rules
and procedures.
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Definitions

Data Subject: a living individual.
Data Controller: the person or organisation that
determines the means and the purpose of processing
the personal data.
Data Protection Legislation: includes (i) the Data
Protection Act 2018, (ii) the UK General Data
Protection Regulation (UK GDPR) and any national
implementing laws, regulations and secondary
legislation, for so long as the UK GDPR is effective in
the UK, and the E-Privacy Directive (and its proposed
replacement), once it becomes law.
Personal data: is any information that identifies a living
individual (data subject) either directly or indirectly.
This also includes special categories of personal data.
Personal data does not include data which is entirely
anonymous or the identity has been permanently
removed making it impossible to link back to the data
subject.
Processing: is any activity relating to personal data
which can include collecting, recording, storing,
amending, disclosing, transferring, retrieving, using or
destruction.
Special categories of personal data: this includes any
personal data which reveals a data subject’s, ethnic
origin, political opinions, religious and philosophical
beliefs, trade union membership, genetic, biometric or
health data, sex life and sexual orientation.
Criminal records data: means information about an
individual's criminal convictions and offences, and
information relating to criminal allegations and
proceedings.
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What are the UK GDPR principles?
We are a data controller. This means that we are required by
law to ensure that everyone who processes personal data
and special categories of personal data during the course of
their work with us does so in accordance with the data
protection legislation, including the UK GDPR principles. In
brief, the principles say that:
Personal data must be processed in a lawful, fair and
transparent way.
The purpose for which the personal information is collected
must be specific, explicit and legitimate.
The collected personal data must be adequate and relevant
to meet the identified purpose.
The information must be accurate and kept up to date.
The personal data should not be kept in a form which permits
identification of a data subject for longer than is necessary
for the purposes for which it is used.
The personal data must be kept confidential and secure and
only processed by authorised personnel.
Other rules under the UK GDPR state that:
The transfer of personal data to a country or organisation
outside the UK should only take place if appropriate
safeguarding measures are in place to protect the security of
that data.
The data subject must be permitted to exercise their rights in
relation to their personal data.
The Company and all employees must comply with these
principles and rules at all times in their information-handling
practices. We are committed to ensuring that these principles
and rules are followed, as we take the security and protection
of data very seriously.
You must inform us immediately if you become aware that
any of these principles or rules have been breached or are
likely to be breached.
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What are the lawful reasons under which we would expect
you to process personal data?
Whilst carrying out your work activities you are likely to
process personal data. The Company will only expect you to
process personal data where the business has a lawful basis
(or bases) to process that information. The lawful basis may
be any one of the following reasons or a combination of:
Consent has been obtained from the data subject to process
their personal data for specified purposes.
Where we need to perform the contract we have entered
into with the data subject, either for employment or
commercial purposes.
Where we need to comply with a legal obligation.
Where it is necessary for our legitimate interests (or those of
a third party) and the interests and fundamental rights of the
data subject do not override those interests.
There are other rare occasions where you may need to
process the data subject’s personal information. These
include:
Where we need to protect the data subject’s interests (or
someone else’s interests).
Where it is needed for official purposes.
You must always ensure that you keep a documentary
inventory of the legal basis (or bases) which is being relied on
in respect of each processing activity which you perform.
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Privacy Notices
Personal data must be processed in a lawful, fair and
transparent way.

Before you begin collecting or processing personal data
directly from a data subject you must ensure that an
appropriate privacy notice has been issued to the data
subject. Different notices are used for employment and
commercial purposes. The content of the privacy notice must
provide accurate, transparent and unambiguous details of
the lawful and fair reason for why we are processing the
data. It must also explain how, when and for how long we
propose to process the data subject’s personal information.
We need to include information around the data subject’s
rights and most importantly, the notice should also explain
how we will keep the information secure and protected
against unauthorised use.
Where you intend to collect data indirectly from a third party
or a public source (i.e. electoral register), you must ensure
that a privacy notice is issued to the data subject within a
reasonable period of obtaining the personal data and no later
than one month after. If the data is used to communicate
with the individual, then at the latest, it should be issued
when the first communication takes place or, if disclosure to
someone else is envisaged, a privacy notice should be issued,
at the latest, when the data is disclosed.
You must only use data collected indirectly if you have
evidence that it has been collected in accordance with the UK
GDPR principles.
In all circumstances you must check that you are using an up–
to-date version of the Company’s privacy notice and it is
being used in accordance with the Company’s guidelines.
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Purpose Limitation
The purpose for which the personal information is collected
must be specific, explicit and legitimate.
When you collect personal information you should set out in
the privacy notice how that information will be used. If it
becomes necessary to use that information for a reason
other than the reason which you have previously identified,
you must usually stop processing that information. However,
in limited circumstances you can continue to process the
information provided that your new reason for processing
the personal information remains compatible with your
original lawful purpose (unless your original lawful basis was
‘Consent’).
Adequate and relevant
The collected personal data must be adequate and relevant
to meet the identified purpose.
You must only process personal data where you have been
authorised to do so because it relates to your work or you
have been delegated temporary responsibility to process the
information. You must not collect, store or use unnecessary
personal data and you must ensure that personal data is
deleted, erased or removed within the Company’s retention
guidelines. You must not process or use personal data for
non-work related purposes.
The Company will review its records and in particular
employees’ personnel files on a regular basis to ensure they
do not contain a backlog of out-of-date or irrelevant
information and to check there are lawful reasons requiring
information to continue to be held.
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Accurate and kept up to date
The information must be accurate and kept up-to-date.
If your personal information changes, for example you
change address or you get married and change your
surname, you must inform your line manager as soon as
practicable so that the Company’s records can be updated.
The Company will not be responsible for any inaccurate
personal data held on its systems where you have failed to
notify it of the relevant change in circumstances.
Kept for longer than is necessary
The personal data should not be kept in a form which permits
identification of a data subject for longer than is necessary
for the purposes for which it is used.
Different categories of personal data will be retained for
different periods of time, depending on legal, operational
and financial requirements. Any data which the Company
decides it does not need to hold for a particular period of
time will be destroyed in accordance with its retention of
data policy.
Kept confidential and secure
The personal data must be kept confidential and secure and
only processed by authorised personnel.
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To achieve this you must follow these steps:
The Company has in place appropriate technical and
organisational measures to protect against unauthorised or
unlawful processing of personal data and against accidental
loss or destruction of, or damage to data. These procedures
must always be adhered to and not overridden or ignored.

Where the Company provides you with code words or
passwords to be used before releasing personal information,
for example by telephone, you must strictly follow the
Company’s requirements in this regard.
Only transmit personal information between locations by email if a secure network is in place, for example, encryption is
used for e-mail.

Ensure that any personal data which you hold is kept
securely, either in a locked filing cabinet or, if it is
computerised, it is password protected so that it is protected
from unintended destruction or change and is not seen by
unauthorised persons.
Do not access another employee’s records without authority
as this will be treated as gross misconduct and it is also a
criminal offence.
Do not write down (in electronic or hard copy form) opinions
or facts concerning a data subject which would be
inappropriate to share with that data subject.
Do not remove personal information from the workplace
with the intention of processing it elsewhere unless this is
necessary to enable you to carry out your job duties and has
been authorised by your line manager.
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Ensure that when working on personal information as part of your

job duties when away from your workplace and with the
authorisation of your line manager, you continue to observe the
terms of this policy and the data protection legislation, in particular
in matters of data security.
Ensure that hard copy personal information is disposed of securely,
for example cross-shredded.
Manual personnel files and data subject files are confidential and are
stored in a locked filing cabinet in the Exams Office. Only authorised
employees have access to these files. For a list of authorised
employees, please contact Janet Rose. These will not be removed
from their normal place of storage without good reason.
It is not permitted to store data on memory sticks, discs, portable
hard drives or other removable storage media.
Data held on computers are stored confidentially by means of
TutorCruncher software. This is password protected and all financial
data are encrypted.
The Company has network back-up procedures to ensure that data
on computers that cannot be accidently lost or destroyed.
Transfer to another country
Transfer of personal data to countries or organisations outside of the
UK should only take place if appropriate safeguarding measures are
in place to protect the security of that data.
We do not generally have a need to transfer data outside of the UK.
However, if you are requested to transfer personal data to a country
or organisation outside of the UK you must not transfer personal data
to a country or organisation unless you have in place safeguards to
ensure this is done in a legally compliant manner. You must speak to
Janet Rose before sending data outside the UK.

33

The data subject rights
The data subject must be permitted to exercise their rights
in relation to their personal data.
Under the UK GDPR, subject to certain legal limitations,
data subjects have available a number of legal rights
regarding how their personal data is processed. At any
time a data subject can request that the Company should
take any of the following actions, subject to certain legal
limitations, with regard to their personal data:
• Allow access to the personal data

• Request corrections to be made to data
• Request erasure of data
• Object to the processing of data
• Withdraw their consent if consent was the legal basis for
processing
• Request that processing restrictions be put in place

• Request a transfer of personal data
• Object to automated decision making
• Right to be notified of a data security breach
There are different rules and timeframes that apply to
each of these rights. You must follow the Company’s
policies and procedures whenever you process or receive
a request in relation to any of the above rights.
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How should you respond to a data subject request?
You must follow the Company’s data subject access
procedure which details how to deal with requests and it
describes the circumstances where a fee may be charged.
The procedure includes the following:
Always verify the identity of the person making a data subject
request and the legitimacy of the request.
If you are unsure as to whether you are authorised to action
the request check the privacy notice to ascertain who is
authorised to deal with data subject requests. If you are still
unsure how to handle the enquiry, you should forward this to
Janet Rose.
If you are authorised to deal with the request do not give out
confidential personal information unless you have received
the appropriate consent from the data subject. Seek explicit
written consent to process the data subject request and
ensure that you keep a clear audit trail of the request and
your response.
Do not share personal information with a third party, unless
the data subject has given their explicit prior consent to the
sharing of their information. A third party is anyone who is
not the actual data subject and can include a family member
of the data subject.
Take great care not to accidentally share information with an
unauthorised third party.
Be aware that those seeking information sometimes use
deception in order to gain access to it.
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Categories of information
During the course of your employment you may be
required to process personal data which falls into different
categories, general personal data and special categories of
personal data. All data should be processed in accordance
with the privacy notice and at all times in a confidential
manner. However, where that data is classed as a special
category extra care should be taken to ensure the privacy
and security of that data.
This means that you should maintain a high level of
security and you should only share this data with those
who are also authorised to process that data. In the
context of employee relations the scenarios when you
may be required to process special categories information
may arise for one or more of the following reasons:
In order to comply with employment and other laws when
processing and managing situations connected with
absences arising in relation to sickness or
family/dependent-related leave.
To ensure health and safety obligations and other
employment-related obligations are met, you may be
required to process information about the physical or
mental health or disability status of an employee in order
to assess their capability to perform a role. You may also
be required to monitor and manage sickness absence,
recommend appropriate workplace adjustments and
administer health related benefits.
Where it is needed in the public interest, for example for
equal opportunity monitoring and reporting.
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And any other reasons which we advise you of under a
separate policy or notice.
We may also require you to process special categories of
information in connection with customers and other third
parties.
There may also be circumstances where we ask you to
process this type of information in relation to assisting the
Company with legal claims or to protect a data subject’s
interests (or someone else’s).

You may be asked to process information in relation to
criminal convictions. This should be processed with the
highest degree of confidentiality and in accordance with any
data protection legislation and privacy notices that are in
force in our business.
If you are unsure about how you should process general
personal data or special categories of personal data, you
must contact the Data Protection Officer.
When will you need to seek consent?
In limited circumstances during your work you may need
consent from a data subject in order to process personal data
or special categories of data. You will be provided with
training and details of which circumstances consent is
needed and the type of consent that should be sought.
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However, in limited circumstances, you may find it necessary to
request a data subject to provide written consent to allow the
processing of special categories of personal data. You will be
provided with training and details of which circumstances
consent is needed and the type of consent that should be
sought. For example, in an employment context you should
request the data subject’s written consent to instruct a medical
practitioner to prepare a medical report. If it becomes
necessary to request consent to process special categories of
personal data, you must provide the data subject with details of
the information that will be required and why it is needed, so
that they can make an informed decision as to whether they
wish to provide consent.

You must not compel a data subject to provide written consent.
Giving consent will always be a decision made by free will and
choice and is not a contractual condition. Consent can be
withdrawn at any time without any reason provided. You must
not subject a data subject to a sanction or detriment as a
consequence of withdrawing consent. This would be viewed a
serious disciplinary issue.
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Exemptions

In limited circumstances there are certain categories of personal
data which are exempt from the UK GDPR regime. In an
employment context these include:
Confidential references that are given by the Company to third
parties or received by the Company from third parties. Only
designated line managers can give Company references.
Confidential references will not be provided unless the Company
is sure this is the employee’s wish.
Management forecasts and management planning (including
documents setting out management plans for an employee’s
future development and progress).
Data which is required by law to be publicly available.
Documents subject to legal professional privilege.
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Action to be taken in the event of a data protection breach
A personal data breach will arise whenever: 1) any personal
data is lost, destroyed, corrupted or disclosed; 2) if someone
accesses the data or passes it on without proper
authorisation; or 3) if the data is made unavailable and this
unavailability has a significant negative effect on a data
subject.
In the event of a security incident or breach, do not try to
handle this yourself.
You must follow the Company’s Data Breach Policy which
includes immediately informing the Data Protection Officer
so that steps can be taken to:
Contain the breach;
Assess the potential adverse consequences for individuals,
based on how serious or substantial these are, and how likely
they are to happen; and

To limit the scope of the breach by taking steps to mitigate
the effects of the breach.
The Data Protection Officer will determine within 72 hours
the seriousness of the breach and if the Information
Commissioner’s Office (ICO) and/or data subjects need to be
notified of the breach.
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Record keeping
As we have fewer than 250 employees, we only need to
document processing activities that:
• are not occasional; or
• could result in a risk to the rights and freedoms of
individuals; or
• involve the processing of special categories of data or
criminal conviction and offence data.
Training

All employees that handle personal information of individuals
must have a basic understanding of the data protection
legislation, including the UK GDPR. Staff with duties such as
computer and internet security, marketing and database
management may need specialist training to make them aware of
particular data protection requirements in their work area.
We will provide you with continuous training and updates on how
to process personal data in a secure and confidential manner and
in accordance with the spirit of the data protection legislation,
including the UK GDPR. You will be required to attend all training
and to keep yourself informed and aware of any changes made to
privacy notices, consent procedures and any other policies and
procedures associated with our internal processing of personal
data.
You must regularly review all your data processing activities and
ensure that you are acting in accordance with the most current
best practice and legal obligations in relation to data security and
confidentiality.
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Automated processing and decision making
From time to time we may use computer programmes to
process data and make automated decisions. We will provide
you with a separate notice explaining when and how this
happens. Where automated processing or decision making
does take place and the effect of that processing impacts on
the freedoms and legitimate interests of the data subject,
then in certain circumstances the data subject can request for
human intervention. This means that they can ask for a
human to review the machine made outcome/decision.
Sharing personal data
We may share personal data internally as is necessary. You
must always ensure that personal data is only shared with
authorised persons and is shared in accordance with the
purposes stated in any privacy notice or consents. Extra care
and security must be taken when sharing special categories
of data or transferring data outside of the Company to a third
party.
Direct Marketing
We are subject to specific rules under the UK GDPR in
relation to marketing our services. Data subjects have the
right to reject direct marketing and we must ensure that data
subjects are given this option at first point of contact. When a
data subject exercises their right to reject marketing you
must desist immediately from sending further
communications.
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Complaints
If you believe that this policy has been breached by a
colleague or to exercise all relevant rights, queries or
complaints please in the first instance contact our Data
Protection Officer on drjrose@thetutorteam.com.
Changes to this policy
We reserve the right to change this policy at any time so
please always check this document regularly to ensure you are
following the correct procedures.

Security number: CSN5221316
Dear Janet Rose
Your security number
You are a contact for one or more organisations.
As you are contact we have allocated you a security number,
shown above. Please keep this number safe.
You will need to quote your security number and reference number
each time you contact us.

Please call our helpline on 0303 123 1113 if you have any
questions.
Yours sincerely,
Paul Arnold
Deputy Chief Executive Officer
Information Commissioner's Office
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By signing this policy you confirm that you have read and
understood the content of this policy and that you agree to
adhere to the content and that you understand that breach
of any aspect of this policy may lead to serious disciplinary
action.

Signed by name of employee/worker/contractor:

……………………………………………….
Print name:

……………………………………

Date:

……………………………………
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Equality, Diversity, Inclusion, Equal opportunities Policy
3 August 2021
Due for Review August 2023
Purpose
The Tutor Team values equality, diversity and inclusion and is committed to promoting
mutual respect throughout its community. The purpose of the policy is to establish clear
guidance regarding equality and diversity matters and to establish the principles,
structures and monitoring arrangements for the centre.
Equality Duty
The policy upholds the values of the Equality Act 2010 which provides a single
overriding legal framework to replace all equality laws. The Tutor Team commits to
ensuring that all people are treated equally in respect of;
➢
Race
➢
Disability
➢
Sex
➢
Gender
reassignment
➢
Age
➢
Sexual
orientation
➢
Religion
and
belief
➢
Pregnancy
and
maternity
➢ Marriage and civil partnership
Policy Statement
The Tutor Team aims to ensure that all actual or potential employees and students are
treated equally, regardless of age; disability; gender reassignment; marriage and civil
partnership; pregnancy or maternity; race; religion or belief; sex; sexual orientation;
socio-economic disadvantage; trade union activity; unrelated criminal convictions;
other irrelevant criteria.
The Tutor Team is working to create an environment in which cultural diversity and
individual differences are positively valued in an atmosphere free from harassment and
discrimination. The Tutor Team takes its legal and moral obligations seriously with
respect to equality, diversity and inclusion and welcomes dialogue with groups and
individuals about ways in which its equality and diversity policies and practice can be
enhanced and improved.
The Tutor Team will fulfil the public sector equality duty and give due regard to;
(a) Eliminating discrimination, harassment, victimisation and any other conduct that is
prohibited by or under this Act;
(b) Advancing equality of opportunity between persons who share a relevant protected
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characteristic and persons who do not share it;
(c) Fostering good relations between persons who share a relevant protected

Employees have a duty to co-operate with the Company to ensure
that this policy is effective to ensure equal opportunities and to
prevent discrimination. Action under the Company’s disciplinary
procedure will be taken against any employee who is found to
have committed an act of improper or unlawful discrimination.
Serious breaches of the equal opportunities policy will be treated
as potential gross misconduct and could render the employee
liable to summary dismissal. Employees should also bear in mind
that they can be held personally liable for any act of unlawful
discrimination.
Employees must not harass, bully or intimidate other employees
for reasons related to one or more of the protected characteristics.
Such behaviour will be treated as potential gross misconduct
under the Company’s disciplinary procedure. Employees who
commit serious acts of harassment may also be guilty of a criminal
offence. The Company has a separate dignity at work policy which
deals with these issues and sets out how complaints of this type
will be dealt with.
Employees should draw the attention of their line manager to
suspected discriminatory acts or practices. Employees must not
victimise or retaliate against an employee who has made
allegations or complaints of discrimination or who has provided
information about such discrimination. Such behaviour will be
treated as potential gross misconduct under the Company’s
disciplinary procedure. Employees should support colleagues who
suffer such treatment and are making a complaint.

46

1. Scope
The purpose of this policy is to establish clear guidance regarding equality, diversity and inclusion
and to establish key principles, structures and monitoring arrangements for the centre. It applies to
all students, staff and visitors at both at The Old Mill, Bratton centre and all other centres. This will
ensure that we adhere to legal obligations within the equality and diversity duty. The guidance
should be applicable to all staff, volunteers and students.
•
Policy Implementation
The Tutor Team will ensure that its equality and diversity policy commitments are delivered
through the following strategies and processes:
•
The implementation, monitoring and review of all policies, targets, actions and
outcomes will be evaluated with the consideration of annually reviewed equality and
diversity impact measures;
•
The delivery of staff development programmes to support staff at all levels of the
organisation in the delivery of equality and diversity objectives;
•
The assigning of specific responsibilities to staff for the implementation, monitoring
and evaluation of policies, targets, actions and outcomes;
•
Working with partner organisations in the field of diversity, inclusion and equalities to
enhance equality of opportunity;
•
Ensuring that quality assurance and self-assessment processes recognise the
importance of equality;
•
Consultation with students, staff, employers, parents and other partners within the
community on the promotion of equality and diversity;
•
Reporting on progress against equality objectives to Senior Management
•
By ensuring that its legal duties regarding the equality and diversity protected
characteristics are regularly reviewed for compliance with current legislation.
•
Staff Selection, Recruitment and Development
Centre procedures will ensure that there is neither ‘direct’ nor ‘indirect’ discrimination in staff
recruitment, selection or development. However, positive discrimination will be used where
relevant and appropriate.
The Tutor Team will aim to ensure:
•
The profile of staff in relation to age, gender, disability and race is monitored across all
areas of work at all levels;
•
Recruitment and selection documentation and procedures are non-discriminatory;
•
Recruitment, retention and progression is monitored and corrective action taken
where possible on an annual basis;
•
Members of recruitment and selection panels are trained in equality and diversity;
•
A complaints procedure is followed in cases of alleged discrimination or unfair
treatment;
•
Family friendly working practices are developed;
•
Staff development in equality and diversity issues is included in the annual plan for
staff development, and all staff will receive refresher training on a bi-annual basis;
•
Person specification and advertisements will reflect the objective requirements of the
job.
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• Access to Provision
The Tutor Team will aim to ensure the:
• Monitoring of applications, enrolments and outcomes by gender,
ethnicity and disability;
• Assessment of additional support/special educational needs and
strategies are carried out in a timely manner;
• Provision meets the needs of community/outreach groups and is
developed and reviewed to improve physical access;
• Delivery of accessible programmes which takes account of learners’
commitments.
• The Curriculum
Curriculum development and delivery will address the variety of experiences,
cultural background, skills and needs which students bring to their learning.
The Tutor Team will aim to ensure:
• Teaching and learning methods and materials are non-discriminatory and
inclusive;
• Course teams/tutors regularly review assessment methods, teaching
styles and materials and ensure learners make good progress relative to
individual starting points;
• Timely identification and assessment of Learning Support requirements
for all learners;
• Data is used to monitor and improve participation and achievement of
learners for all minority groups;
• Good practice with regard to equality and diversity in the curriculum is
shared and celebrated by staff;
• Where relevant, employers are involved in design, delivery of curriculum
and provision of appropriate work placements, in a way that challenges
stereotypes.
• Centre environment and facilities
The Centre will provide a welcoming, safe environment which encourages access
and participation by all sections of the community to high quality learning and
support facilities.
The Centre will aim to ensure:
• Accommodation is welcoming, accessible to all and appropriate for learning;
• A property strategy that seeks to develop the best possible learning
environment and resources;
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•
•
•

Student support services which enhance students’ total learning experience;
An environment in which all staff and students are able to observe individual
needs;
An environment in which all staff and students should feel safe, secure and free
from bullying, harassment and discrimination.

Responsibilities of The Tutor Team Management
It is the responsibility of management to ensure that the Equality, Diversity,
Inclusion and Equal Opportunities Policy is implemented, monitored and reviewed
effectively and to use effective leadership and management to ensure that:
i. Equality, Diversity and Inclusion is incorporated into strategic and operational
planning, and is effectively monitored
ii. The Tutor Team policies and procedures are the subject of Equality & Diversity
Impact Measures(EDIMs);
iii. Curriculum provision is responsive, accessible and flexible in meeting diverse
learner needs;
iv. there is disabled access, and provision for meeting religious and dietary needs;
v. there are positive action measures in place to address any issues of staff and/or
learner under-representation;
vi. There is a programme of effective support measures for both learners and staff
which promotes a culture of inclusiveness and reinforces positive values and codes
of behaviour consistent with a policy of non-tolerance of all forms of discrimination.
10. Responsibilities of Students
Students have a responsible role to play in supporting The Tutor Team in delivering
this Equality, Diversity and Inclusion Policy. The centre requires all students to:
• conduct themselves at all times in a way that shows consideration for all
members of the centre community and is not detrimental to the reputation of
the centre;
• observe centre regulations;
• show respect for the centre environment and encourage others to do the same
• not behave in any way which is offensive to others;
• treat everyone with respect.
11. Expectations of Partners (Schools, Employers, Parents/Carers etc)
The Tutor Team will take steps to ensure partners and agents understand that they
must not discriminate against students, or harass or victimise them, and that they
understand our duties in relation to making reasonable adjustments for
disabled students.
Each Partner shall in providing the services and education under this Agreement
comply with the: Equality Act 2010 which merges the:
➢
Equal
Pay
Act
1970
➢
Sex
Discrimination
Act
1975
➢
Race
Relations
Act
1976
➢
Disability
Discrimination
Act
1995
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➢ Employment Equality (Religion or Belief) Regulations 2003 ➢ Employment
Equality (Sexual Orientation) Regulations 2003 ➢ Employment Equality (Age)

➢
Equality
Act
2006,
➢ Equality Act (Sexual Orientation) Regulations 2007

Part

2
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HEALTH AND SAFETY POLICY

AMENDED 12 AUGUST 2021
DUE FOR REVIEW AUGUST 2022
All relevant company policies and procedures are made available to staff in a
handbook, and will be available to learners and third parties by request.

This is the health and safety policy of:
THE TUTOR TEAM LTD
Part 1: Statement of Intent

Our health and safety policy is to, so far as is reasonably practicable:
•Prevent accidents and cases of work related ill-health.
•Manage health and safety risks in our centre (responsibility Janet Rose).
•Manage health and safety risks to visitors to our site including students and parents
(responsibility Janet Rose).
•Manage health and safety risks of tutors visiting homes of parents and students to deliver
qualifications (responsibility visiting tutor).
•Provide such information, instruction, training and supervision necessary to ensure that our
employees are competent to undertake their work.
•Consult with our employees on matters of health and safety.
•Encourage all employees to engage in maintaining safe working practices.
•Provide and maintain safe plant and work equipment.
•Provide all necessary Personal Protective Equipment.
•Ensure that all substances are used, stored and handled safely.
•Maintain safe and healthy working conditions.
•Implement all necessary emergency procedures, including evacuation procedures in the event of
fire or other significant incident.
•Ensure that adequate provision is made for welfare facilities and that adequate first aid
provisions are made.
•Review this policy annually and revise whenever there is a change in circumstances, in work
practices or the introduction of new legislation affecting the policy, so as to ensure that these
standards of health and safety are maintained.

Signed:

J.K.ROSE

Print Name:

THE TUTOR TEAM

Date:

23 June 2021

Date for next review: AUGUST 2022
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Part 2: Responsibilities for health and safety

Overall responsibility for health and safety:
DR JANET ROSE, DIRECTOR

Day-to-day responsibility for ensuring that this policy is put into practice:
LISA POOLEY.

DR JANET ROSE

Day-to-day responsibility for ensuring that this policy is put into practice:
DR JANET ROSE.

Additionally, all employees, students and parents must:
• co-operate with supervisors and managers on health and safety matters;
• take reasonable care of their own health and safety; and
• report all health and safety concerns to an appropriate person (as detailed above).
Part 3: Arrangements for health and safety
•Risk Assessment
Appropriate risk assessments will be completed, kept under review and their findings implemented.
We have completed the following risk assessments:
. A general risk assessment for The Old Mill, Melbourne Street, Bratton, BA13 4RJ
. A Covid Risk Assessment
N.B. Risk assessment templates are available in the staff handbook and from the office

Communication of policy
A copy of this policy is available on the staff intranet and in the staff handbook. It will be made
available to visitors at the site via the website and attantion will be drawn to risks.

Training of employees

Training shall be provided on induction and on exposure to new or increased risks, for example
following the introduction of new equipment, technology or systems of work. Refresher training
shall be repeated periodically. Records of all training shall be kept.
•Consultation with employees
Consultation with staff on health and safety matters will take place routinely as they arise and
following any review of health and safety matters where changes are required.
•Fire Safety
A fire risk assessment has been carried out for the site and will be kept under review.
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Manual handling assessment and policy
Manual handling instructions must be followed in accordance with our
manual handing procedure and training when carrying any load.

Selection of, provision of information to and monitoring of subcontractors to ensure competence with reference to CDM
Regulations.
Appropriate checks will be carried out to ensure sub-contractors working
on site have the appropriate technical knowledge and knowledge of
health and safety related to their work and to ensure their work is kept
under review. Sub-contractors to provide risk assessments and method
statements and evidence of their competency e.g. qualifications, training
completed, references, or membership of a trade body, where
applicable.

Public safety assessment and procedures.
A risk assessment has been carried out for members of the public on
site and will be kept under review. All visitors shall be given safety
information, instruction and training, protective clothing or safety
equipment as may be necessary.

Evacuation and emergency procedures.
In the event of an emergency, the fire alarm will sound and the a
designated person will ensure the evacution of all persons present on
site to their assembly point, contact the emergency services when
required and ensure compliance with any relevant emergency
procedure.
Staff shall be informed of the emergency procedures on induction and
reminded each year. The emergency evacuation procedure will be
rehearsed at least once each year.
Accident and investigation procedures.
Where there is an accident or incident at work, and accident or incident
report must be completed. Any accident at work or in connection with
work (whether involving an employee, visitor or other person) must be
reported immmediately to the appropriate person (Dr Janet or Mr
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Anthony Rose) who shall arrange for the accident to be investigated and
an accident report prepared , recommending means of preventing re-

Evacuation & Emergency Procedures.

In the event of an emergency, the fire alarm will sound and
a designated person will ensure the evacuation of all
persons present on site to their assembly point, contact the
emergency services when required and ensure compliance
with any relevant emergency procedure.
Staff shall be informed of the emergency procedures on
induction and
reminded each year. The emergency evacuation procedure
will be rehearsed at least once each year.
Accident and investigation Procedures
Where there is an accident or incident at work, an accident or
incident report must be completed. Any accident at work or
in connection with work (whether involving an employee,
visitor or other person), must be reported immediately to
the appropriate person who shall arrange for the accident
to be investigated and an accident report prepared,
recommending means of preventing re-occurrence where
appropriate.

Where the accident or incident is of a type that needs to be
reported under Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations 2013 (RIDDOR).
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Work equipment selection and maintenance.
All work equipment provided by the employer for use at work shall be:
• Suitable for the intended use
• Safe for use, maintained in a safe condition and, in certain
circumstances regularly inspected
• Used only by people who have received adequate information,
instruction and training; and
• Accompanied by suitable safety measures e.g. protective devices,
markings, warnings.
Personal protective equipment.
Personal protective equipment (PPE) appropriate for the risks involved and
suitable for the task and the person undertaking it will be supplied and must
be used whenever there is a risk to staffs' health and safety which cannot
adequately be controlled by alternative means. Where PPE is required it
shall be provided at the employer's cost and must be used by staff in
accordance with any manufacturer instructions and any directions and
training given. Any defects in PPE must be reported immediately on
discovery.
•

Hazardous substances (COSHH), assessment and control
measures

In accordance with the Control of Substances Hazardous to Health
Regulations 2002 (COSHH) we will:
·
Undertake assessments of all work processes where substances are
involved and
decide which of the processes involve the use of substances hazardous to
health
so that decisions can be made about necessary control measures;
·
Maintain records of all COSHH assessments;
·
Inform the workforce of any findings of any assessments and provide
any person
exposed to substances hazardous to health with the necessary information,
instruction and training for them to know the risks to health created by such
exposure and the precautions that should be taken;
·
Review all assessments (if the work process changes significantly) and
annually
from the date of the original assessment; and
• Provide suitable Personal Protective Equipment.
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•

Display Screen Equipment (DSE) assessment / provision

·
The workstation of anyone who uses display screen equipment for a
significant amount of time (two or more hours per day) will be assessed (and
where necessary adapted) to ensure that its design and layout will avoid visual
fatigue and back, shoulder, neck, arms, legs and wrist aches. Adequate chairs,
work surfaces and equipment shall be provided.
·
Periodic breaks from using the equipment are encouraged.
·
On request, once a year, a voucher (or reimbursement of cost on
production of a
receipt) for an eye and eyesight test by an optician will be provided. If special
corrective appliances for display screen work only are required and a normal
appliance cannot be used, the employer will bear the cost of a basic appliance
(e.g. the least expensive frame and basic lenses).
·
Where necessary, training on the safe use of display screen equipment
shall be made available.
• Welfare provisions
Adequate provision will be made for welfare facilities at all sites, including for
students attending a site.
• First aid provisions
Adequately stocked first aid boxes will be kept on site. All First Aiders shall
receive first aid training, attend refresher courses, pass all the necessary
qualifications and hold a current First Aid at Work certificate. In the main
office the first-aid box is labelled and located prominently on top of
the cupboard by the third window. It is a green box.
• Site security

The last member of staff leaving the premises is to ensure that:
The doors to all inner offices are locked
All windows are securely closed
Blinds to all outside windows are lowered and closed
The outside door is securely locked with the deadlock on exit.
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Work equipment selection and maintenance
All work equipment provided by the employer for use at work
shall be:
suitable for the intended use;
safe for use, maintained in a safe condition and, in certain
circumstances,
regularly inspected;
used only by people who have received adequate information,
instruction and
training; and accompanied by suitable safety measures, e.g.
protective devices, markings, warnings.
All equipment used must be maintained in a safe condition and
in good repair. Where necessary, equipment shall be inspected
to ensure that it is safe for use without risk of injury or damage
and appropriate records shall be kept up to date.
The use of any equipment that is not owned by the employer
must be authorised in advance
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Personal Protective Equipment
Personal Protective Equipment (PPE) appropriate for the risks
involved and suitable for the task and the person undertaking
it will be supplied and must be used whenever there is a risk
to staff’s health and safety which cannot be adequately
controlled by alternative means. Where PPE is required it shall
be provided at the employer’s cost and must be used by staff
in accordance with any manufacturer instructions and any
directions and training given. Any defects in PPE must be
reported immediately on discovery.






Hazardous substances (COSHH), assessment and control
measures
In accordance with the Control of Substances Hazardous to
Health Regulations 2002 (COSHH) we will:
Undertake assessments of all work processes where substances
are involved and
decide which of the processes involve the use of substances
hazardous to health
so that decisions can be made about necessary control
measures;
Maintain records of all COSHH assessments;
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Inform the workforce of any findings of any assessments
and provide any person exposed to substances hazardous
to health with the necessary information, instruction and
training for them to know the risks to health created by
such exposure and the precautions that should be taken;
Review all assessments (if the work process changes
significantly) and annually from the date of the original
assessment; and Provide suitable Personal Protective
Equipment.

Risk Assessment Template
Company name: The tutor team ltd.
Assessment of home visits carried out by:
Date of next review: Date assessment was carried out:
What are
the
hazards?

Who
might be
harmed
and how?

What are you
already doing
to control the
risks?

What further
action do you
need to take to
control the
risks?

More information on managing
risk: www.hse.gov.uk/simple-healthsafety/risk/

Who
needs to
carry
out the
action?

When is
the
action
needed
by?

Done
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Display Screen Equipment (DSE) assessment / provision
The workstation of anyone who uses display screen equipment
for a significant amount of time (two or more hours per day)
will be assessed (and where necessary adapted) to ensure that
its design and layout will avoid visual fatigue and back,
shoulder, neck, arms, legs and wrist aches. Adequate chairs,
work surfaces and equipment shall be provided.
Periodic breaks from using the equipment are encouraged.
On request, once a year, a voucher (or reimbursement of cost
on production of a receipt) for an eye and eyesight test by an
optician will be provided. If special corrective appliances for
display screen work only are required and a normal appliance
cannot be used, the employer will bear the cost of a basic
appliance (e.g. the least expensive frame and basic lenses).
Where necessary, training on the safe use of display screen
equipment shall be made available.
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Welfare provisions
Adequate provision will be made for welfare facilities at all
sites.
First aid provisions

Adequately stocked first aid boxes will be kept on site. All First
Aiders shall receive first aid training, attend refresher courses, pass
all the necessary qualifications and hold a current First Aid at Work
certificate.
Site security

The last member of staff leaving the premises is to ensure that:
•
•
•
•

The doors to all inner offices are locked
All windows are securely closed
Blinds to all outside windows are lowered and closed
The outside door is securely locked with the deadlock on
exit
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Amended 22 June 2021
Due for Review June 2022

INDUCTION CHECKLIST

Name of employee:

Job title and department:

Start date:

Date of completion of induction:

Completed by

Date

Comments

Welcome
Introduction to department
manager and line manager
Complete and check any
outstanding documents and
forms
Collect P45 and NI number
Issue security pass

Structure and organisation of the
business
Brief history
Products and services
Key clients
Organisational structure
Management structure

Locations
Departments
Regulatory bodies
Future plans and developments
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Structure and organisation of the
business

Brief history
Products and services
Key clients
Organisational structure
Management structure
Locations
Departments
Regulatory bodies
Future plans and developments

Structure of the department
Departmental structure
Its relationship with other departments
Introduction to other managers
Introduction to work colleagues

Tour of the office
Entrances and exits
Toilets
Lockers/cloakroom
Kitchen/canteen
Staff notice boards
Store rooms
Other facilities
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Terms and conditions of employment
Probationary period
Hours of work, rest breaks and
overtime
Salary, including when and how paid
Expenses
Annual leave entitlement and holiday
rules
Sickness and other absence rules
Standards of dress
Standards of performance and
behaviour expected
Disciplinary and grievance
procedures
Notice periods
Other main terms and conditions
Staff Handbook
Trade union/employee
representatives
Useful contacts for issues, e.g. salary
queries, computer problems, etc.

Equal opportunities and dignity at
work
Equal opportunities policy
Dignity at work policy
Training
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Job description
Job duties
Responsibilities
Reporting line
Workstation location
Training provision
Performance appraisals
Promotion prospects
Health and safety
Risk assessment
Safety hazards
Safety rules and precautions

Protective clothing
No smoking policy
Emergency procedures
Location of fire exits
Location of firefighting equipment
Fire alarm and drill
Location of first aid kit

Procedure for reporting accidents and
location of accident book
First aid officers
Safety representatives
Use of equipment
Telephone
Computer, e-mail and Internet

Printer
Photocopier
Other office equipment

Signed by line manager: ………………………

65

Guidance note for managers
Before you begin the induction process, you must ensure that you
have read the Company’s data protection policy and relevant
internal privacy notices. Any personal data collected during
induction must be processed in accordance with the procedures and
rules set down in these documents.
Inappropriate access or disclosure of personal data will constitute a
data breach and should be reported immediately to the Company’s
Data Protection Officer [Data representative] in accordance with the
Company’s data protection policy. Reported data breaches will be
investigated and may lead to sanctions under the Company’s
disciplinary procedure.
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Internal Moderation Policy and Procedure (ASDAN)

24 June 2021
Due for Review June 2022
All relevant company policies and procedures are made available
to staff in a handbook, and will be available to learners and third
parties by request.

Aim:
This policy is to set out the Internal Moderation process with
regard to ASDAN qualifications in our centre and links to the NonExamination Assessment policy.
The aim of this policy is to ensure that:
 Internal moderation practices are valid and reliable and
consistent, cover all tutors/assessors and meet the
requirements of the awarding organisation
 Internal moderation procedures are fair and open
 Accurate and detailed records are kept of internal
moderation decisions
Centre Responsibilities:

 Ensure that all assessment activities are valid, appropriate
and fit for purpose
 Apply a strategy that will provide a representative sample
across all tutors/assessors
 Create a plan of internal moderation in relation to all
assessment activities
 Define, maintain and support effective internal moderation
roles, including the provision of training where required
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Provide standardised documentation to support internal
moderation activity and record-keeping
 Ensure that feedback and outcomes of internal and
external moderation support future development of good
practice
 Carry out an annual evaluation and review of internal
moderation policy and procedures
 Provide support and training to staff
Internal Moderation Procedure:
 Internal Moderator allocated to assessor(s)
 Internal Moderator approves proposed schemes of
work/assessments
 Co-ordinator ensures that Internal Moderator and
assessor(s) have met
 First round of formative internal moderation conducted by
the Internal Moderator. Records of sampling and internal
moderation decisions kept. Feedback provided to assessor(s)
and stored centrally in the centre portfolio for audit purposes
 Meeting held to discuss issues arising from the first round of
internal moderation. Minutes recorded in portfolio.
 Second round of formative internal moderation conducted.
Documentation copied as before and stored in the centre
portfolio
 Any action noted by the Internal Moderator on the first
round checked and signed off
 Meeting held to discuss issues arising from second round of
internal moderation, minutes recorded in portfolio
 Third round of internal moderation conducted if necessary –
documentation stored in centre portfolio
 Any continuing issues addressed and signed off
 Meeting held to discuss issues arising from third round of
internal moderation and plan for external moderation – 68
minutes stored in centre portfolio

 Co-ordinator establishes candidates and units to be put
forward for external moderation
 Summative internal moderation conducted to include
final checking of portfolios
 Arrangements made for external moderation
 External moderation takes place
 Standardisation meeting arranged to discuss feedback
from external moderation and plan put in place to address
any issues arising. Minutes stored in centre portfolio

Internal Moderation meeting notes (ASDAN)
Date:
Present:
Signature:
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MALPRACTICE AND MALADMINISTRATION POLICY

23 June 2021

Due for Review June 2022
All relevant company policies and procedures are made available
to staff in a handbook, and will be available to learners and third
parties by request.
1. Introduction & Purpose
1.1 The Tutor Team has an obligation to its learners, employers,
awarding bodies and partner universities to ensure that the
qualifications its learners receive are a fair and accurate
representation of their work, and of the knowledge and skills
attained. The purpose of this policy is to ensure that that the
integrity of the qualifications is upheld by taking reasonable steps
to prevent malpractice and/or maladministration and by
approaching in a consistent manner, all reports of suspected or
actual cases of malpractice and/or maladministration, whether
carried out by learners or staff.
1.2 This policy has been prepared with reference to “JCQ General
and Vocational qualifications Suspected Malpractice in
Examinations and Assessments Policies and Procedures”
http://www.jcq.org.uk/exams-office/malpractice
1.3 Learners on programmes of study with awarding partners are
subject to their academic standards and quality. Cases of
suspected malpractice or maladministration to will be referred to
the relevant institution’s policies and procedures.
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2. Definitions
2.1 Malpractice
‘Malpractice’, which includes maladministration and noncompliance, means any act, default or practice which is a
breach of the Regulations by which The Tutor Team is
required to abide or which compromises, attempts to
compromise or may compromise the process of assessment,
the integrity of any qualification or the validity of a result or
certificate; and/or damages the authority, reputation or
credibility of any awarding body or centre or any officer,
employee or agent of any awarding body or centre.
2.2 Staff malpractice
Staff malpractice’ means: malpractice committed by a
member of staff or contractor (whether employed under a
contract of employment or a contract for services); or an
individual appointed in another capacity by a centre such as
a tutor, invigilator, an Oral Language Modifier, a prompter, a
reader, a scribe or a Sign Language Interpreter.
2.3 Learner malpractice
‘Learner malpractice’ means malpractice by a learner in the
course of any examination or assessment, including the
preparation and authentication of any controlled assessment
coursework, the presentation of any practical work, the
compilation of portfolios of assessment evidence and the
writing of any examination paper.
2.4 Maladministration is defined as any activity or practice
which results in non-compliance with an awarding body’s
administrative regulations and requirements including the
application of persistent mistakes or poor administration.
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3. Implementation
3.1 Suspected malpractice and maladministration will be
dealt with under the guidance of “JCQ General and
Vocational qualifications Suspected Malpractice in
Examinations and Assessments Policies and Procedures”
JCQ exams-office/malpractice
3.2 Incidents of suspected or alleged malpractice or
maladministration must be reported so that an investigation
can take place.
3.3 Allegations of staff malpractice or maladministration will
be dealt with under the terms of the Staff Disciplinary
Procedures.
3.5 Allegations of learner malpractice will be dealt with
under the terms of the Student Behaviour Policy.
3.6 Depending on the outcome of an investigation, penalties
or sanctions may be applied. If applied by the awarding body,
a written request for an appeal can be made within two
calendar weeks JCQ Appeals Booklet
http://www.jcq.org.uk/exams-office/appeals/jcq- appealsbooklet-effective-from-september-2016 If applied by the The
Tutor Team, refer to the appeals process within the relevant
policy.
4. Responsibilities
4.1 Head of Centre responsibilities
Promptly notify the appropriate awarding body of suspicions
or actual incidents of malpractice or maladministration in line
with the requirements of the awarding body malpractice/
maladministration policy. Take all reasonable steps to
investigate any suspected incidents of malpractice or
maladministration.
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4.2 Management responsibilities
Take all reasonable steps to prevent malpractice or
maladministration from occurring
Inform staff of their responsibilities under this policy
4.3 Staff responsibilities
Take all reasonable steps to prevent malpractice or
maladministration from occurring
Implement assessment practices that reduce the opportunity
for malpractice Abide by the specific assessment and
administrative requirements for each course and qualification
as laid down by the relevant awarding body.
Take seriously any allegations made in a professional capacity
and report any suspected incidences of malpractice or
maladministration to their line manager or Head of Standards
Ensure learners are aware of their responsibilities under this
policy
Check the validity of all work submitted for assessment
Make learners aware of the procedures for reporting any
suspected incident of malpractice or through means such as a
candidate coursework information sheet.
4.4 Learner responsibilities
Submit work for assessment that is the learner’s own original
work
Report any suspected incident of malpractice or
maladministration to a member of staff.
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5.Monitoring, Review and Evaluation
This policy will be reviewed annually and revised as necessary
in response to and including learner feedback, changes in its
practices, advice from the regulatory authorities or external
agencies, changes in legislation, or trends identified from
previous instances of assessment malpractice or
maladministration.
In addition, the related procedures may be updated in light of
operational feedback to ensure our arrangements for dealing
with suspected cases of assessment malpractice and
maladministration remain effective.
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QUALIFICATION REVIEW PROCESS
26 June 2021
Due for Review June 2022
All relevant company policies and procedures are made available
to staff in a handbook, and will be available to learners and third
parties by request.
Reviews will include feedback from staff and candidates. This will
be recorded in staff and student surveys and/or minutes of
meetings. The Tutor Team understands that ASDAN’s
qualification review procedures also include the request for feedback from centre staff and candidates.
Feedback on ongoing and completed work will be given to
students as part of regular formative assessment.
Following each round of internal moderation, a review meeting
may be held, and feedback given to tutors and assessors, and to
candidates where necessary.
After external moderation has taken place, a review meeting will
be held. Feedback will be given to tutors and assessors and an
action plan will be put in place to further develop practice and
address any issues arising.
At the end of each academic year, a curriculum review will be
held by staff.
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INDUCTION & RECRUITMENT POLICY

Date Amended 22 June 2021

Due for Review June 2022
All relevant company policies and procedures are made available to
staff in a handbook, and will be available to learners and third
parties by request.
This document sets out the Company policy and procedures to be
followed where there is a need to recruit a new employee into the
Company. The information provided here serves as a guide only,
and it is important that line managers keep the senior management
of the Company up-to-date regarding future recruitment intentions.
In all cases, the guidelines promulgated in the Equal Opportunities
Policy are also to be followed.

The following procedure is to be carried out on every occasion
where there is a need to recruit a new employee to the Company:
1. Complete a Recruitment Authorisation Form (copy attached),
and ensure it is discussed with and signed off by a Director of
the Company. This form requires a justification for the position
as well as:





budgetary information/financial implications;
an up-to-date job description and person specification;
agreed advertisement wording and medium for publication; and
estimated cost of advertising the post.
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Where recruitment is planned to fill a vacancy created by a leaver
(other than on redundancy or business re-organisation grounds),
approval will normally be granted automatically. If the post is
new or upgraded, the Director will need to be satisfied that it can
be justified.

1. The form must be forwarded to Theresa Hill-Smith, to arrive
no later than Friday lunchtime for consideration the following
week. Any forms which are not fully or correctly completed will
be returned.
2. Your request will be considered by the senior management of
the Company. The outcome will be notified to you in writing.
Should your request be turned down, you may find the reasons
why by speaking to Theresa Hill-Smith.
If your request has been agreed to, the relevant member of
senior management will make contact with you and discuss the
best way to fill your vacancy.

All arrangements for interviews, letters, etc will be the
responsibility of Theresa Hill-Smith who will update you regularly
on progress.
All interviews must be conducted by at least two managers, or
one manager and a member of the Human Resources
department.
All offers of employment, whether written or verbal, must have
the prior approval of a Director of the Company. On no account
should a job offer be made during or at the end of an interview.
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It is the Company’s policy to seek at least two written
references, one of which must be from a previous employer
(or, if this is the prospective employee’s first job, their school
teacher or higher or further education lecturer) and to ask for
documentary proof of eligibility to work in the UK. Any offer of
employment must be conditional on this documentation being
satisfactory to the Company. Before references are taken up,
the prospective employee’s consent should first be sought.
Where any information is held or likely to be held about the
applicant by the Company, the applicant should also be
provided with a copy of the Company’s job applicant privacy
notice. The applicant’s personal data should only be
processed and retained in accordance with that privacy notice.
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COMPANY RECRUITMENT AUTHORISATION FORM
Please attach proposed advertisement wording and details of the medium for
publication.

Name:

Department:

Job description/ person specification

Justification

Budget information/ implications

Director’s recommendation

Final approval
Comments

YES/NO

Signed:

Date:
Signed by Director:
Date:
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WITHDRAWAL STATEMENT

11 August 2021
Due for Review August 2022
All relevant company policies and procedures are made
available to staff in a handbook, and will be available to
learners and third parties by request.
Reasons for withdrawing a qualification
There are a number of reasons why a qualification might be
withdrawn by The Tutor Team Ltd including:
• lack of demand for the qualification
• qualification no longer meets the needs of the student
population
• qualification subject matter is no longer relevant
• units and qualifications are owned by other awarding
organisations who have decided to withdraw
• lack of funding
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The Tutor Team Ltd qualification withdrawal process

Stage 1 – Decision to withdraw
All current The Tutor Team Ltd qualifications will be reviewed by
the person designated as having responsibility for Accreditation,
annually or more frequently if the situation requires.
They will consider entry data, attainment levels, qualification
relevance and regulatory changes.
In the event that a decision is made to withdraw a qualification a
report outlining the rationale will be developed and signed off by
the Head of Centre.
Stage 2 – Managing the Withdrawal
Upon the decision being made to withdraw a qualification, a
withdrawal plan will be formulated.
The plan will comply with any requirements as stated by Ofqual
and/or SQA and may include arrangements for learners to
complete programmes of work at an alternative centre.
The plan will:
• specify how the interests of learners in relation to the
qualification will be protected.
• detail how the withdrawal will be communicated to the awarding
organisation, regulatory authorities, centres and learners providing
details of all deadlines including the last date for accepting entries
and the last date for certification.
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3. Acts of God, cancellation of examinations and associated
services imposed on The Tutor Team Ltd
Should an Act of God arise, e.g. the advent of the Coronavirus
pandemic or any other catastrophic event that prevents us from
providing one or more services, we will immediately contact all the
candidates affected by email, informing them of the situation.
Candidates will have until the date set and specified by us to
inform us via email whether they wish to withdraw from all
services booked and receive a partial refund as calculated below.
The total paid to date by the candidate including the deposit
payment minus 50% of the total fee due for the qualification/s or
services booked
If the calculated refund is negative, then this sum will be due to
The Tutor Team Ltd immediately. If payment is not received within
28 days of the cancellation date, we reserve the right to refer the
matter to an external debt collection agency.
Or they can pursue another option, if available. Other options for
written examinations may include deferring the booking to the
next or subsequent examination series or entering a centre
assessed grades process that may generate qualifications in the
current examination series. If available, choosing either the deferral
or the centre assessed grades process will result in the full fees for
the original booking remaining due. Additional fees may be
incurred for the centre assessment grades option (if available) to
cover the additional work involved in gathering and reviewing the
supporting evidence of the candidate concerned.
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We will not accept any liability if centre assessment grades
(if available) are not generated for a candidate due to
insufficient evidence being available. Both the original and
any additional fees will remain due.
For the practical endorsements, candidates will have two
choices, to withdraw from them and receive a refund as
calculated above or defer the endorsements to the
following year. The deferral option will result in the full fees
remaining due.
If a candidate does not indicate a choice to us by the date
set and specified we will automatically defer their entries to
the next or subsequent examination series or dates. The
full fees will remain due.
Once initiated, candidates will not be able to switch from
the deferral to the centre assessment grades process or
vice versa.
The Tutor Team Ltd will not be liable for any compensation
or other claims brought by the candidates regarding the
cancellation of services imposed on us. We will not accept
that the cancellation of services will have a significant effect
on the candidate’s life-chances, career-development or
their acceptance at a university or any other institution.
Once initiated, candidates withdrawing from the deferral
process or the centre assessment grades procedure will
not be entitled to a refund on the fees paid to date or due.
Any instalment plan will remain in effect.
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SAFEGUARDING POLICY

24 June 2021
Due for Review June 2022
Section heading

Section content

Introduction

The Tutor Team Ltd makes a positive contribution to a strong and safe community and recognises the
right of every individual to stay safe.

The Tutor Team Ltd comes into contact with children and / or vulnerable adults through the
following activities:
Delivery of lessons both on and offline, in one-to-one and group situations.
The types of contact with children and / or vulnerable adults will be Regulated and Controlled.
This policy seeks to ensure that The Tutor Team Ltd undertakes its responsibilities with regard to
protection of children and / or vulnerable adults and will respond to concerns appropriately. The
policy establishes a framework to support paid and unpaid staff in their practices and clarifies the
organisation’s expectations.

Confirmation of
reading

I confirm that I have been made fully aware of, and understand the contents of, the Safeguarding
Policy and Procedures for The Tutor Team Ltd.
Please complete the details below and return this completed form to Dr Janet Rose.
Employee Name:

_____________________

Employee Signature: _____________________
Date:

Legislation

_____________________

The principal pieces of legislation governing this policy are:
Working together to safeguard Children 2010
The Children Act 1989
The Adoption and Children Act 2002
The Children act 2004
Safeguarding Vulnerable Groups Act 2006
Care Standards Act 2000
Public Interest Disclosure Act 1998
The Police Act 1997
Mental Health Act 1983
NHS and Community Care Act 1990
Rehabilitation of Offenders Act 1974
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Definitions

Safeguarding is about embedding practices throughout the organisation to ensure the protection of
children and / or vulnerable adults wherever possible. In contrast, child and adult protection is about
responding to circumstances that arise.
Abuse is a selfish act of oppression and injustice, exploitation and manipulation of power by those in
a position of authority. This can be caused by those inflicting harm or those who fail to act to prevent
harm. Abuse is not restricted to any socio-economic group, gender or culture.
It can take a number of forms, including the following:
Physical abuse
Sexual abuse
Emotional abuse
Bullying
Neglect
Financial (or material) abuse
Definition of a child
A child is under the age of 18 (as defined in the United Nations convention on the Rights of a Child).
Definition of Vulnerable Adults
A vulnerable adult is a person aged 18 years or over who may be unable to take care of themselves or
protect themselves from harm or from being exploited.
This may include a person who:
Is elderly and frail
Has a mental illness including dementia
Has a physical or sensory disability
Has a learning disability
Has a severe physical illness
Is a substance misuser
Is homeless

Responsibilities

All staff (paid or unpaid) have responsibility to follow the guidance provided in this policy and related
policies, and to pass on any welfare concerns using the required procedures.
We expect all staff (paid or unpaid) to promote good practice by being an excellent role model,
contribute to discussions about safeguarding and to positively involve people in developing safe
practices.
Additional specific responsibilities
The Designated Senior Manager /lead officer is Dr Janet Rose
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Implementation
Stages

The scope of this Safeguarding Policy is broad ranging and in practice, it will be implemented via a
range of policies and procedures within the organisation. These include: Health & Safety, Equal
Opportunities Policy, Grievance and Disciplinary Procedures, Complaints Procedure, Data Protection
Policy, Staff Induction and Staff Training.
Disclosure and Barring Service Gap Management
The organisation commits resources to checking Disclosure and barring service checks on staff (paid or
unpaid) whose roles involve contact with children and /or vulnerable adults.
In order to avoid DBS gaps, the organisation will insist on copies of recent DBS certificate or obtaining
DBS certificate on behalf of tutor. No one will be recruited without a recent DBS certificate,
successful interview and supply of references.
In addition to checks on recruitment for roles involving contact with children/ vulnerable adults, for
established staff the following processes are in place: Ability to record and monitor remote delivery of
services, regular checks with parent or guardian to ensure compliance, request to parent or guardian
in the case of one-to-one face-to-face tuition that children under age 18 are not left unsupervised
with a tutor.

Communications
training and
support for
staff

The Tutor Team commits resources for induction, training of staff (paid and unpaid), effective
communications and support mechanisms in relation to Safeguarding
Induction will include Discussion of Safeguarding Policy and confirmation of understanding, discussion of
other relevant policies, ensuring familiarity with the reporting process, roles of manager and
Safeguarding Lead.
Training
All staff who, through their role, are in contact with children and /or vulnerable adults will have access
to safeguarding training at an appropriate level. Sources and types of training will include: Initial training
at induction, training on understanding of child protection and awareness of relevant policies in staff
handbook. Understanding for new staff will be checked during the probation period and refresher
training will be given to all staff in the form of online workshops.
Communications and discussion of safeguarding issues
Commitment to the following communication methods will ensure effective communication of
safeguarding issues and practice: Team Meetings, Supervision of Staff, Board meetings, One-to-one
meetings.
Support
We recognise that involvement in situations where there is risk or actual harm can be stressful for staff
concerned. The mechanisms in place to support staff include: Supervisory/Debriefing support to reflect
on issues dealt with. Access to counselling if required.

Professional
boundaries

Professional boundaries are what define the limits of a relationship between a support worker and a
client. They are a set of standards we agree to uphold that allows this necessary and often close
relationship to exist while ensuring the correct detachment is kept in place.
The Tutor Team Ltd expects staff to protect the professional integrity of themselves and the
organisation.
The following professional boundaries must be adhered to: - No abusive or profane language, no use of
chastisement or punishment, do not pass on student or parent contact details outside The Tutor Team
Ltd (See Data Protection Policy), do not buy from or sell items to a service user beyond those supportive
resources purchased directly from The Tutor Team Ltd., no personal relationships are permitted
between a member of staff and a service user/student, no acceptance of money as a gift, do not accept
responsibility for valuables on behalf of a client, borrowing money from a client is prohibited, as is
lending money.
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If the professional boundaries and/or policies are breached this could result in disciplinary procedures or
enactment of the allegation management procedures.

Reporting

The process outlined below details the stages involved in raising and reporting safeguarding concerns
at The Tutor Team Ltd.
Communicate concerns immediately to your line manager
If your line manager is implicated then report concerns to a director.
Seek medical attention promptly for the vulnerable person if needed
Discuss with parents or guardians of the child and obtain permission to make referral if appropriate
If needed seek advice from Social Services
If required complete Local Authority Incident Report Form
and submit. Comply with local authority process and procedures. This is a mandatory requirement.

Ensure feedback from Local Authority is received and response recorded.

Allegations
Management

The Tutor Team Ltd recognises its duty to report concerns or allegations against its staff (paid or unpaid)
within the organisation or by a professional from another organisation.
The process for raising and dealing with allegations is as follows:
1: First step: Any member of staff (paid or unpaid) from The Tutor Team Ltd is required to report any
concerns in the first instance to their line manager/ safeguarding manager/ peer. A written record of
the concern will be completed by the Safeguarding
Lead.
2: contact local authority for advice. Follow the advice provided.
The Tutor Team Ltd recognises its legal duty to report any concerns about unsafe practice by any of its
paid or unpaid staff to the Independent Safeguarding Authority (ISA), according to the ISA referral
guidance document.

Monitoring

Managing information

The organisation will monitor the following Safeguarding aspects: Safe recruitment practices, DBS
checks undertaken, References applied for new staff, Records made and kept of supervision sessions,
Training – register/ record of staff training on child/ vulnerable adult protection, Monitoring whether
concerns are being reported and actioned, Checking that policies are up to date and relevant, Reviewing
the current reporting procedure in place, Presence and action of Designated senior manager responsible
for Safeguarding is in post
Information will be gathered, recorded and stored in accordance with the Data Protection Policy.
All staff must be aware that they have a professional duty to share information with other agencies in
order to safeguard children and vulnerable adults. The public interest in safeguarding children and
vulnerable adults may override confidentiality interests. However, information will be shared on a need
to know basis only, as judged by the Designated Senior Manager.
All staff must be aware that they cannot promise service users or their families/ carers that they will
keep secrets.
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Conflict resolution
and complaints

The Tutor Team Ltd is aware of the Conflict Resolution policy on resolution of professional
disagreements in work relating to the safety of children / Escalation Policy and if necessary this will be
taken forward by Mr Anthony Rose, Director.
Conflicts in respect of safety of vulnerable adults will be taken forward by Dr Janet Rose, Director

Communicating and
reviewing the
policy

The Tutor Team Ltd will make clients aware of the Safeguarding Policy through the following means –
display on the website, provision of the policy to any client upon request. This policy will be reviewed
by Dr Janet Rose, every 1 year and when there are changes in legislation.
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SEND POLICY
3 August 2021
Due for Review August 2023
1. Policy Statement
The Tutor Team recognises that there are students who, due to
their individual circumstances need additional learning support in
order to access their course and achieve their learning goals. The
Additional Learning Support policy will be implemented, wherever
possible, in ways that support and promote student independence.
2. Aim of the Policy
To set out how The Tutor Team will identify and support students
requiring additional learning support in accordance with;
➢ The Children and Families Act 2014
➢ 0-25 SEND Code of Practice 2014.
➢ Equality Act 2010
3. Scope
The scope of the policy extends to all students. However, the type
of support offered will be individualised to meet their specific
needs. Wherever possible, we will make arrangements which best
suit the needs of the student whether they are attending the centre
on a full-time, part‐time or work‐based basis, or attending lessons
online.
4. Definition
Additional learning support includes any activity that removes
barriers and helps students to learn and achieve, over and above
what is provided in their standard learning programme.
5. Who should be aware of this policy?
All curriculum and support staff should be aware of this policy so
that they can signpost students accordingly, ensuring that learning
support is arranged according to the students’ needs.
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6. Implementation
6.1. The Tutor Team will work collaboratively to identify and
monitor students who need additional learning support. This will
include:
The duty to co-operate with Local Authorities on arrangements for
students who have SEND
The duty to admit a young person if the The Tutor Team is named in
an Education Health Care Plan.
Attending transition meetings with key feeder schools prior to
enrolment to establish students’ needs.
Additional Learner Support Policy
Ensuring the application process offers students an opportunity to
declare support needs.
Initial and on‐going assessments.
Regular monitoring of students’ progress
Accessing external specialist services and expertise as required, e.g.
CAMHS, Educational Psychologists.
Maintaining records of students’ progress and support.
6.2. The Tutor Team will offer support in ways that focus on the
individual needs of the student. These will include:
In class support in line with EHCP
Study Centre support which offers 1:1 support with Learning
Support Assistants.
Physical support moving around the centre
Individualised support such as Read Repair
Group support sessions
Arrangements for examination concessions
Adaptation of learning materials or the learning environment
Provision of specialist resources
Specialist external support depending on individual needs
6.3. By recommending support aids, where appropriate to the
learner’s needs, including:
Voice recognition software
Digital recorders
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IT equipment

Magnifying aids and software
Talking on‐line books
Text convert to speech and speech to text software
6.4. By regularly monitoring the progress of learners to ensure that
the support being offered is appropriate and effective. The
monitoring arrangements will include:
Assessment and recording of progress within individual learning
plans.
Case conferences, involving the appropriate teaching and learner
support services staff.
Regular reference to “at risk” registers
Learner review and evaluation
7. Responsibilities
The SEND Coordinator is responsible for ensuring this policy is
implemented and to report any concerns or non-compliance to
the Senior Leadership Team.
8. General
This policy will be reviewed biennially by the Senior Leadership
Team.
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HOLIDAYS POLICY
October 2021

Due for review October 2022

Your paid holiday entitlement is set out in your Contract of
Employment.
The Tutor Team’s holiday year runs from January to
December unless otherwise specified due to DWP contracts.
You must use all of your holiday entitlement by the last day
of each holiday year and, unless there are exceptional
circumstances, you may not carry your holiday entitlement
forward into the next holiday year. ‘Exceptional
circumstances’ generally means that you are unable to take
all of your holiday during the year because of sickness or
parental leave, or where you have been unable to take your
Bank Holiday entitlement for reasons related to the
coronavirus pandemic. You are required to seek your
manager’s approval if you believe that you should be
allowed to carry leave over into the following year. Holiday
entitlement not used by the correct date will usually be lost
and under no circumstances will payment in lieu be made
for holiday entitlement that is forfeited through not being
exercised by the correct date. Any holiday entitlement that
is approved to be carried over must be taken within the first
three months of the new holiday year.
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Your line manager must approve all requests for holiday in
advance. You should complete and sign a holiday request form
for all holiday requested and then submit it to your line manager
for approval and countersignature. Your request for holiday is
not authorised until this form has been countersigned by your
line manager. Therefore, you must not book holidays until your
request has been formally authorised in writing. Any holiday
that you purport to take without the prior authorisation of your
line manager will be viewed by The Tutor Team as unauthorised
absence, which is potentially gross misconduct and therefore
could result in summary dismissal.
You should endeavour to give as much notice as possible of
proposed holiday dates. In any event, such notice must be at
least twice the number of days’ as the number of days that you
wish to take as holiday. For example, you must give four weeks’
notice to take two weeks’ annual leave. The Tutor Team will try
to co-operate with your holiday plans wherever possible, but this
is always subject to the requirements of The Tutor Team’s
business and to adequate staffing and management levels being
maintained at all times. The manager and deputy
manager/supervisor of a particular department or team cannot
be absent on annual leave at the same time unless otherwise
agreed in advance by a Director of The Tutor Team. Where your
holiday plans include going away with another employee of the
Company and therefore you will both be requesting to take
annual leave at the same time, you should specify in your
request the name of that other employee so that, in dealing with
both requests for annual leave, The Tutor Team can ensure
adequate staffing levels will still be maintained at all times.
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The Tutor Team reserves the right to refuse a particular holiday
date if it conflicts with business needs, such as where the holiday
times requested by you have already been booked by other
employees in your department or team. If your holiday request is
refused by The Tutor Team, this will be confirmed to you as soon as
possible.
When dealing with competing requests for holiday, The Tutor Team
may apply a first come, first served basis as a fair criterion for
selection. This is more likely to be the case during periods of high
demand, such as during the summer or Christmas holiday period
or to coincide with a major sporting event.
No more than two weeks’ paid holiday may be taken consecutively
without the prior written agreement of your line manager.
You may be required to take a designated number of days of your
holiday entitlement when The Tutor Team operates a shutdown or
at Christmas. The Company will give you notice of the exact dates
you may be required to take as holiday as early as possible after
the start of the holiday year and in any event at least one month in
advance of the shutdown.
You may also be required to take a designated number of days of
your holiday entitlement at other times determined by The Tutor
Team. In this case, the Tutor Team will not be obliged to give you
any minimum notice to take such holiday.
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In your first and last year of employment, your holiday
entitlement will be calculated on a pro rata basis in
accordance with the proportion of the holiday year in
question during which you have been employed. This will be
calculated to the nearest half day and assuming that holiday
entitlement accrues at an even rate from day to day. During
your first year of employment, unless otherwise agreed in
writing by your line manager, you will not normally be
permitted to take more annual leave than you have actually
accrued at the time the holiday is taken. Entitlement during
your first year of service is calculated monthly in advance at
the rate of one-twelfth of the full year’s entitlement.
For employees - should you be incapacitated for work due to
sickness or injury during any period of pre-booked holiday
(whether in whole or in part), you must immediately notify
the Company in accordance with its sickness absence
reporting procedure. The Tutor Team will then reimburse the
period of holiday entitlement lost due to your incapacity and
instead pay you Statutory Sick Pay for your period of sickness
absence. This is provided you meet the qualifying conditions,
you fully comply with your obligations relating to sickness
absence reporting and your absence is properly certified. You
must therefore deliver to The Tutor Team a relevant selfcertification of sickness absence form or medical or doctor’s
certificate (as appropriate) covering the entire period of your
incapacity for these provisions to apply.
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Only statutory holiday entitlement provided for in the Working
Time Regulations 1998 will accrue during a period of long-term
sickness absence. Any additional contractual holiday provided
for in your Contract of Employment or Worker Agreement that is
over and above the statutory minimum annual leave entitlement
will not accrue during a period of long-term sickness absence,
except at the absolute discretion of The Tutor Team.

If you are absent due to long-term incapacity, you are
encouraged to apply to take your accrued holiday entitlement
before the end of the holiday year. However, in exceptional
cases of long-term incapacity, you will be permitted to carry
forward some of your accrued holiday entitlement into the next
holiday year if either you are still off sick at the end of the
holiday year or there is insufficient time remaining on your
return to work in the holiday year to take your full accrued
entitlement At the end of the period of holiday if you do take it,
you will revert back to long-term sickness absence where you
are not medically fit to return to work and where you have
complied with sickness absence reporting obligations and your
absence is properly certified where required.
During your notice period (whether notice of termination of
employment is given by The Tutor Team or by you), the Tutor
Team may require you to take any outstanding accrued holiday
that you may have and the Tutor Team will not be obliged to give
you any minimum notice to take such holiday during your notice
period.
On the termination of your employment, you are entitled to be
paid in lieu for any accrued holiday for that holiday year that has
not been taken by the date of termination. Unless required by
law, on the termination of your employment, you have no right
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to be paid for holiday accrued but not taken in previous holiday
years.

If, on the date of termination of your employment, you have
taken more holiday than you have accrued in that holiday year,
you will be required to reimburse the Company in respect of
such unearned holiday. The Tutor Team shall be entitled to
deduct the value of the unearned holiday from any final
payment of salary to be made to you.
No payment in lieu of accrued contractual holiday will be made
to you in the event of the termination of your employment for
gross misconduct or in the event that you give inadequate
notice to terminate your employment or you leave before your
contractual notice period has expired. For these purposes,
contractual holiday means any leave entitlement provided for
in your Contract of Employment that is over and above the
statutory holiday entitlement provided for in the Working Time
Regulations 1998.
The Tutor Team will process the personal data collected in
connection with the operation of the holiday policy in
accordance with its data protection policy and any internal
privacy notices in force at the relevant time. Inappropriate
access or disclosure of personal data will constitute a data
breach and should be reported immediately to the Tutor
Team’s Data Protection Officer in accordance with The Tutor
Team’s data protection policy. Reported data breaches will be
investigated and may lead to sanctions under The Tutor Teams
disciplinary procedure.

98

LONE WORKING POLICY

October 2021
Due for review October 2022
Policy statement
This policy sets out The Tutor Team’s provisions on lone
working. The Tutor Team discourages lone working and will
avoid the need for employees to work alone where reasonably
practicable. Where lone working is necessary, whether on an
occasional or regular basis, The Tutor Team will take
reasonable steps to ensure the health, safety and welfare of
employees working alone. The Tutor Team will also ensure
that a health and safety risk assessment is carried out to
identify the hazards and risks of lone working, giving
consideration to the greater risks to expectant mothers and
young persons. Based on the results of the risk assessment,
The Tutor Team shall devise and implement safe working
arrangements so that the risks are eliminated or adequately
controlled, thus enabling lone workers to carry out their work
in a safe environment. The Tutor Team shall keep updated the
lone working risk assessments carried out, ensuring that
individuals' personal data, including information about their
health, collected during lone working assessments is handled
in accordance with The Tutor Team’s data protection
policy/policy on processing special categories of personal data.
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Procedure
Lone working can be perfectly safe provided you take the following
basic precautionary steps:
Ensure that another member of staff, preferably your line manager,
is aware you are working alone, where you are, what you are doing
and what time you expect to finish.
Make sure you have some means of communication with someone
in the event of an emergency, such as a mobile phone or two-way
radio.
Ensure you have access to appropriate first aid equipment.
Know where your nearest emergency exit is and The Tutor Team’s
emergency evacuation procedures.
Make sure intruders cannot access the premises by checking that
all windows and external doors are securely locked.
Comply with any arrangements or follow any guidance provided by
your line manager or The Tutor Team for lone working.
Take all reasonable steps to ensure your own safety and welfare.
Inform your line manager as soon as possible of any incidents,
accidents or safety concerns.
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Line managers should ensure that:
Lone working is carefully managed.
Arrangements are in place so that someone is aware of a lone
worker’s whereabouts at all times.
A check is carried out at the end of the lone working period.
Emergency procedures are in place so that lone workers can
obtain advice and assistance if required.
Lone workers are provided with adequate information and
training to understand the risks and the safe working procedures
associated with working alone.
The job can be done safely by one person.
Any employee working alone is capable of undertaking the work
on their own.
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REMOTE WORKING POLICY
October 2021
Due for review October 2022
Policy statement
It is The Tutor Team’s view that the promotion of remote
working arrangements increases staff motivation, reduces
employee stress, improves employee performance and
productivity and encourages staff retention.
The benefits of remote working for The Tutor Team include:
Control of office space requirements and containment of
overhead costs.
Staff retention, attraction and performance/productivity.
Promotion of The Tutor Team as forward thinking and
innovative.
Maintenance of operational flexibility.

The benefits of remote working for employees include:
Promotion of a good work/life balance.
Job satisfaction.
Flexibility.
Saving of travel costs and commuting time.
Reduced stress.
This policy sets out The Tutor Team’s provisions on remote
working. The remote working scheme is subject to ongoing
monitoring and evaluation, to ensure that it continues to work
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effectively both in the interests of The Tutor Team and the
employee.

Definition and scope

Remote workers are employees who, in whole or in part, and
with the agreement of The Tutor Team, are based at their home
for the purpose of carrying out their job duties.
The remote working scheme applies to all employees and selfemployed contractors who wish to be considered for remote
working and who have worked for The Tutor Team for a
continuous period of 3 months at the date the application is
made. The scope of the scheme has been determined in
accordance with business needs and requirements.
The decision as to whether or not to accept an application for
remote working will be based on an objective assessment to
determine the extent to which the employee is suitable for
remote working in accordance with the stated criteria set out
below. In addition, The Tutor Team aims to maintain a core
number of employees who are office-based at any one time and
therefore an application may be declined on the ground that
otherwise it would leave an insufficient number of staff in the
office. The number of remote workers will be monitored and
subject to regular review.
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Application procedure
The following procedure will normally apply to remote working
requests:
The employee should first make their request in writing to The
Tutor Team setting out the remote working arrangement they
seek.
If necessary, The Tutor Team will arrange a meeting with the
employee to discuss the remote working arrangement the
employee has proposed. The employee may be accompanied at
this meeting by a work colleague.
The Tutor Team will consider the employee’s request against
stated criteria and will make a practical business assessment on
whether the remote working request could be accommodated.
There is no automatic right for an employee to work from home.
The Tutor Team will notify its decision to the employee in writing.
If The Tutor Team accepts the employee’s request for remote
working, it will write to him or her, establishing a start date for
remote working. If the application is refused, The Tutor Team
will explain the grounds for refusal in writing and confirm the
internal appeal procedure.

Where a request is agreed to, it constitutes a permanent change
to the employee’s terms and conditions of employment, unless
The Tutor Team notifies the employee that a trial period of up to
3 months will apply before any final decision on remote working
is made.
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The employee may appeal against a refusal of their request
within five working days of the decision. Appeals must be
made in writing to The Tutor Team and state the grounds for
appeal. The Tutor Team may then set up a meeting with the
employee to discuss the appeal and the employee may be
accompanied at this meeting by a work colleague.
Whether or not an appeal meeting is held, The Tutor Team
will write to the employee to notify them of the outcome of
their appeal.
The Tutor Team will notify the employee of its decision on
their remote working application within three months
beginning with the date on which their application is made,
or such longer period as may be agreed between the Tutor
Team and the employee. This decision period includes
dealing with any appeal against a decision to refuse the
employee’s remote working request.
An employee may apply for remote working on more than
one occasion. However, where an employee has had an
application rejected or has been accepted but subsequently
changed their mind about remote working, a further
application cannot be made for 12 months from the date of
the last application.
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Stated criteria
The success of remote working depends on the remote
worker holding the right personal qualities and skills to work
from home and on appropriate monitoring and support
systems being in place. It will also be subject to the
employee making suitable arrangements to work efficiently
and safely at home e.g. having a suitable working space with
table/chair or desk/chair etc. The Tutor Team will not be
liable for any injuries or welfare issues arising from
inadequate home arrangements after signing off the
workspace for example, a bad back resulting from sitting on a
sofa.

In determining an application to work remotely, The Tutor
Team will consider the following objective criteria:
Where the employee has a disability or serious medical
condition whether any reasonable adjustments can be
applied to the remote working arrangement, where required.
Relevant knowledge and skills.
Relevant qualifications.
Level of reliability and self-motivation.
Job performance.
Achievement of targets.
Disciplinary record for misconduct/poor performance.
Attendance record (excluding absences related to maternity
leave, other family-friendly statutory leave, pregnancyrelated illness and disabilities within the meaning of the
Equality Act 2010).
Timekeeping record.
Length of service with The Tutor Team.
Commuting time and cost.
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Other operational issues during employment.

Whether the worker has the correct equipment at home to
perform to a high standard
Whether the worker is set up with the correct software to
perform to a high standard
Whether the worker can have a completely professional
outlook at home
N.B. The Tutor Team is configured for remote work, with the
provision of various software such as Dropbox, Mailchimp,
TutorCruncher, Email, Social Media, Tidio, Hootsuite, Calendly
etc that enables users to log in from anywhere with a strong
internet connection. However, it is the responsibility of the
remote worker to ensure they have access to all The Tutor
Team software, an internet connection sufficiently strong to
run all the software and that (after training) they are able to
operate the software with sufficient confidence to work alone.
The above criteria will also be used to monitor and review the
continued viability of remote working where it has been
granted to an employee.
To assist the assessment process, the employee must, if
necessary, provide any supporting documentation and other
evidence so that The Tutor Team can consider the request
properly.
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Each application for remote working will be dealt with
individually on its merits, taking into account the likely effects it
will have on The Tutor Team, the work of the department in
which the employee making the request is employed, the
employee’s colleagues and The Tutor Team’s customers and
clients. This means that if The Tutor Team agrees to one
employee’s request, this does not set a precedent or create a
right for another employee to be granted remote working. For
example, having approved one remote working request, this
may mean that the business context has then changed and
may be taken into account when considering a second request
from another employee.
The Tutor Team reserves the right to amend the stated criteria
at any stage as the operational needs of the business dictate.
Remote working agreement
Where remote working is granted to an employee, the
following provisions will apply:
Caring commitments
Remote workers must separate domestic and work
activities/commitments as far as is reasonably possible.
Employees with caring responsibilities will be required to
demonstrate to the Tutor Team’s satisfaction that the care
arrangements for the dependant person do not conflict with
their job duties during their normal working hours. The remote
worker must inform their line manager as soon as possible of
any changes to caring arrangements that have implications for
the work being undertaken from home.
Remote workers should inform their friends and family about
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their remote working arrangements to ensure interruptions are
kept to a minimum during the working day.

Health and safety risk assessment
By making their application for remote working, the employee
agrees to a formal health and safety risk assessment being carried
out at their home to identify any adjustments or equipment that
may be necessary for them to carry out the work in a safe
environment.
The work area at home needs to be suitable for working. Ideally,
the employee should have a separate room or work area set aside
for working that is sufficient in terms of accommodating all the
necessary furniture and office equipment and with appropriate
lighting, heating, etc. It is the responsibility of the employee to
take reasonable care to maintain the working environment to the
agreed health and safety standards.
Company equipment
In order to enable an employed remote worker to work from
home, The Tutor Team may provide them with designated items
of office equipment. Office equipment may include computer
hardware and software, laptop, printer, scanner, telephone,
mobile phone, desk, chair, filing cabinet or any other item of
office equipment. The employee agrees that they are responsible
for ensuring the equipment is properly looked after and stored or
otherwise kept safely and securely at all times. Failure to do so
may result in remote working being withdrawn from the
employee.
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The Tutor Team reserves the right to require the employee to
return the equipment at any time during their employment for
any reason whatsoever, including, but not limited to, the
termination of the remote working arrangement. In addition,
on the termination of the employee’s employment for any
reason, they must promptly and without unreasonable delay
return the equipment and, in any event, this must take place
by no later than any date specified at the time by The Tutor
Team. Any item of office equipment must be returned in the
same condition as it was provided, subject to reasonable wear
and tear. If an item of office equipment is damaged whilst
under the employee’s control, reasonable wear and tear
excepted, they will be required to pay to The Tutor Team the
cost of repairing the damage. In certain circumstances, this
may include the replacement cost of the office equipment if it
cannot in The Tutor Team’s reasonable opinion be repaired.
Any office equipment is provided for the employee’s exclusive
use in connection with their employment with the Tutor Team.
This is particularly important with respect to computer
equipment due to the risk of introducing computer viruses.
Use of the office equipment for personal and private purposes
or for any use other than for The Tutor Team’s business is
prohibited. If an employee is discovered using the equipment
for personal or private purposes, this is a disciplinary matter
and it may also result in remote working being withdrawn. A
deliberate, negligent or reckless failure to take proper care of
an item of office equipment, resulting in it being lost, damaged
or stolen, is also a disciplinary offence.
Employees will be asked sign an agreement with The Tutor
Team identifying the equipment on loan to them.
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Office attendance
On request from their line manager, the employee will be required
to attend the office on their remote working days for such
purposes as management, team or client meetings/briefings,
other business-related meetings, training, appraisals and
performance assessment, disciplinary and grievance hearings
and/or any other operational reasons. Employees must be flexible
in attending the office when requested by their line manager and
the dates of such visits will be agreed in advance. All travel costs
and expenses incurred in attending the office will be met by the
employee.
Desk sharing
When working in the office, the employee may be required to
share a desk or work area with another remote worker who works
in the office on different days.
Remote working arrangements
Remote workers are expected to fulfil their normal hours of work
as set out in their contract of employment. They must also ensure
they are available by telephone should there be a need for their
line manager or other work colleagues to check or clarify issues
relating to their work and they should be available should clients
wish to speak to them directly. The employee’s line manager will
be responsible for ensuring that adequate arrangements are put in
place for the co-ordination of their work.
The Tutor Team also reserves the right for the employee’s line
manager or another manager to visit them at home at agreed
times for work-related purposes. It is a condition of the remote
working agreement that the employee agrees to accept visits from
management in their home. Such visits may be for the purposes
of:
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Providing a channel for reporting.
Performance monitoring and feedback.
General discussions about work-related matters.
Ensuring health, safety and security.
Delivering and collecting work.
Any other work-related purposes that the Company considers
appropriate.
Confidentiality
Remote workers must ensure the security and safekeeping of any
confidential information provided by the Tutor Team. Such
information should not be accessible to family or visitors of the
employee. Employees are reminded that whilst remote working,
they are still bound by all the terms and conditions in their
contract of employment, including terms related to confidentiality.
Data protection
Remote workers must ensure they have read The Tutor Team’s
data protection policy and relevant internal privacy notices. They
must ensure that they continue to process data in accordance with
the procedures and rules set down in these documents.
Inappropriate access or disclosure of personal data will constitute
a data breach and should be reported immediately to The Tutor
Team’s Data Protection Officer [Data representative] in accordance
with the Tutor Team’s data protection policy. Reported data
breaches will be investigated and may lead to sanctions under The
Tutor Team’s disciplinary procedure.
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Insurance
Office equipment supplied by The Tutor Team to remote workers
is covered under The Tutor Team’s insurance policy against theft,
fire and damage (although there may be an excess payable). All
equipment should be secured in a locked room if an employee’s
home is left unoccupied at any time. If a locked room is not
available, then the home must be locked when left unoccupied.
Failure to do so may render the insurance cover invalid.
Employees will be required to inform their own buildings and
contents insurer that additional office equipment has been
provided and that they are working from home. The Tutor Team
will not be responsible, in any circumstances, for any additional
premiums requested by the employee’s insurance company as a
result. If equipment is damaged by undue care of the worker,
e.g. dropping a phone and cracking the screen, leaving
equipment on a train etc., the worker will be required to pay the
excess due on the policy.
The Tutor Team’s employers’ liability insurance covers remote
working provided there has been a health and safety risk
assessment of the working environment.
There should be no change to an employee’s council tax or
domestic rates. The domestic rate is only affected if the
employee is carrying out a business from their home.
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Termination of remote working
Following consultation with the employee, The Tutor Team
reserves the right to terminate an employee’s remote working
arrangement at any time by serving one month’s written
notice of termination on the employee. This could happen
because the employee is unable to maintain standards in
accordance with the stated criteria or for business, technical
or organisational reasons, or because business needs have
changed.
Where remote working arrangements are terminated, the
employee’s line manager is responsible for making
arrangements for the employee to resume their job duties
within the workplace.
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GRIEVANCE PROCEDURE

October 2021
Due for review October 2022

Object

The object of the procedure is to provide an employee who
considers that he or she has a grievance with an opportunity to
have it examined quickly and effectively, and where a grievance is
deemed to exist, to have it resolved, if possible, at the earliest
practicable opportunity.
Most issues or grievances can be solved on an informal basis with
line managers, and employees should aim to settle their
grievances in this way if possible. This procedure is designed to
deal with those issues that need to be approached on a more
formal basis.
This grievance procedure is entirely non-contractual and does not
form part of an employee’s contract of employment.
Procedure
If a grievance cannot be settled informally with the relevant line
manager, the employee should raise it formally. This procedure
has been drawn up to establish the appropriate steps to be
followed when pursuing and dealing with a formal grievance.
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Stage 1:
In the event of the employee having a formal grievance
relating to his or her employment he or she should, in the
first instance, put their grievance in writing and address it
to their line manager, making clear that they wish to raise a
formal grievance under the terms of this procedure. Where
the grievance is against the line manager, the complaint
should be addressed to an alternative manager. This
grievance procedure will not be invoked unless the
employee raises their grievance in accordance with these
requirements.
A manager (who may not be the manager to whom the
grievance was addressed) will then invite the employee to a
grievance meeting to discuss the grievance and the
employee has the right to be accompanied at this meeting
by a trade union official, a trade union representative or
another of the employer’s workers of their choice. The
employee must make every effort to attend the meeting.
At the meeting, the employee will be permitted to explain
their grievance and how they think it should be resolved.
Please note that it is prohibited for employees to record
(whether covertly or otherwise) the proceedings at the
grievance meeting, and at any appeal meeting, without the
express permission of The Tutor Team. If The Tutor Team
discovers that an employee has done this covertly, he or
she could be subject to disciplinary action.
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Following the meeting, The Tutor Team will endeavour to
respond to the grievance as soon as possible and, in any case,
within five working days of the grievance meeting. If it is not
possible to respond within this time period, the employee will
be given an explanation for the delay and be told when a
response can be expected. The employee will be informed in
writing of The Tutor Team’s decision on the grievance and
notified of their right to appeal against that decision if they are
not satisfied with it.
Stage 2
In the event that the employee feels his or her grievance has not
been satisfactorily resolved, the employee may then appeal in
writing to a more senior manager or to a Director of The Tutor
Team within five working days of the grievance decision. The
employee should also set out the grounds for their appeal.
On receipt of such a request, a more senior manager or a
Director (who again may not be the person to whom the appeal
was addressed) shall make arrangements to hear the grievance
at an appeal meeting and at this meeting the employee may
again, if they wish, be accompanied by a trade union official, a
trade union representative or another of the employer’s workers
of their choice. The employee must make every effort to attend
the appeal meeting.
Following the meeting, the senior manager or Director will
endeavour to respond to the grievance as soon as possible and,
in any case, within five working days of the appeal hearing. If it
is not possible to respond within this time period, the employee
will be given an explanation for the delay and be told when a
response can be expected. The employee will be informed in
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writing of The Tutor Team’s decision on their grievance appeal.

This is the final stage of the grievance procedure and the
Company’s decision shall be final.
Disciplinary issues

If an employee’s complaint relates to his or her dissatisfaction
with a disciplinary, performance review or dismissal decision,
they should not invoke the grievance procedure but should
instead appeal against that decision in accordance with the
appeal procedure with which they will have been provided.
Data protection and Confidentiality
When processing information in connection with any
investigation or subsequent stages of a disciplinary procedure
the Company will process any personal data in accordance with
its data protection policy and any internal privacy notices in
force at the relevant time. Inappropriate access or disclosure of
this data will constitute a data breach and should be reported
immediately to the Company’s Data Protection Officer [Data
representative] in accordance with The Tutor Team’s data
protection policy. All employees must treat as confidential any
information communicated to them in connection with a
grievance investigation or grievance matter. Any data breach
or breach of confidentiality may also lead to an investigation
and potential sanctions under The Tutor Team’s disciplinary
procedure.
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Holiday request form template:
Employee name:
Date of request:
First Date and
Day of holiday

Last day and date Number of
of holiday
working days

Total number of days
Employee signature:

Date:

Authorised by:

Date:
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