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 Documentary Submission Route, which is the Academy’s ‘light touch’ approach.
This route is only accessible to institutions seeking re-accreditation with relatively small changes to currently accredited provision or wishing to make minor amendments to recently accredited provision.
Accreditation via this route can be considered in four stages:
Stage 1 
Initial contact and information gathering 
Stage 2 
Submission of full documentary case for re-accreditation
Stage 3
Preliminary feedback to institutions and clarification of minor points
Stage 4 
Accreditation panel meeting 

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?    

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

You will then be sent (by email) 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. How your provision meets 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 or modifications 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?). 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 an accreditation panel meeting where your submission will be considered. 
An accreditation panel will normally consist of at least three accreditors.
Stage 2
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Stage 2 is the submission of full documentation describing provision
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 Panel Meeting.  This proposal should be a full and final submission for accreditation which provides evidence of how the provision enables participants to demonstrate and evidence engagement with the UKPSF.  The submission should also:

· 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 
Notes on the nature of this documentary submission are given below, and the concept of alignment is explained more fully in a separate document: Guidance Notes for Accreditors. 
The submission should be submitted to the Higher Education Academy electronically at least six weeks before the Accreditation Panel Meeting.  
All documentation submitted will be posted to a common groupspace
site for access by the accreditation team..

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.

The Accreditation Submission Document

This should be a relatively short and succinct submission.  The submission could consist 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.
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.

More specific points to address are grouped under the following headings:

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 Initial Feedback Stage
The core criterion for achieving accreditation is that the provision enables participants to demonstrate and evidence active engagement with the UK Professional Standards Framework. 
 Accreditors will use your documentation to judge the degree to which your provision is aligned with the UKPSF and whether the core criterion above is met. 
In most cases, it is anticipated that some minor clarification and/or additional information will be required, and so in this stage of the process there may be some initial feedback and requests made by the Accreditation Panel leader.
Given the nature of this route, the Accreditation Panel leader will not engage in extended dialogue with institutional teams, and so it is important that the initial documentary submission addresses alignment, engagement, and the assessment of evidence as fully as possible.

You should email your full documentary submission to accreditation@heacademy.ac.uk at least 6 weeks before the accreditation panel meeting.

Stage 4
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Stage 4 is the Accreditation Panel Meeting 
Your submission will be considered by a team of accreditors at an accreditation panel meeting. Panel members are academics drawn from a pool of carefully selected and trained accreditors who meet regularly as a team to discuss accreditation issues, emerging good practice in the sector and the accreditation process itself. 

If it is agreed that the documentary submission fully shows that a) the provision is aligned with the UKPSF, b) that participants have opportunities to fully engage with the UKPSF and evidence such engagement, and c) that judgments made on this evidence are robust and sound, accreditation will be confirmed.
A “Statement of Accreditation” confirming completion of accreditation will be issued.

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 accreditation is not agreed, a report will be sent to the institution outlining the reasons for the accreditors’ decision and the recommended action to be taken. 

In the event of accreditation not being granted, re-engagement with the documentary route or a submission via the ADM route will be necessary. There will be a fee payable for this re-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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