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Accreditation of higher qualifications 
Application form
Provider name:
Qualification title: 
Contact name:

Date of application:

Purchase order number for invoice (if required by provider organisation):

Guidance for completion

1. Please send us one pdf of the overall submission. See guidance for course providers for further information.

2. Please include supporting documents as appendices and consecutively number the pages of your overall submission to assist the panel in referencing your information. 

3. If your organisation is a university or other higher education institution (HEI), or you are in partnership with a university or HEI, you need not submit copies of any policies or procedures that have already been approved by the Quality Assurance Agency for Higher Education. You are simply required to list the documents in the relevant section of this application form.
4. If you are resubmitting a revised application please:
a. highlight the changed parts on your application form to assist the accreditation panel when they review your submission
b. only submit supporting documentation or appendices where changes were required and highlight the changes.
Section 1: Admissions

	      Criteria

· All practising optometrists are eligible for admission to Professional Certificate higher qualifications.  Other relevant ophthalmic practitioners may also be admitted to the course subject to verification by the provider of equivalent core underpinning competencies and knowledge. 

· Admission to a Higher Professional Certificate requires prior completion of the Professional Certificate in the same subject, and a Higher Professional Certificate in turn qualifies candidates for admission to the Professional Diploma in the same subject. 

· Providers are expected to recognise all other providers’ qualifications for this purpose. This should be made clear in programme or module specifications.




Please provide a statement in respect of your organisation’s approach to student eligibility for the proposed course:

	Click here to enter text.


Section 2: Curricular content, structure and delivery
	      Criteria

· The curricular content and structure must meet the requirements of any competencies, College qualification learning outcomes and other subject specific criteria.

· There must be sufficient practical experience for students.

· There should be sufficient knowledge input prior to students commencing a placement, if relevant. See also section 4. Clinical placements. 

· The course must be well managed with clear lines of accountability.

· Lecturers and assessors must be appropriately selected, briefed and appraised.

· There must be a balance of learning methods appropriate to the content of the curriculum.
· Formative assessment must be included in your delivery.
· There must be provision for sufficient high quality practical experience where appropriate.

· Students must have access to adequate learning resources.




Please set out your answers to the following questions:
· Provide a brief overview of your proposed course. If you wish to describe your organisation or partnership in more detail please include this in an appendix.
	Click here to enter text


· How will you ensure students have appropriate and high quality practical experience?
	Click here to enter text.


· How will you review the curriculum to ensure it is up-to-date and fit for purpose?
	Click here to enter text.


· What supervisory structures are in place to ensure good governance?

	Click here to enter text.


· How do you ensure that the lecturers and assessors have the right qualifications and experience?

	Click here to enter text.


· What learning methods do you use for each part of the curriculum and why?

	Click here to enter text.


· What learning resources and facilities are available for students?

	Click here to enter text.


· What formative assessment methods will you use and how will you provide feedback to students on these assessments?

	Click here to enter text.


Please enclose:

· Details of your organisation or partnership; if you already have courses accredited by the College you need not submit this information again.

· A module descriptor

· Mapped content and learning outcomes for relevant modules and the qualifications to which they relate, see next page
· Course timeline, including when the clinical placement takes place, if relevant.
· Supervisory structures, see next page.

· Arrangements for selection, briefing and appraisal of lecturers and assessors.

· CVs and biographies of course lecturers and assessors.

· Documentation about the course in terms of learning methods for each part of the curriculum, including clinical placements.
Course: 

Course timeline
	Week
	Teaching activity incl. mode of delivery
	Practical activity 
	Assessment activity incl. mode of delivery
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NB Clinical placements should follow a period of initial teaching and learning and should not run concurrently with the whole course.

Add rows as required.

Course: 
College learning outcomes mapping grid
Example

	College learning outcomes
	Our curriculum and learning methods
	Our assessment methods

	An ability to take a comprehensive  ophthalmic history in a patient with diagnosed OHT or suspect COAG
	Attend a lecture about history taking and a follow up practical session.
	3 formative MCQs

2 online case scenarios


	College learning outcome
	Our curriculum and learning methods
	Our assessment methods

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Add rows as required.

Section 3: Assessment

	      Criteria

· We require a pass mark of 50% minimum for College-accredited higher qualifications. Please see the guidance document for more detail.
· We do not allow compensation for College-accredited higher qualifications, i.e in MSc programmes where students can gain an overall pass for the whole programme, even if they do not pass all the elements. Please see the guidance document for more detail.
· All learning outcomes must be assessed summatively.
· Assessments must be designed to provide valid and reliable judgements about students’ performance.

· Assessment criteria must be made explicit to course participants.

· Methods of assessment must be appropriate to what is being assessed for example, skills-based assessment to test clinical skills.  

· Assessments should be designed to encourage appropriate learning.

· Justifiable methods of setting the standard must be used.

· Summative assessments must be marked and the results communicated to students within a clearly defined time. 




Please set out your answers to the following questions:

· How will you assure yourselves that the assessment process is valid and reliable?

	Click here to enter text.


· How do you make assessment criteria explicit to course participants?

Click here to enter text.
· What are the assessment methods for this course?

	Click here to enter text.


· What influenced your choice of assessment methods?

	Click here to enter text.


· How will you set the standard for your course?

	Click here to enter text.


· How do you ensure that successful students have demonstrated competence against all the learning outcomes?

	Click here to enter text.


· What are your facilities for assessment?
	Click here to enter text.


· How do you ensure that your assessments are kept secure?

	Click here to enter text.


· What are your timescales for marking summative assessments and communicating the results to students?

	Click here to enter text.


Please enclose:

· Assessment methods mapped to learning outcomes, see 2 above.

· Assessment structure.
· Assessment criteria.
· Procedures for setting the standard, marking and analysing the performance of examinations.

· Samples of different types of questions used.
· Statement in respect of your approach to compensation if you propose to offer a College-accredited higher qualification as part of an MSc programme which allows it.
Section 4: Clinical placements

Only complete this section of the questionnaire if your course includes a clinical placement.
	      Criteria

· Clinical placements must be appropriate to the design of the course and the learning outcomes.

· Clinical placements must follow a period of initial teaching and learning and not run concurrently with the whole course.

· Providers must maintain an ongoing partnership with clinical placement staff and have regular and effective collaboration with the clinical placements.

· Providers must have systems for approving and monitoring clinical placements.

· Providers must ensure there are sufficient numbers of appropriately qualified and experienced staff at the clinical placement to support students and provide a learning environment, which is safe both for students and patients.

· There must be sufficient information for students and clinical placement mentors or supervisors about placements.

· Providers must maintain responsibility for assessments in clinical placements.

· If practitioners are claiming APL for the clinical placement element of the course, please refer to section 7 of the application form.




Please set out your answers to the following questions:

· Describe the length and range of clinical placement that students will have for this course.
	Click here to enter text.


· How do you ensure everyone on the course has a clinical placement?
	Click here to enter text.


· What form of contact do you maintain with the clinical placement providers?

Click here to enter text.
· How do you quality assure clinical placements?
	Click here to enter text.


· How do you ensure the mentor or supervisor at the clinical placement is appropriately qualified and experienced?
	Click here to enter text.


· How do you ensure the clinical placement is safe and supportive?
	Click here to enter text.


· How do you measure students’ progression on the clinical placement?
	Click here to enter text.


· How do you ensure the learning outcomes are achieved?
	Click here to enter text.


Please enclose:

· Supervisor or mentor handbook or guidance.

· Placement logbook.

· Any other documentation reflecting the quality of the clinical placement and your processes.   

Section 5: Guidance for students
	      Criteria

· Students must be clear about standards, learning outcomes, the structure of the curriculum, and assessment methods, criteria and marking. They must understand what is expected of them.

· Students must have clear and regular guidance about what is expected of them throughout the course.

· Lecturers and assessors must have clear guidance about good practice and what is expected of them.

· Learning materials must be well presented and in the most appropriate format for effective learning.




Please set out your answers to the following questions:

· How do you ensure that information and learning materials are clear and easily accessible to all who need them?

	Click here to enter text.


· What guidance is in place for lecturers, trainers and assessors, including those involved in the clinical placement?

	Click here to enter text.


Please enclose:

· Guidance for students, including Student Handbook (see guidance).
· Plans for giving students information throughout the course.

· Guidance for lecturers and assessors.
Section 6: Lecturer, assessor and examiner training and briefing
	      Criteria

· Lecturers and assessors must receive appropriate briefing and training in good practice, delivering the curriculum and making judgements using the assessment criteria set down.




Please set out your answers to the following questions:

· What briefing and training is in place for lecturers, assessors and examiners?
	Click here to enter text.


Please enclose:

· Briefing documents and training plans.
Section 7: Accreditation of prior learning (APL)
	      Criteria

· Providers must have a robust process for APL.

· Staff involved in the process must be adequately trained in APL and also be sufficiently expert in the qualification for which the APL is being claimed.

· The criteria, process and arrangements for APL must be transparent and clearly stated to students.

· The content of any prior learning and achievement must match the learning outcomes of the College accredited higher qualification, in terms of breadth and depth.

· APL can only count for up to one third of credits.

· APL must not be double counted.

· Providers must recognise College certificates gained from other institutions.

· APL can be used to exempt students from clinical placements – see the College APL policy document.




Please set out your answers to the following questions:

· What is your APL policy and procedure?
	Click here to enter text.


· How do you ensure staff carrying out APL are sufficiently trained in APL and in the relevant subject area?
	Click here to enter text.


· How do you communicate APL criteria and procedures to students?

	Click here to enter text.


· How do you ensure prior learning and achievement matches the learning outcomes for the course?
	Click here to enter text.


· If you are exempting students from clinical placements please outline your process and arrangements below.

	Click here to enter text.


· How do you ensure open access to all students?

	Click here to enter text.


Please enclose:

· APL policy and procedure.
· Staff development information.

· APL information for students.

Section 8: Quality assurance
	      Criteria

· Course providers should be guided by the QAA UK Quality Code For Higher Education.
· Course providers should ensure that good practice in training and assessment is followed.

· Students must receive regular feedback on their performance.

· Students must be offered adequate support, particularly if they are having difficulties with the course.

· Students must be offered the opportunity to give open feedback on the course and arrangements.




Please set out your answers to the following questions, if you are a university or other higher education institution (HEI) or in a partnership with a university or HEI your answers may refer to your relevant policies:

· What measures do you have in place to ensure the quality of your teaching and training?

	Click here to enter text.


· What measures do you have in place to ensure the quality of your assessments?

	Click here to enter text.


· What measures do you have in place to ensure the safety of patients involved in the training?

	Click here to enter text.


· What arrangements are in place to give students feedback on their performance?

	Click here to enter text.


· How do you support students, particularly if some of the course is delivered through distance learning?

	Click here to enter text.


· How do you support students in difficulty?

	Click here to enter text.


· What arrangements are in place for students to give their feedback?

	Click here to enter text.


Please enclose: 
· Quality assurance methods and arrangements 
· Quality assurance outcomes 
· Quality assurance reports, including relevant assessor and external examiner feedback 
· Arrangements for giving feedback.

· Arrangements for giving support to students.

· Arrangements for students to support each other, particularly if some of the course is delivered through distance learning.

· Documents for obtaining feedback from students.

Section 9: Equality, diversity and inclusion
	      Criteria

· The course provider must have an equality, diversity and inclusion policy. 

· Staff and students must be aware of their responsibilities in relation to equality, diversity and inclusion.

· Reasonable adjustments must be made for students with disabilities.




Please set out your answers to the following questions, if you are a university or other higher education institution (HEI) or in a partnership with a university or HEI your answers may refer to your relevant policies:

· What equality, diversity and inclusion measures do you have in place?

	Click here to enter text.


· How do you ensure that your lecturers and assessors are aware of their responsibilities in relation to equality, diversity and inclusion?

	Click here to enter text.


· What measures do you have in place in relation to making reasonable adjustments for disabled students?

	Click here to enter text.


· How do you monitor equality, diversity and inclusion, and act on any concerns?

	Click here to enter text.


Please enclose (not required if you are a university, HEI or in a partnership with university or HEI):

· Equality, diversity and inclusion policy.

· Documentation about guidance and training.

· Documentation about reasonable adjustments.

· Documentation about equality, diversity and inclusion monitoring.

Checklist 

Please tick to indicate you have enclosed the following:


pdf of submission.


Index.

Completed application form.

Additional pages numbered.

Annexes clearly referenced and labeled.

Contact details of person responsible for submission.

Fee approval or purchase order (application processing will not take place until receipt of payment).
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