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Lifelong Learning Initial Teacher Training 

and Professional Development
Accreditation of Prior Learning (APL) and Accreditation of Prior Experiential Learning (APEL)
A GUIDE TO MAKING A CLAIM

INTRODUCTION

APL

Accreditation of Prior Learning (APL) is a term used when specifically referring to certificated learning - using previous qualifications which you have passed in order to claim credit and / or exemption from modules on your current programme of study.

APEL

Accreditation of Prior Experiential learning (APEL) is a term used when specifically referring to experiential learning – recognising the knowledge gained and learning you have achieved from your life and work experiences.

This Guide has been prepared to help you understand what is involved in the process of making a claim.

UNIVERSITY REGULATIONS

There are limits to the amount of APL/APEL credits you can be awarded.  For the Cert Ed / PG Cert awards, this is 50% or 60 credits.
PLEASE NOTE: FOR SMALL AMOUNTS OF CREDIT / EXEMPTION THE PROCESS IS SLIGHTLY DIFFERENT – PLEASE CONTACT YOUR COURSE MANAGER FOR MORE DETAILS

SUBMITTING A CLAIM FOR ACCREDITATION OF PRIOR LEARNING (APL)

Because of the changes in the ITT qualification framework from September 2007, direct entry to year 2 of the Cert Ed / PG Cert (Lifelong Learning) through APL is only available for those who have completed the Diploma in Teaching in the Lifelong Learning Sector (DTLLS) Part 1 (note that for DTLLS Part 1 completed through another HEI, you will need to demonstrate that it matches the requirements of the Bath Spa University Cert Ed Year 1).
The qualification needs to have been completed in the last 5 years. If it was completed earlier than this, you will need to go through the APEL process.

To claim APL you will need to:

· Produce your DTLLS Part 1 certificate (if awarding body) or
· Produce evidence of successful completion of DTLLS Part 1 (if through another HEI) showing how it matches the Part 1 requirements of Bath Spa University.

In addition, if it is not clear that your previous study is equivalent to, and matches your current programme of study, you may need to:

1. Present the syllabus from your previous qualification, to demonstrate the topics covered, and map this to the learning outcomes of the modules for which you are claiming exemption;

2. Present examples of coursework, assignments or projects from your previous studies.

Once you have gathered the above paperwork, you should submit it to your Course Manager.

Your claim will then be assessed, and approved by the appropriate committee. There is no guarantee of the award of credit to any student who makes a claim, unless it has been ratified by the appropriate committee.

If your claim is rejected, you will receive advice and support from the Course Manager or Tutor as to what you should do next.  It may be that you have not provided sufficient evidence, and you can resubmit your claim at a later date.
SUBMITTING A CLAIM FOR ACCREDITATION OF PRIOR EXPERIENTIAL LEARNING (APEL)
To make a claim for APEL credit based upon learning that has taken place from previous experience in the workplace, non-certificated training or qualifications not recognised for APEL purposes, please follow this guidance.  Your claim may include evidence from activities outside work, such as major hobbies, committee or voluntary work.

Your claim depends on how you can demonstrate what it is you have learnt from your experiences, rather than just describing what those experiences were.  You must demonstrate that your knowledge and understanding matches the learning outcomes of the modules for which you are claiming credit and / or exemption.

For a coherent claim you will need to produce a portfolio, following the appropriate guidance. This is available later in this pack.
Once you have gathered the above paperwork, you should submit it to your Course Manager.

Your claim will then be assessed, and approved by the appropriate committee. There is no guarantee of the award of credit to any student who makes a claim, unless it has been ratified by the appropriate committee.

If your claim is rejected, you will receive advice and support from the Course or Module Leader as to what you should do next.  It may be that you have not provided sufficient evidence, and you can resubmit your claim at a later date.

CLAIMING APEL (ACCREDITATION OF PRIOR EXPERIENTIAL LEARNING) USING PRIOR QUALIFICATIONS AS PART OF YOUR CLAIM
Because of the changes in the ITT qualification framework from September 2007, direct entry to year 2 of the Cert Ed / PG Cert (Lifelong Learning) through APL is only available for those who have completed the Diploma in Teaching in the Lifelong Learning Sector (DTLLS) Part 1.  For all other teaching qualifications (or if the Part 1 of DTLLS from a different HEI does not match the Bath Spa University requirements), you will now need to provide some supplementary evidence for direct entry into year 2, and such claims will therefore go through the APEL procedure – see below.

There is a range of qualifications which will provide evidence of prior learning which can be used for credit or exemptions as part of that APEL claim.
Other than specific requirements for those who hold the City & Guilds 7407 Stages 1 and 2, the guidance below should be read in conjunction with the full guidance on the APEL procedure below.
You should note that only level 4 qualifications contribute to an APEL claim. 
City & Guilds 7407 Stages 1 & 2

If you hold City & Guilds 7407 Stages 1 and 2, you will have full exemption from the first Year 1 module (LL4201: An Introduction to Teaching and Learning), and part exemption from the remaining Year 1 modules.  You will be able to gain entry into year 2 via APEL by:
· Producing copies of your certificates

· Writing a review of your specialist area in your organisation:
· Contextual statement about your specialist area in your organisation including range and scope, numbers of learners/staff involved, resources/ facilities available, type and level of learning programmes involved.              

· Overall, how would you say your specialist area is operating in your organisation?
· What sources for specialist area content and resources have you found and how useful have they been?
· What use have you made of any subject support networks, either external or internal?
· Identify what LLN/ICT is relevant to your specialist area, and review how effectively you have embedded or contextualised LLN/ICT support into teaching your specialist area
· What vocationally specific resources have you found to support LLN/ICT development in your subject, and how useful are these?
· How effectively are equality and diversity embedded in your specialist area in your organisation?
· What are the key challenges (international, national, regional and/or organisational) for you and the team you work with in your subject/vocational area?
· How do you believe the provision could be improved, and what role could you play in that improvement?
City & Guilds 7407 Stage 1 only or PTLLS (Level 4)
If you hold the City & Guilds 7407 Stage 1 or the City & Guilds PTLLS (Level 4) qualification, you will not be entitled to direct entry to year 2 under APEL.  You are not exempted from any attendance but you may gain exemption from part of the assessment activity for the first module of year 1 if you produce appropriate evidence.  You need to consult your course manager.  Note that PTLLS at Level 3 does not provide any exemption from assessment activity for year 1.
City & Guilds CTLLS (Level 4)

If you hold the City & Guilds CTLLS Level 4 qualification, you will not be entitled to direct entry to year 2 under APL.  You may gain exemption from attending the first module of year 1 if you produce appropriate evidence (including your certificate and your file of course work).  You need to consult your course manager.  Please note that CTLLS at level 3 does not provide any exemption from year 1.
ACCREDITATION OF PRIOR EXPERIENTIAL LEARNING (APEL)
This route is available when applicants have experience of at least 80 hours of teaching over the previous two years.
You will need to compile an APEL Portfolio containing Documentary Evidence and Reflective Evidence which demonstrates your competence and understanding relating to the year 1 Modules. 
The Portfolio should contain material which you have produced yourselves either individually or as part of a team in the course of your professional work within the last 5 years. 
The Reflective Evidence can either be in the form of a Commentary of 1500-1750 words, or an Authorised APEL Record of an Interview / Discussion with an appropriate member of staff.  
In producing your reflective commentary to answer the questions, you should refer to evidence contained in the Main Body of Evidence.  This means that you need to select such evidence carefully in order to enable you to demonstrate your skills and knowledge.

You should also use relevant reading in the Reflective Commentary to demonstrate your knowledge and understanding at level 4, referenced according to the Harvard system with a bibliography listing sources used.

You will also need to supply evidence of observations of your teaching.
The portfolio will demonstrate that you have up-to-date knowledge and competence in the following four year 1 modules:

· LL4201:  An Introduction to Teaching and Learning
· LL4202:  Enabling Learning and Assessment
· LL4203:  Theories and Principles of Enabling Learning
· LL4204:  Specialist Area Case Study
The evidence in the portfolio needs to demonstrate you have met the learning outcomes associated with the appropriate modules, and to be submitted to the BSU LL ITT Team once assessed by a course tutor.
A GUIDE TO PORTFOLIO CONTENT
ITEM 1

RECORD OF MODULES CLAIMED (this is the BSU form and is located at the end of this guide)
ITEM 2

REFLECTIVE COMMENTARY OR AUTHORISED APEL RECORD (this is the BSU form and is located at the end of this guide) – 

NOTE: THE QUESTIONS ABOUT TEACHING AND LEARNING WHICH YOU NEED TO PROVIDE ANSWERS TO ACROSS YOUR PORTFOLIO ARE INCLUDED IN THE AUTHORISED APEL RECORD
MAIN BODY OF EVIDENCE
	Section 1 - General Evidence
	Module /s 

	· Evidence that you have undertaken 80 hours of teaching over the past two years (e.g. A log of hours / letter from line manager etc).
	LL4201-4

	· Evidence of four hours of observations of your teaching within the last five years, at least one hour of which must be in your specialist area.
	LL4201-4

	· An up to date copy of your CV
	LL4201-4

	· Relevant certificates / course attendance records.
	LL4201-4

	· Other records of relevant professional training.
	LL4201-4

	· Research, publications or involvement in development projects (if relevant)
	LL4201-4

	Section 2:  Featured teaching group / s
	Module / s

	· Brief description of group/s featured, including number of learners, age range, gender balance, background, including their educational and/or vocational experience, and their key characteristics (brief individual pen pictures can be very useful)
	LL4201

	Section 3:  Planning
	Module / s

	· Syllabus/scheme of work (for at least 80 hours)
	LL4201-4

	· Session plans for a minimum of 30 hours which include:

· Evidence of how you differentiate to meet particular needs of groups
· Evidence of how Equality and Diversity is embedded
· Evidence of how LLN/ICT is embedded
· Evidence of how Every Child Matters is embedded
Note:  These plans should be chosen to showcase a variety of teaching approaches, methods, resources etc.
	LL4201–4

	Section 4: Resources
	Module / s

	· Resources used with each session plan including resources demonstrating new/emerging technologies

· Evaluation of use of subject specific resources
· Evaluation of use of resources used to support LLN / ICT development of your learners, including those that are vocationally specific.
	LL4201
LL4203
LL4204

	Section 5:  Assessment and Evaluation
	Module / s

	Assessment activity:

· Evidence of initial assessment including paperwork/tools used and summary of results 
· Assessment documentation provided by awarding body (sometimes called assessment scheme) detailing formal/informal assessment tasks, due dates, how feedback will be given, relation to organisational/awarding body demands

· At least two examples of assessments (formative or summative) completed with your learners, and your written feedback on those assessments, using an appropriate feedback sheet
· Assessment tracking documents including completed documentation for at least two learners
· Evidence of a simple programme evaluation where you have collected feedback from your learners about the quality of your teaching, their own learning, the teaching and learning facilities, and the support they are receiving – evidence will include a copy of the evaluation tool, a selection of learner responses, an action plan for improvement.
	LL4201 

LL4202 

	Section 6: Other relevant documentation
	Module / s

	Any other relevant background documentation you choose to add
This could include:

· Course team minutes

· Copies of communication with others within your organisation to support learners

· Evidence of registration with IfL
· CPD activities

· Involvement in projects

· Etc etc
	4201-4



Lifelong Learning Initial Teacher Training
Cert Ed & PG Cert Ed
Accreditation of Prior Learning
RECORD OF CREDIT / EXEMPTION CLAIMED

	Applicant’s Full Name :

Partner College :

Credit / exemption claiming for  _____    credits at level ______


	Partner College Course Tutor

Date:
	Comments (include comments as to whether extra required evidence submitted)
 Signature:



	BSU LL ITT Team member
Date:
	Comments

 Signature:



	Modules Claimed
	LL4201 – LL4204


	Copy of Certificate / s attached

Yes / No

Date:
	Approved on _____________________ (Date)

Signature (BSU Team Member) :





Lifelong Learning Initial Teacher Training
Cert Ed & PG Cert Ed
Accreditation of Prior Experiential Learning

RECORD OF MODULE/S CLAIMED

	Applicant’s Full Name :

Partner College :

Credit / exemption claiming for  _____    credits at level ______



	Partner College Course Tutor

Date:
	Comments

Signature:


	BSU  LL ITT team member
Date:
	Comments

Signature:

	Modules Claimed
	

	Committee

Date:
	Comments

 Signature (Chair of Committee) :




Lifelong Learning Initial Teacher Training
Cert Ed & PG Cert Ed
Accreditation of Prior Experiential Learning

AUTHORISED APEL RECORD

	Applicant’s Full Name :

Partner College :

Programme Claiming Entry to            Cert Ed ____   PGCert Ed ____



	LL4201 An Introduction to Teaching and Learning
· What is the range and scope of your current role and responsibilities in relation to your specialist area?

· What are the most relevant approaches to teaching and assessing your specialist area (methods, resources, assessment strategies) and why?  
· What elements of LLN/Key Skills/Skills for Life are relevant to your specialist area and how do you embed these? 
· How do your schemes of work and lesson plans demonstrate your use of key teaching and learning concepts such as “inclusion”, “equality and diversity” “active learning”, “student-centred learning”?
	Comments

Signature                                                 Date

	LL4202 Enabling learning and assessment
· How does assessment relate to evaluation?  
· What are the key issues relating to assessments that are relevant to your specialist area and to equality and diversity?  
· Discuss the strengths and weaknesses of your current assessment practices, particularly in relation to reliability and validity.  
· How do you give feedback to your learners in a constructive way in order to motivate them?
	Comments

Signature                                                 Date


	LL4203 Theories and Principles of Enabling Learning
· How does your planning apply the different learning theories in to your practical teaching?
· Choose one learning resource that you either use often, or have adapted or made yourself and show how this resource supports and/or enhances your students’ learning.
· Show how you use Information and Learning Technology (ILT) in your teaching at the moment, evaluating its strengths and weaknesses. Consider its potential for further use in your work
· Show how you embed equality and diversity in your teaching
· Referring to the description of your learners in Section 2 of the Main Evidence, comment on the key challenges which you face with the group.
· How do you actually work with your learners?   How do you apply and maintain the principles of Equal Opportunities and Health and Safety? 
· How do you provide or access individual learning support ?
· How do you manage group and individual dynamics and what challenges do you face?
· Evaluate your communication skills and discuss how you use these skills to support your learners and meet their needs.
	Comments

Signature                                                 Date

	LL4204 – Specialist area case study
· Overall contextual statement about your specialist area in your organisation including range and scope, numbers of learners/staff involved, resources/ facilities available, type and level of learning programmes involved.                

· What are the key current issues/debates in your specialist area?

· What are the LLN needs of your specialist area and how can you effectively embed LLN support.
· How can the provision of your specialist subject in organisation be improved?
· What are the national and regional challenges for your specialist area, and how do these impact on your teaching and the learning of your learners?
	Comments

Signature                                                 Date
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