Accreditation Development Process

Guidance to Institutions and Course Leaders
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The Academy’s accreditation process provides both external developmental support and recognition on behalf of the higher education sector for professional development provision that ensures that participants evidence their engagement with the UK Professional Standards Framework for Teaching and Supporting Learning in Higher Education (UKPSF).  
Staff members who successfully complete accredited provision (module, programme or scheme) are automatically eligible for recognition as a Fellow of the Academy in one of four categories, depending on the descriptor addressed in the provision. 
The process of accreditation has been adapted in recognition of institutions’ experience of professional development and understanding of accreditation and the role of the UKPSF.  The formal aspects of accreditation are located within a collaborative and developmental approach that enables institutions to share:

· institutional and other contextual opportunities and constraints

· ideas about how professional development opportunities and requirements might develop in the future

These guidance notes refer to the Accreditation Development Meeting Route. This will be the default route for new provision or for the re-accreditation of provision that introduces significant changes.
Accreditation can be considered in four stages:
Stage 1 
Initial contact, information gathering and grouping
Stage 2 
Initial submission of important relevant documentation
Stage 3 
Accreditation Development Meeting
Stage 4 
Accreditation panel meeting. Completion of accreditation
Stage 1
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Stage 1 is the notification of intent to apply for accreditation

This is when you identify the nature of the provision that you would like to be accredited and explain the institutional context.  For example, is your provision a programme like a PGCert, a module that forms part of a larger programme or a scheme that links D1, D2 and D3 – perhaps even D4?  At this stage, you should also give an idea of how much development work you feel you still have to undertake.  

If you are interested in engaging with the Higher Education Academy’s Accreditation process, please e:mail accreditation@heacademy.ac.uk in the first instance to express your initial interest.

You will then be sent (by e-mail) a ‘Stage 1 Accreditation’ form to complete (see below).  This form asks for contact details and further information on the provision you wish to submit for accreditation.  As you complete the form, it would be helpful to know your assessment of:

1. The state of readiness of your provision to meet the accreditation criterion of being explicitly aligned to the UKPSF;

2. The extent of institutional and/or programme team awareness of and use of the UKPSF to support enhancement of the student learning experience;

3. Any recent enhancements to the provision;

4. Start and end dates of any accreditation periods (when does the accreditation period end?  When would you want accreditation to start? If you are seeking accreditation for a new programme, from when would you want accreditation to start?). These dates are important if an ‘accreditation gap’ is to be avoided, as, whilst current accreditation can be extended, accreditation of provision cannot be backdated;
5. Brief details of intended/actual participants;

6. Any specific disciplines represented and any particular characteristics of the provision to which you wish to draw the Academy’s attention;
7. The Descriptor at which you wish your provision to be accredited. That is, at which Descriptor of the UKPSF your provision offers participants opportunities to engage with and evidence. 

It should only take a short time to complete this form which can then be returned to us by e-mail to accreditation@heacademy.ac.uk .
The information gathered from these forms will enable the Academy to allocate you to a small group made up of between four and six institutions. Groups will vary in profile and may be made up of institutions which, for example:

· offer a similar kind of award bearing or formal programme;

· have a single disciplinary focus;

· have a similar profile, such as specialist institutions; 

· are developing CPD schemes.

Each group will be allocated an Academy accreditation team to provide support throughout the process. This will usually consist of a Group Leader and two supporting Accreditors.
Stage 2
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Stage 2 is the submission of important preliminary documentation
If you choose to move forward with accreditation, you will be invited by the Higher Education Academy to provide a documentary proposal.  This forms the background and basis for the Accreditation Developmental Meeting.  This proposal is not intended to be the final submission for accreditation but is intended to provide initial evidence of how the provision enables participants to demonstrate and evidence engagement with the UKPSF.  The submission should:

· Confirm the provision which the institution is putting forward for accreditation 

· Provide the context for the provision

· Demonstrate how the provision is aligned with the UKPSF 
This first submission is considered to be a ‘document for further development’. Its main purpose is to give the Accreditors and other members of your ADM group an insight into your provision. 
The submission should be submitted to the Higher Education Academy electronically at least six weeks before the Accreditation Development Meeting.  
All documentation submitted will be posted to a common groupspace
site for access by the accreditation team and all participating members of the group.

SharePoint is a web-based portal that provides a central storage and collaboration space for documents, information, and ideas.  It is a tool for collaboration and helps groups of people share information and work together.

Discussions and postings about the documentation will take place in the weeks leading up to the meeting. 
The Accreditation Submission Document

This should be a short and succinct submission.  The submission could comprise of the programme or scheme handbook(s) with supplementary information and be accompanied by a navigational aid to other readers on how the provision meets the accreditation criterion.  (The supplementary information should be no longer than 10 sides of A4.)
The submission should take the form of a narrative that systematically addresses the following sections and the relevant prompt questions:
1) Opportunities in the provision to engage with the UKPSF 

a) How participants are made aware of the UKPSF, and how they are helped to internalise the framework and recognise its significance for aiding their development;
b) Opportunities for participants to engage with the relevant descriptor(s) 

c) Information about how all relevant underpinning elements of the UKPSF (including core knowledge and professional values) are addressed in the ‘routes’ through the provision.

2) How the institution makes decisions about participants’ engagement with the UKPSF  

a) The judgement process used for Descriptors 1,2 ,3 and 4
b) The evidence required from participants to establish successful engagement with Descriptors 1,2,3 and 4
c) The support and training for people making these judgements

d) Procedures that ensure the validity of the judgement process  (Not required for internally validated programmes)

3) Embedding the UK PSF in the institution
Submissions may include documents not normally included in scheme or programme handbooks to address this section. It is expected that the navigational aid will highlight the location of information. 
If institutional materials do not exist to support this section the proposer may wish to develop information to indicate how the institution is embedding the UKPSF. This might include:
a) Approaches and activities being taken within the institution to embed the UKPSF

b) Links to institutional strategies and the institutional vision

c) A brief history of the developments

d) Aspirations for future developments
 Stage 3
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Stage 3 is the Accreditation Development Meeting (ADM)
Central to the accreditation process is the Accreditation Development Meeting, where you are invited come together as a group of institutions to share ideas and to review your own provision, and that of other members of the group, in relation to the UKPSF and the accreditation criteria.

Meetings will vary according to the contexts, interests and needs of the participating institutions but will seek to be developmental and to ensure that you:

· can confirm or extend your understanding of the accreditation process;

· have an opportunity to learn about practice in other HEIs and to share your own practice;

· have opportunities for peer input about your own provision and to comment on that of the other members;

· have an opportunity to produce an action plan for completion of Stage 4, leading to accreditation;


The core criterion for achieving accreditation is that the provision enables participants to demonstrate and evidence active engagement with the UK Professional Standards Framework. 
Preparation for the Accreditation Development Meeting

In preparation for the meeting, you are invited to look at the submissions, on SharePoint, from all the institutions in the group and consider questions such as:

1)   What issues or queries do the submissions raise for you in terms of the core criterion of ensuring participants demonstrate and evidence active engagement with the UK PSF?

2)   What did you find helpful from the approaches adopted by other participants that might inform developments for your own programme?

3)   Having read the other submissions, do you have any specific queries about your own submission or additions you’d like to make?

4)   Do you have any observations/questions about the other submissions that you would like to explore?  

Timescales for Stage 3 are:

· You should email your initial submission documents to accreditation@heacademy.ac.uk at least 6 weeks before the meeting.

· The SharePoint site will be moderated by the Academy group leader.

· The group’s SharePoint site opens around 5 weeks before the group meeting.

· Members of the group can post comments on or questions about the submissions around 5 weeks before the meeting.    

Up to three staff from each institution are invited to attend the meeting.  At least one of you needs to be able to discuss the provision in detail. These three people will have access to the SharePoint site.  

The submissions and associated comments will be used by the group facilitator and the Academy Accreditors to draw up an agenda for the meeting that is geared to the contexts, interests and needs of the group.

During the preparation for the meeting, you might like to discuss the proposal documents and issues arising from them with the group and other colleagues.  If this is done, we would ask that those colleagues, like group members, respect the draft nature of those documents and any issues of confidentiality indicated within the submissions.

On the day

The Group Meeting will normally be held at the Academy’s offices in York or they may be regionally based.  The outline timing for the meeting is:

· 10.00 Arrival and coffee

· 10.30 Group meeting commences
· 12.30 Lunch

· 15.45 Close

The precise programme will be determined to meet the needs of the particular group.  The day will focus on accreditation, the accreditation criteria and the key issue of engagement with the UK PSF.  The kinds of activities that are likely to be included are:

· opportunities to discuss broad issues related to your provision with the whole meeting; 

· discussion of specific details of your own institution’s provision in a smaller group;

· the sharing of aspects of your provision to gain feedback from others and to inform thinking, generate ideas, etc.

There is normally a short time slot for each institution to briefly outline the nature of the provision and the institutional context, ask for specific guidance on any aspect of provision or to share something that is particularly useful or interesting about your provision.

General themes will have emerged from initial readings of the documents and the short institutional inputs. These will be discussed in mixed institutional groupings before institutional teams work together with accreditors to identify what, if any, further developments are indicated. Examples of common development areas are:

· more explicit referencing of the UKPSF in documentation
· closer referencing/mapping of programme outcomes to the UKPSF

· more explicit explanation of how the UKPSF guides actions and discourse

· changes that are more structural (e.g. assessment, mentor training, induction, modes of engagement with programme)

· progression and extension (e.g. D1 to D2 and/or D3 and D4)
During the day you will be developing individual action plans (with timescales) to take your accreditation submission through to the next stage (Stage 4).  As a guide it is expected that the work in Stage 4 will take no more that three months.  You may wish to use the action plan to take notes during the meeting.
At the end of the meeting, the group facilitator will:

· summarise the main points arising before and during the meeting;

· check that each institution has an appropriate draft action plan based on the day’s discussions (see below);

· go through the procedures for Stages 4.

Action Plans

The action plan template (see below) is divided into three main sections following some outline information about the provision and the standard descriptor to which the provision relates.  A separate action plan is needed for each part of the provision if it composed of separate elements (e.g. a module aligned at Descriptor 1 and a programme aligned at Descriptor 2)
The first section after the introductory information is for recording any ideas or proposals for new or different opportunities for participants to engage with the UKPSF.  A simple example of this would be the inclusion of peer observation.  In this section information should also be given about proposals to amend or augment the evidence that the programme or scheme aligns with the UKPSF (e.g. proposals to provide a revised assessment framework that more closely links learning outcomes to the UKPSF).
The second section is concerned with new or amended proposals to ensure that the Institution is able to make appropriate judgements that participants have engaged sufficiently with the UKPSF to meet the appropriate standard descriptor.  For internally validated programmes this will usually be through the normal assessment and examination procedures.  For CPD schemes, a typical procedure is for institutions to establish a panel of staff, possibly with an external adviser, to review evidence and judge whether a particular descriptor has been met.  

The final section is for developments which probably go beyond modification to existing provision and are likely to be longer term e.g. institutions bringing forward validated programmes for accreditation might decide, following discussions at the Stage 3 meeting, that they would like to start development of a broader CPD scheme. 

In each section the ‘By whom’ and ‘By when’ refer to Institutional responsibilities.  The third section ‘Supported by’ will have the name of the Accreditor(s) and group facilitator who will be liaising with you following the meeting.  

The Academy’s accreditation team finds it helpful for supporting the process to take a copy of draft accreditation plans at the end of the Stage 3 meeting.  However, we do recognise that these plans could well change following the meeting. 

Action plans should be sent to the group leader via the accreditation team (accreditation@heacademy.ac.uk).
Stage 4
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Stage 4 is the Accreditation Panel Meeting  
By the end of Stage 3, accreditors will have helped you identify what actions are necessary to ensure that your participants engage with the UKPSF and what you need to change or develop in your provision in order to complete accreditation. 
You will have also potentially identified a date for your next submission.  This date should allow for sufficient time to carry out any further developments and amendments to the provision.  
Some institutions will require more time than others simply because more development has been necessary.

During this period of further development, you will have access to support from the group leader and colleagues at the Academy via email.
The nature of the final submission is very much up to the institution.  Whatever documents are submitted must enable accreditors to see clearly:

· how the UKPSF permeates the provision

· how participants are encouraged and enabled to engage with the UKPSF
· how participants are asked to evidence such engagement

· how the institution makes judgements on and uses such evidence

· how the institution ensures e.g. equity of experience, consistency of judgement, and how such judgments preserve the status of the relevant descriptor.
Normally, an extended narrative and programme handbook will suffice. Additional documentation should only be included if it aids accreditors in assessing the above. If there are amendments to the original submission, the action plan should be cross-referenced to these amendments/ insertions/ additions, or they should be clearly indicated in the new documentation.

When you are ready you should send your updated submission to the Academy, who will forward it to the accreditation team for review.  If it is agreed that the updated submission addresses all the action plan points and fully shows engagement with the UKPSF, the submission will be forwarded to an accreditation panel meeting for confirmation of accreditation.
This decision indicates that all documentation is in place and that the Accreditors have confirmed that the provision appropriately enables and ensures that participants demonstrate engagement with the UKPSF.  A “Statement of Accreditation” confirming completion of accreditation will be issued.

The accreditation team may, however, identify further points that need addressing before the accreditation panel considers the submission.  In these instances, commentary from the Accreditors will be sent to the institution and revised submissions invited.  This iterative process will continue until accreditors are happy that all action plan points have been addressed.
Accreditation is granted for a period of five years, and normally commences from the start of September in the year that it is granted. 
If you need to have the current accreditation period extended to avoid creating gaps in accredited provision, please make this known in both your stage 1 form and final submission.
	

	Please read carefully the associated notes for each numbered item below before completing

	1. Institution Name:
	

	2. Institution Address:
	

	3. Title of Module, Programme or Scheme
	4. Aligned with Descriptor:
(Please circle)
	5. Current accreditation expires:
	6. Accreditation to commence:


	
	1    2    3    4  
	
	

	
	1    2    3    4
	
	

	
	1    2    3    4
	
	

	7. Accreditation route chosen:
(please check appropriate box)
	 FORMCHECKBOX 

	Document submission route

	8. 
	 FORMCHECKBOX 

	Accreditation Development Meeting (ADM) route

	9. Name of Institutional lead person:
	

	Job title:
	

	Email address:
	

	Telephone no.:
	

	Please provide a brief description (500 words max) of the provision being put forward for accreditation. This will help the Academy accreditation team allocate you to an accreditation group that is, as far as possible to achieve, commensurate with your developmental needs to achieve accreditation.  Please use the accompanying prompt questions to help you complete this.



By completing and returning this form:

· I understand that the information I have provided will be stored in an electronic format by the Higher Education Academy and its Subject Centres.

· I understand that the information I have provided will be accessible to, and shared by, the Higher Education Academy and its Subject Centres.

· I understand that my name, job title and department may be shared with my employer for networking, professional development and reporting purposes.
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	Accreditation Action Plan

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name of Institution
	 
	 
	 
	Formal Title of Provision
	
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Accreditation start date
	 
	 
	 
	
	Descriptor
	
	
	Date
	
	

	
	 
	 
	 
	
	1
	2
	3
	4
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	The Academy needs to be assured that the provision to be accredited provides the opportunity for participants to engage comprehensively with the UK Professional Standards Framework and that there are mechanisms in place to confirm that participants, on completion of the provision, have undertaken this engagement successfully.

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Please identify below the further actions you will need to take to ensure that there is:
	
	
	By whom
	By when
	Academy support

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Sufficient opportunity within the provision for all participants to engage with all dimensions of the UKPSF
	 

 

 

 

 
	 

 
	 

 

 

 

 

	Developments  to and/or inclusions of opportunities for learner engagement with UKPSF
	
	
	
	
	
	
	
	
	

	Demonstration of alignment with UKPSF
	
	
	
	
	
	
	
	
	

	 

 

 

 

 

 

 

 

 

 

 
 
	
	
	


	
	By whom
	By when
	Academy support

	Clear and explicit evidence to confirm that all participants have engaged successfully with all dimensions of the UKPSF and that these are understood by the participants
	 
	 
	 

 

 

 
	 
	 

 

 

 

	Revisions to assure judgement and/or assessment processes 
	
	
	
	
	
	
	
	
	

	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	
	By whom
	By when
	Supported by

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Development to enhance provision 
	
	
	 

 

	Further opportunities for engagement with the UKPSF 
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