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INITIAL TEACHER TRAINING – Post-16 Education and Training

APPLICATION FORM FOR ENDORSEMENT

for Welsh awards/qualifications starting in the academic year 2007-2008

This form is for any endorsement application where delivery of the qualification will begin during the academic year 2007-2008.

This form applies to:

· “first-time” qualifications: those which concern newly-submitted programmes being presented to Standards Verification UK by an institution for a first endorsement.  These can be offered by new providers or existing providers proposing one or more new qualifications for the first time in 2007-2008.

· “reapplying” qualifications: those which have previously been endorsed, but whose validation or accreditation period has expired or is due to expire. Reapplying qualifications cannot include changes to the programme; changes must be presented in “redesigned” qualifications (see below). 

NO PROGRAMME SHOULD BEGIN UNTIL ALL ENDORSEMENT REQUIREMENTS HAVE BEEN MET. 

Please note that there are two guidance documents to support endorsement applications; 

Part A Guidance - on general endorsement matters, and 

Part B Guidance - specifically on completing the application documentation.

You are strongly urged to consult both of these before finalising your application.

	Name of institution


	

	Qualification title in full


	

	Date application submitted to 

Standards Verification UK
	


Revised February 2007

Standards Verification UK Ltd is a part of Lifelong Learning UK
1.  Introduction

As of September 2001 all initial teacher training qualifications for Further Education (Post Compulsory Education and Training/Learning and Skills sector) were endorsed by FENTO to ensure that the qualifications were based on the FENTO Standards for Teaching and Supporting Learning, and that they were rigorously quality assured. These requirements remain, but the endorsement activity is now carried out by Lifelong Learning UK (the Sector Skills Council established in January 2005) through Standards Verification UK. 

Each Awarding Institution that wishes to offer a first-time or reapplying or initial teacher training qualification beginning in the academic year 2007-2008 should apply for endorsement by sending a letter of intent to Standards Verification UK.  This formal letter of intent should come from the institution which badges and issues the qualification, use the institution’s official letterhead, and be signed by the first contact named in the application. The letter should list each of the qualifications the institution intends to submit for endorsement.

The Standards Verification Manager and/or the institution’s allocated reviewer will respond by contacting the institution to discuss the next stages in the process and the final deadline for full application to be made. 

Please remember that the application process is time consuming; allow a minimum of three months for all the steps to be effectuated.

No programme should begin before the qualification has fully met all the endorsement requirements. 

Please note the different types of uses for these applications:

· “First-time” qualifications are those which concern newly-submitted programmes being presented to Standards Verification UK by an institution for a first endorsement.

· ‘“Reapplying” qualifications are those which have previously been endorsed, but whose validation or accreditation period has expired or is due to expire. Reapplying qualifications cannot include changes to the programme.  The re-validation or re-accreditation of qualifications requires that a new endorsement application be submitted.

Applications must be made using this pack and in accordance with procedures outlined below. Please use both guidance documents to help complete the application. Your nominated endorsement reviewer will also be able to support this process.
2.   Procedure

A signed copy of the completed application form is required.  

· Electronic submission

Standards Verification UK would prefer electronic submission if at all possible.  If the form can be signed electronically, it can be submitted on a read-only CD Rom with all the supporting evidence.  If not, the institution can submit two hard copies of the signed, completed application and a CD Rom containing the supporting evidence. 

· Hard copy

If submission is to be made in hard copy, Standards Verification UK needs two copies of each completed and signed endorsement application form and two copies of all supporting evidence.

Multiple applications

A separate endorsement application form must be provided for each qualification e.g. a separate application for a Certificate in Education and for a Postgraduate Certificate in Education from the same HEI A separate mapping document is also required for each qualification. Organisations that are applying for endorsement of more than one qualification do not need to repeat information in the second and subsequent applications made at the same time: a reference to detail in the first complete application will suffice unless there is a significant difference between qualifications or in the nature of the evidence for the respective qualifications. Information and evidence applicable to more than one qualification may be cross-referenced from a full application to others provided these are all submitted at the same time.

The endorsement application pack consists of 3 sections:

1. Administrative details

2. Mapping of qualifications to standards

3. Quality assurance mechanisms

Completed applications should be returned to:

Standards Verification UK Administrator

Standards Verification UK

4th Floor

36 Park Row

Leeds LS1 5JL

Any e-mail submissions or queries should be sent to svuk@lifelonglearninguk.org


APPLICATION FORM FOR ENDORSEMENT

for Welsh awards/qualifications starting in the academic year 2007-2008

Type of application:

	First-time  


	Reapplying  


 

3.
Institution details

This section should be used to supply the applicant institution’s contact details. Applicants will normally be Awarding Institutions which validate teacher training qualifications for this sector. (Listings of individual centres, or locations that deliver courses and assess candidates for the awards, are required at the end of this document). 

Please supply the names of two contacts, the first of whom should be responsible for the qualification and the second of whom should be fully conversant with all aspects of the award. 

	Awarding Institution
	

	Full address
	


	First named contact for management and administration of the award

	Name
	

	Job title
	

	Address
	

	Telephone
	

	Fax
	

	E-mail
	

	Second named contact, to be used in the absence of the primary contact

	Name
	

	Job title
	

	Address
	

	Telephone
	

	Fax
	

	E-mail
	


Table 1


4.
Qualification details

4a
Title

Which qualification is the subject of this application for endorsement?  Please give its full title, an indication of its level and any minimum requirement for study time.

	Title
	

	Generic or Integrated
	

	Validated
	

	Expiration date
	

	Part-time, full-time or other 
	

	Levels of modules  or award
	

	Which stage(s) covered (1, 2, 3)
	

	Contact hours(i.e. timetabled teaching hours for the course):

  a) Class hours

  b) Tutorial hours ◙
	

	Guided teaching hours
	

	Self-directed hours
	

	Other teaching hours
	

	Observation feedback hours
	

	Requirements for time on teaching practice in terms of days, weeks etc of placement or employed teaching ◙
	

	Number and duration of observed  & assessed teaching practice sessions (both formative and summative) ◙
	


Table 2                                                                                               ◙ See glossary at end of Part B guidance notes

4b
Is the award already validated?




Please circle

YES / NO

             If YES, when does validation expire?

If NO, please indicate the expected date of submission and when a formal response is expected.  Also indicate if you are seeking any other form of recognition for this award.

4c
Rationale

Please provide us with information that clearly refers to the module in the programme that tells us about the qualification. This information will inform us about the type of qualification you provide and should include the following:

· the target audience 

· format e.g. core and options; units and modules, year 1 and 2 arrangements

· delivery options e.g. blended learning, independent learning etc

· resources  e.g. physical and material, mentoring

· details on support offered to delivery centres where there is multi-site provision for this award. This should be referenced to the section on improvement.

· how values are embedded, and treatment of skills and attributes

· integration of theory with practice e.g. how the programme models good practice for learners and is expected to be evidenced in the learners’ own practice 

· entry requirements with initial assessment procedures and individual learning plans

· trainee teachers

· how curriculum specific pedagogy is supported

· mentoring arrangements e.g. formality of generic or specialist support or coaching

· how the programme is differentiated to meet the needs and attainment of individual appropriateness of guidance on input hours, policy on notional/actual hours and partners

· detail of teaching practice requirement  

· placements and work-based teaching practice – details of the requirements for institutions and staff offering teaching practice placements whether pre-service or in-service

· detail of assessed observations

· stages covered by qualifications

The rationale should be as concise as is consistent with accurate descriptions of the award and its characteristics and, where necessary, referenced to documentation in the later stages of the application. 

4d
Proof of coverage

Each AI is expected to ensure that all the FENTO Standards for Teaching and Supporting Leaning are covered within the qualification that is the subject of this application for endorsement. 

To assist AIs in checking coverage, and in order to provide evidence to Standards Verification UK that all the standards are covered, the mapping grid which follows must be completed so that it is clear where each occupational standard is covered within the award’s learning programme. The grid can be used as a tick-box system within which the module or unit is entered in the first row, in which case individual cells are then identified to show which standards are covered within each module. Alternatively, it is equally acceptable to enter identification codes in individual cells in the grid (see guidance notes).

Please note that AIs are only asked to map to the headline Standards. However, when reviewers are verifying the mapping, they will be seeking evidence of coverage at microstandard level from the definitive course documentation supplied.

Consequently the evidence about the programme needs to include content as well as assessment details as it is the content that forms the basis of the qualification. This means that Standards Verification UK would expect to receive detailed information on how the qualification covers the standards through its teaching and learning activities. 

The up-to-date programme specification, including a user-friendly means of module or unit identification, must be submitted as supporting evidence. 

Please sign below to confirm that full details of your programme content (i.e. indicative content and learning outcomes) are attached to the application.

	Signature
	

	Name (block capitals)
	

	Date
	


Coverage Mapping Grid – one to be completed for each qualification submitted to FENTO for endorsement

	Module or Unit codes –


	
	
	
	
	
	
	
	
	
	
	
	

	Assessing learners’ needs

	A1 Identify and plan for the needs of potential learners
	
	
	
	
	
	
	
	
	
	
	
	

	A2 Make an initial assessment of learners’ needs
	
	
	
	
	
	
	
	
	
	
	
	

	Planning and preparing teaching and learning programmes for groups and individuals

	B1 Identify the required outcomes of the learning programme
	
	
	
	
	
	
	
	
	
	
	
	

	B2 Identify appropriate teaching and learning techniques
	
	
	
	
	
	
	
	
	
	
	
	

	B3 Enhance access to and provision in learning programmes
	
	
	
	
	
	
	
	
	
	
	
	

	Developing and using a range of teaching and learning techniques

	C1 Promote and encourage individual learning
	
	
	
	
	
	
	
	
	
	
	
	

	C2 Facilitate learning in groups
	
	
	
	
	
	
	
	
	
	
	
	

	C3 Facilitate learning through experience
	
	
	
	
	
	
	
	
	
	
	
	

	Managing the learning process

	D1 Establish and maintain an effective learning environment
	
	
	
	
	
	
	
	
	
	
	
	

	D2 Plan and structure learning activities
	
	
	
	
	
	
	
	
	
	
	
	

	D3 Communicate effectively with learners
	
	
	
	
	
	
	
	
	
	
	
	

	D4 Review the learning process with learners
	
	
	
	
	
	
	
	
	
	
	
	

	D5 Select and develop resources to support learning
	
	
	
	
	
	
	
	
	
	
	
	

	D6 Establish and maintain effective working relationships
	
	
	
	
	
	
	
	
	
	
	
	

	D7 Contribute to the organisation’s quality assurance system
	
	
	
	
	
	
	
	
	
	
	
	

	Providing learners with support

	E1 Induct learners into the organization
	
	
	
	
	
	
	
	
	
	
	
	

	E2 Provide effective learning support
	
	
	
	
	
	
	
	
	
	
	
	

	E3 Ensure access to guidance opportunities for learners
	
	
	
	
	
	
	
	
	
	
	
	

	E4 Provide personal support to learners
	
	
	
	
	
	
	
	
	
	
	
	

	Assessing the outcomes of learning and learners’ achievements

	F1 Use appropriate assessment methods to measure learning and achievement
	
	
	
	
	
	
	
	
	
	
	
	

	F2 Make use of assessment information
	
	
	
	
	
	
	
	
	
	
	
	

	Reflecting on and evaluating one’s own performance and planning future practice

	G1 Evaluate one’s own practice
	
	
	
	
	
	
	
	
	
	
	
	

	G2 Plan for future practice
	
	
	
	
	
	
	
	
	
	
	
	

	G3 Engage in continuing professional development
	
	
	
	
	
	
	
	
	
	
	
	

	Meet professional requirements

	H1 Work within a professional value base
	
	
	
	
	
	
	
	
	
	
	
	

	H2 Conform to agree codes of professional practice
	
	
	
	
	
	
	
	
	
	
	
	


5.
Quality Improvement - Development phase

Describe the systems and procedures in place to ensure that quality is built in during the development of the qualifications.

Please list the vital elements of your development phase quality improvement systems in the box. 

	


You need to provide copies of documentary evidence of the current operation of the system. Please list the documents you are sending below with a clear indication of the relevant pages or sections (see guidance notes).

	Document title

	

	

	

	


Table 3

6 Quality Improvement – Delivery

Describe your situation:

	A: Single-centre, single-site provision 
	C: Multi-centre, single-site provision 



	B: Single-centre, multi-site provision 
	D: Multi-centre, multi-site provision 




Describe the systems and procedures, in place or proposed, which aim to guarantee the quality and consistency of management and delivery of the qualification, whether on a single site or across several centres.

Standards Verification UK requires evidence to be submitted regarding the following aspects of quality improvement:

· the proposed methodology for QI, and its appropriateness for the stated level of provision

· recruitment, selection, induction and training of any staff associated with the qualification being considered

· recruitment and selection of candidates for the qualification

· procedures for matching the programme delivery to the identified needs of individual trainee teachers

· support for the curriculum specific pedagogy in individual trainee teachers’ subject areas

· QI aspects of teaching practice and observation assessments

· risk assessment strategies

· data used to inform the QI process

Please list and identify in the box below the sources of evidence you are submitting that support the areas above. 

	Sources of evidence:
	

	
	

	
	

	
	

	
	

	
	


Table 4

Please list below any other documentary evidence you are submitting to support your institution’s quality assurance systems and procedures. This should enable reviewers to see how the institution quality improves the qualification up to the point of delivery and following completion of the programme. This can include evidence form internal and external sources (see guidance notes).

Please list the documents or extracts you are supplying below with a clear indication of the relevant pages or sections. 

	Document title and providing organisation

	

	

	

	


Table 5

Awarding institutions with external delivery points will have to produce evidence on all the above in section 5, but the evidence in this section is meant to demonstrate 

1 how they ensure that these quality improvement systems and procedures are applied to all delivery institutions, and 

2 how they ensure the systems and procedures ensure the required standard across all delivery institutions. 

Standards Verification UK endorsement staff will need to be assured that the quality improvement systems and procedures for the delivery of the qualification are the same and that parity exists within and between delivery points. Evidence may include: 

· support and guidance offered to centres located at distance

· details of the minimum criteria, training, support and role of external verifiers or examiners

· requirements related to moderation or internal verification of assessed work and  teaching practice 

· centre approval/validation  requirements and processes

· scheme approval/validation requirements and processes

	Sources of evidence:
	

	     
	     

	     
	     

	     
	     

	     
	     



Table 6

7
Polices and procedures

Please supply copies of policies or procedures which are in place to ensure fair treatment of student teachers, and note the document titles in the tables below.  

7.1   APEL/APLA, exemptions and entry requirements

Please list the documents you have attached below with a clear indication of the relevant pages or sections. Standards Verification UK‘s guidance on APEL/APLA, exemptions and entry requirements is given in Appendix 2 of the Part B Guidance Document 

	Document title

	

	

	

	


Table 7

7.2
Students with special requirements and Equal Opportunities, Race Relations and Disability Discrimination policies
Please supply copies of your policy or code of practice documents and note the document titles on the table below. Please list the documents you have attached below with a clear indication of the relevant pages or sections.

	Document title

	

	

	

	


Table 8

7.3
Appeals and related policies and procedures

Please supply copies of your appeals and related policies and procedures documents and note titles on the table below. Please list the documents you have attached below with a clear indication of the relevant pages or sections.

	Document title

	

	

	

	


Table 9

8.
Administrative information

Delivery centres

Please provide a listing of every centre that is expected to offer the award in the coming academic year. The listing should give the name and address of the centre and contact details to include the name of the course manager, an e-mail address and a telephone number.

Standards Verification UK will not contact delivery centres without the Awarding Institution’s prior knowledge. Normally any contact would be for the purposes of arranging delivery centre visits as part of the ongoing monitoring of endorsed qualifications. 

Awarding Institutions should note that when endorsement is given it relates to those details supplied in the application form for the qualifications, modes and delivery centres notified to Standards Verification UK. Any subsequent changes to these may trigger a requirement to submit a new application.

If there are ten or fewer centres, please use the tables overleaf. If there are more than ten centres, then please create an MS Access database file or Excel spreadsheet and send it by e-mail to svuk@lifelonglearninguk.org 

If separate electronic submission is to be used please tick and note the date of submission here. 

	
	Date of submission

	
	


Delivery Centres
	1. Centre name



	Address


	2. Centre name



	Address


	3. Centre name



	Address


	4. Centre name



	Address


	5. Centre name



	Address


	6. Centre name



	Address


	7. Centre name



	Address


	8. Centre name



	Address


	9. Centre name



	Address


	10. Centre name



	Address


Checklist

Make sure that you have supplied the following documentary evidence to support the relevant parts of this application:

· administrative details – name of organisation, contact details, names of two contacts

· qualification details

· rationale

· programme specification

· documentary evidence of internal quality improvement

· documentary evidence of external quality improvement

· policies and procedures for APEL/APLA, exemptions and entry requirements

· policies or codes of practice for students with special requirements and Equal Opportunities, Race Relations and Disability Discrimination policies

· policies or procedures for appeals and related issues

· details of delivery centres

Please remember that a signed copy of the completed application form is required.  

· Electronic submission

Standards Verification UK would prefer electronic submission if at all possible.  If the form can be signed electronically, it can be submitted on a read-only CD Rom with all the supporting evidence.  If not, the institution can submit two hard copies of the signed, completed application and a CD Rom containing the supporting evidence. 

· Hard copy

If submission is to be made in hard copy, Standards Verification UK needs two copies of each completed and signed endorsement application form and two copies of all supporting evidence.
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