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FOREWORD

This Procedural Document should be read in conjunction with the Senate Code of Practice on Admissions. To assist readers the flowcharts for Accreditation of Prior Learning processes are included as Appendices of this document.
This document is particularly intended for those staff within Anglia Ruskin University and its collaborative partners who will be involved in the admission of students with credit, in-company accreditations, and also the development of pathway tariffs. These staff include Admissions Tutors, Faculty APEL Advisers, Admissions Officers and colleagues within the Academic Office.

A wide span of prior learning is acknowledged within a system of tariffs which are approved for specific pathways leading to an award. Alternatively, individuals with learning outside the tariff system may be considered for admission and, where appropriate, the tariff system is expanded to include such learning on future occasions. Experiential learning is also an acceptable form of admission with prior learning with a specific procedure to be followed. This document is designed as a practical and informative guide for both academic and administrative staff involved in the processes of the Accreditation or Prior Learning (APL).

The Senate Code of Practice on Admissions is one of a series of Codes through which, in conjunction with other mechanisms, the University’s academic standards and quality of education are maintained, assured and enhanced. The Codes and associated Procedural Documents are closely linked and share common elements of University quality assurance policy and practice. They should therefore be read as a set. 

The complete set of Codes, as at September 2010, covers (the date of initial Senate approval is shown in brackets):

• 
Admissions (24 September 2007)

• 
Curriculum Approval and Review of Taught Pathways (June 2003) 
• 
Assessment of Students including Appendix 1 – Generic Assessment Criteria & Marking Standards (levels 0-4) (15 June 2005)
• 
Collaborative Provision (13 June 2007)
• 
External Examiners for Taught Pathways incorporating the Procedural Document (15 January 2003)

• 
Postgraduate Research Programmes (12 October 2005)
• 
Work-based and Placement Learning (November 2008)
An electronic version of this Procedural Document and the associated Admissions Senate Code of Practice is available on the academic office website at:

http://web.anglia.ac.uk/anet/academic/qad/sen_codes_practice/senate.phtml
All enquiries related to this section of this document should be directed to Sue Frost, Administrative Officer, Academic Office (sue.frost@anglia.ac.uk) in the first instance. 
       Paul Baxter
Director, Academic Office

                 November 2010
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1. INTRODUCTION

1.1
Anglia Ruskin University offers applicants flexibility in their studies, by providing the opportunity for them to utilise prior learning towards achieving their Anglia Ruskin University award.  This is achieved by recognising learning that applicants have completed elsewhere at other HE institutions/educational bodies. Within Anglia Ruskin University this process is referred to as Accreditation of Prior Learning (APL), and enables applicants to receive recognition and credit for learning acquired through formal study, through work, and through experience.   
1.2
The applicant’s prior learning/experience is given a credit value.  This credit value is applied to the receiving Anglia Ruskin University award thereby enabling the applicant to achieve this award by successfully completing the remaining required modules.   For example an applicant who has successfully undertaken the first year of a degree at another HE institution, worth 120 level 1 credits, could apply to have this taken into account at Anglia Ruskin University, if this prior learning could be mapped to the Anglia award.
   This may allow the applicant enough level 1 credit to enter year two of the Anglia award, or to significantly alter the number of year one modules they are required to complete.
 

1.3
Similarly, applicants who have relevant work experience can apply for their experience to be given a credit value. This experience is usually assessed through the submission of a portfolio of evidence, demonstrating that their knowledge and understanding can be mapped against the learning outcomes of an Anglia Ruskin University award.
2.

DEFINITIONS

2.1
Anglia Ruskin University uses the following terms and definitions when referring to admission using prior learning/experience.


Accreditation of Prior Learning (APL)

2.2
This is the umbrella term Anglia Ruskin University uses to describe its processes for admitting applicants with credit awarded for prior learning or prior experience. The practice of admitting applicants with prior learning or experience is referred to by different terms within different higher education institutions. 

2.3
Further information on the recognition of prior learning and experience within the UK Higher Education system can be found via the Quality Assurance Agency http://www.qaa.ac.uk/academicinfrastructure/apl/default.asp

Accreditation of Prior Certificated Learning (APCL) (Section 7) 

2.4
This is the term used by Anglia Ruskin University to describe learning achieved by an applicant through a structured course of study for which they have achieved a certain amount of academic credit. This is a course of study which has been assessed and accredited by another higher education institution or professional body. This is referred to as certificated learning as applicants will normally evidence their achievement of this credit by producing a certificate or transcript of results demonstrating the learning’s credit value. This learning is mapped against the learning outcomes of an existing Anglia pathway in order to allow advanced entry into an award. (i.e. applicants may be able to claim enough credit to enter year 2 or year 3 of a pathway)

Pathway Tariffs (Section 8)

2.5
A Pathway Tariff, has attached to it qualifications from UK or international tertiary/Higher Education or Further Education institutions which have been pre-approved by the APEL Adviser, or the Accreditation Subcommittee/APL Sub-panel for entry onto a specified Anglia Ruskin University Pathway. A database is kept of all pre-approved tariffs, called the Pathway Tariff Database.

2.6
Pathway Tariffs are proposed by pathway teams who are aware that large volumes of applicants, with identical qualifications, will be able to gain entry at an advanced stage to an Anglia Ruskin University award.  Pathway tariffs are mapped against the Anglia Ruskin University pathway in the same way as they are for Accreditation of Prior Certificated Learning, and the creation of a pathway tariff enables a quick and responsive admissions process for large numbers of applicants seeking accreditation of prior learning to a particular pathway.

2.7
Before a Faculty can admit applicants in this way the pathway tariff must be approved by the APEL Adviser, or the Accreditation Subcommittee/APL Sub-panel. Approval is carried out through the pathway tariff approvals process (Section 8).  This process ensures that the mapping between the external award and the Anglia Ruskin University pathway is correct, as once approved a Pathway Tariff automatically allows an applicant to use that external award to gain accreditation of prior learning to the corresponding Anglia Ruskin University award. 

2.8
A Pathway Tariff should always be considered where significant numbers of applicants are expected to apply for APCL using identical qualifications to enter an Anglia Ruskin University pathway.

Accreditation of Prior Experiential Learning (APEL) (Section 9)

2.9
This is the term used by Anglia Ruskin University to describe learning achieved by an applicant through personal or work experience, or training not previously tested through formal education/certification. By assessing this experience/training against the learning outcomes of an Anglia Ruskin University pathway it is possible to assign it a credit value. The match with learning outcomes is normally demonstrated through the production of a portfolio of evidence by the applicant. Alternative methods of assessing the match of previous experience/training are available, for details of these please refer to Section 9. Once a portfolio is produced it is forwarded to the Accreditation Subcommittee/APL Sub-panel for approval of the credit value assigned to the experience/training in order to allow admission with prior learning into a particular pathway.


Subsequent Accredited Learning (SAL) (Section 10) 

2.10
This is the term used by Anglia Ruskin University to describe the process used to enable students to have prior learning/experience taken into account after they have registered for their chosen pathway. SAL can be used where a student becomes aware that learning or experience they have already achieved matches the learning outcomes of a specific module or modules on their pathway. As with APEL and APCL, the learning outcomes of the module have to be mapped against the prior learning/experience to demonstrate that the student has already attained the required knowledge. SAL applications can be made using prior certificated learning or using prior experience/training. Applications for SAL must be made a semester in advance, and SAL cannot be used as an alternative to APCL and APEL applications.


Encapsulation (Section 11)
2.11
Encapsulation is the process used by applicants/ who have competence based or professional awards that they wish to be considered towards APL. Where there is a deficit in the level of their previous learning (i.e. it is at lower level than that required for higher education) applicants/ are able to use an encapsulation to demonstrate that the work they have completed previously can be developed further to make it equivalent to HE level. The encapsulation model is developed by a pathway leader.  This defines the way in which the applicant’s existing work will have to be enhanced so that it is at the appropriate level. The encapsulation model is approved by the Accreditation Subcommittee/APL Sub-panel, and APL applications which have an encapsulation included are considered by the Accreditation Subcommittee/APL Sub-panel for approval.


Credential Evaluation (Section 12) 

2.12
Credential Evaluation is the process of ensuring that qualifications presented by applicants from overseas HE institutions are legitimate, and of the appropriate level to allow accreditation of prior learning into Anglia Ruskin University pathways. This process also can be used to evaluate UK Awarding Bodies. It is the responsibility of the presenting Faculty to ensure that a credential evaluation report is produced or to provide evidence of legitimacy and appropriateness of level, which is then attached to the applicant’s APL application for consideration when the application is submitted.


Role of Faculty APEL Adviser

2.13
The Faculty APEL Adviser plays a key role in the approval of applications for accreditation of prior learning. The Faculty APEL Adviser, advises on both APCL applications and APEL applications, advising Admissions Tutors, Pathway Leaders and at times applicants/. The Faculty APEL Adviser also has responsibility for approving straightforward APCL and SAL applications (i.e. applications that do not involve APEL or that do not require the encapsulation process to be carried out). A list of Faculty APEL Advisers can be found on the APL website http://web.anglia.ac.uk/curriculum/accreditation_prior_learning.phtml. (Please refer to individual sections on APL, Section 7, and SAL Section 10, for details of how applications are approved.)
3.
COMMITTEE STRUCTURE


Accreditation Subcommittee

3.1
The Accreditation Subcommittee is a subcommittee of the Quality and Standards Committee with the following Sub-panels.

· Accreditation of Prior Learning Sub-panel
· External Accreditation Sub-panel
3.2
The Subcommittee develops, implements, monitors and reviews Anglia Ruskin University policies and procedures related to the accreditation of prior learning process and the recognition of learning within organisations outside Anglia Ruskin University.  
3.3
The Subcommittee membership is drawn from a variety of experts in APL from across Anglia Ruskin University, including Faculty APEL Advisers, representatives from the relevant support services, academic staff from all Faculties, representatives of Senate, and an External Adviser who provides independent scrutiny.
Accreditation of Prior Learning Sub-panel
3.4
This sub-panel has designated responsibility to consider APL applications, all APEL applications, SAL applications made using APEL, complex APCL claims which have been referred to the Sub-panel by the Faculty APEL Adviser, and all claims that require an encapsulation. The Sub-panel would also consider any complex Pathway Tariffs referred by the APEL Adviser on behalf of the Accreditation Subcommittee; please refer to Section 8 for further details of the Pathway Tariff approval process. The Sub-panel meets regularly to progress applications for APL. Membership of the Sub-panel is drawn from the Accreditation Subcommittee.

External Accreditation Sub-panel
3.5
This Sub-panel has designated responsibility for considering proposals for accreditation by Anglia Ruskin University of ‘in company’ training programmes provided by external organisations. Proposals for accreditation of Faculty Short Courses are also considered by this Sub-panel.  The membership of the Sub-panel is drawn predominantly from the Accreditation Subcommittee.  For further information on external accreditation procedures see Appendix 2. 

4.
ACCREDITATION OF PRIOR LEARNING 
4.1 Processing APL applications

Admissions and the Academic Office procedures aim to streamline the admissions process where prior learning or experience is to be included. This is done in three ways:

Internal applications. 

4.2
For information on the internal application process, please refer to Part I, Section 7 of this document. 

Pathway Tariffs. (Section 8)

4.3
Pathway tariffs are proposed by Faculty Teams and either approved by the APEL Adviser or referred to the Accreditation Subcommittee/APL Sub-panel; and enable applicants to have their accreditation of prior learning approved swiftly via Admissions.  Details of approved pathway tariffs are recorded on a database which is available to view via Anglia Ruskin University’s network applications system. 
Individual Claims (Section 7, Section 9 and Section 10) 

4.4
In cases where the applicant is not currently registered on an Anglia Ruskin University Award and for which no tariff has been approved, the Admissions Tutor will meet with the applicant in order to complete the appropriate form.  Applicants will be required to provide evidence of certification in order for prior learning to be considered.

4.5
The Admissions Tutor should seek the guidance of the Faculty APEL Adviser if the claim is complex or includes work experience.  

4.6
If the applicant is from overseas and their external certificated award requires evaluation, the International Admissions Office will check the academic standing of both the awarding institution and the external certificated award from this institution. 

4.7
The Accreditation Subcommittee also audits a sample of claims approved by Faculty APEL Advisers and reports its findings to the Quality and Standards Committee. 
It should be noted that:

· All applications for APL at undergraduate and postgraduate level are normally processed via Admissions.

· Admissions/International Admissions staff are normally responsible for processing APL applications made using a pathway tariff.

· Offers to applicants are conveyed in writing and are only made by Admissions.

Key Principles in Processing APL Applications:
4.8
Anglia Ruskin University has the following guiding principles in relation to Accreditation of Prior Learning. 

· To make all information on processes relating to Accreditation of Prior Learning easily accessible to potential applicants, current students, and University staff via the Accreditation of Prior Learning website, 
http://web.anglia.ac.uk/curriculum/index.phtml 

· To provide effective processing of Accreditation of Prior Learning applications - processing Accreditation of Prior Learning applications in an appropriate timeframe to meet admissions deadlines for entry to Anglia Ruskin University courses. Supporting this process with staff experienced in Accreditation of Prior Learning.

· To enable applicants to track the progress of their applications effectively through the support and guidance of Admissions Officers/International Admissions Officers and Tutors.


Information for Applicants

4.9
There are three sources applicants can access to find information on the Accreditation of Prior Learning:

· Anglia Ruskin University’s undergraduate and postgraduate prospectuses contain information about APL including APCL and APEL. Potential applicants with queries relating to APL are advised to call the Contact Centre, who will be able to forward their enquiry to the relevant Admissions Officer/International Admissions Officer. 
 http://www.anglia.ac.uk/ruskin/en/home/tools/contactus.html
· The Accreditation of Prior Learning website 
http://web.anglia.ac.uk/curriculum/index.phtml offers detailed information for all applicants on the processes and procedures for APL. The website provides contact details for key staff involved in supporting the APL application process.

5.
ROLES AND RESPONSIBILITIES

5.1
Admissions Tutors and Faculty APEL Advisers play a key role in the processes and procedures for APL.

5.2
Faculties are required annually (in October) to inform the Deputy Vice Chancellor (Academic) of the names of Admissions Tutors and Faculty APEL Advisers for the forthcoming academic year. 

5.3
The roles and responsibilities of Admissions Tutors and Faculty APEL Advisers have been approved by Senate and include their responsibilities in relation to APL. These have been defined as set out in Appendix B of Part I of this document.  
5.4 It should be noted that the roles and responsibilities for Admissions Tutors are also  

applicable to Admissions Tutors in Anglia Ruskin University’s collaborative partners.
5.5
The responsibilities of the applicant in relation to APCL, APEL, SAL and Encapsulation are detailed in the relevant sections of the Accreditation of Prior Learning Procedural Document.
6.
ACADEMIC REGULATIONS 
Please note that these regulations, including terms used, will be updated following revisions to Anglia Ruskin’s Academic Regulations. A guide to the new and old terminology can be found on the Accreditation of Prior Learning website http://web.anglia.ac.uk/curriculum/index.phtml. For the most up to date electronic version of Anglia Ruskin’s Academic Regulations please refer to 


http://web.anglia.ac.uk/anet/academic/index.phtml
Accreditation of prior learning

[NB The following Regulations relate solely to admission with prior learning and do not apply to cases where a student subsequently wishes to submit an additional claim for accredited prior certificated learning (APCL) or accredited prior experiential learning (APEL) for exemption from a particular module(s) within the pathway for which he/she is registered. Prior learning/experiential learning may not be double counted. A particular APCL or APEL claim, if approved for admission with prior learning, may not subsequently be used for a different credit-related purpose.]

General

6.1
Students may be admitted with credit to a particular undergraduate or postgraduate pathway through the accreditation by Anglia Ruskin University of prior certificated learning (APCL) or prior experiential learning (APEL).  seeking admission with prior learning based on APCL or APEL are not permitted to register for a pathway leading to an Anglia Ruskin University award until such admission has been approved in writing.

6.2
Students seeking admission with prior learning may combine APCL and APEL up to a total of two thirds of the total credit requirement for the pathway on which they wish to register, of which no more than half of the total credit requirement may be based on APEL.

6.3
An Anglia Ruskin University award certificate indicates if an award, which has been conferred, includes APCL or APEL credit.

6.4
The award certificate refers to the existence of the associated academic transcript.

Accredited prior certificated learning (APCL)

6.5
Students seeking admission with prior learning based on APCL may be granted no more than two thirds of the total credit requirement for the pathway on which they wish to register.

6.6
Learning for which APCL is sought must have been completed within five years (60 months) of submission of an admission with prior learning application.  For certain pathways the five year period of currency may be reduced in view of advancements in the subject area.

If the learning is beyond the five year currency limit applicants are required to provide evidence of updating of their professional knowledge and practice. This evidence comprises all the following: 

· CV: To cover employment history, focussing on how the applicant has maintained their knowledge and practice since qualifying with the award(s) they are seeking credit for

· Evidence of successful completion of relevant CPD training, if applicable

· Reflective statement: detailing how knowledge and practice has remained up to date. 
· An employer reference: On institutionally headed paper or, exceptionally, an email directly from the employer’s institution, confirming that the applicant’s job and CPD has enabled them to keep up to date with information and current practices in the subject area in which the applicant is intending to study
6.7
Students admitted with APCL credit who subsequently transfer for whatever reason to a pathway leading to an award comprising a lower volume of credit are required to complete at least one third of the total credit requirement for the new award by taking Anglia Ruskin University modules contained within the PSF for that award.      

6.8
A qualified health or social care professional may seek admission, based on APCL, to a Level 3 award at Anglia Ruskin University but to defer his/her registration until additional Anglia Ruskin University credit has been awarded for successful completion of a free standing module(s) or short course(s), taken as part of the applicant’s continued professional development (CPD). Such admission is considered only:

· if the APCL comprises a relevant Level 2 award, totalling no more than 240 credits, which is accredited for professional registration


AND

· if the student is a registered professional within the Nursing & Midwifery Council, Health Professions Council, General Social Care Council or other PSRB deemed to be appropriate by the Dean of Faculty (or nominee)
AND
· if the additional CPD learning is no more than 60 credits at Level 3.

In such cases the free standing module(s) or short course(s) which comprise(s) the additional credit undertaken must be identical to the Level 3 credits (as defined in the PSF) of the pathway for which registration is being deferred.
The maximum period of registration in which a student must complete the free standing module(s) or short course(s) of CPD learning prior to the deferred registration AND the necessary Level 3 modules to achieve a Level 3 award (following his/her deferred registration) is three years (in accordance with Regulation 3.30, footnote 25).
6.9
Admission with prior learning based on APCL is formally considered by Faculty AP(E)L Advisers under the responsibility delegated by the Senate to those post holders under Academic Regulations.  Any decision by a Faculty AP(E)L Adviser to admit a student with credit based on APCL must be made before the student formally commences his/her studies. An audit of a sample of admissions decisions made by Faculty AP(E)L Advisers under this delegated responsibility is considered annually by the Senate (or a committee of Senate acting on its behalf).

6.10
Faculty Admissions Tutors consider individual applications for admission with APCL credit with reference to pathway tariffs approved by the Senate (or a committee of Senate acting on its behalf). An application for admission with APCL credit which is not covered by a pathway tariff is considered by the Faculty AP(E)L Adviser.  

6.11
The marks or grades obtained for accredited prior learning, including such learning which has resulted in the conferment of an award, do not contribute to the algorithm used to determine the classification of an Anglia Ruskin University award. 

Accredited prior experiential learning (APEL)

6.12
Students seeking admission with prior learning based on APEL may be granted no more than half of the total credit requirement for the pathway on which they wish to register.

6.13
Currency is assessed through the portfolio or agreed alternative evidence submitted 
for assessment.
6.14
Students admitted with APEL credit who subsequently transfer for whatever reason to a pathway leading to an award comprising a lower volume of credit are required to complete at least one half of the total credit requirement for the new award by taking Anglia Ruskin University modules contained within the PSF for that award.      

6.15
Admission with prior learning based on APEL is formally considered by the Senate (or a committee of Senate acting on its behalf). The same arrangements apply to encapsulation (see para. 2.11), the credential evaluation of international programmes of study or programmes which are not delivered by a higher education institution.

Credit not awarded by Anglia Ruskin University

[NB The following Regulations are subject to Anglia Ruskin University’s progressive implementation of the Bologna Process]

6.16
The Senate has approved a range of recognised awards and qualifications conferred by higher education institutions and other educational bodies, both within the UK and overseas, as the basis for admission with prior learning to specific pathways at Anglia Ruskin University.  Full details of this pathway tariff database are held by the Admissions Office.  

6.17
Marks or grades from accredited prior learning, including such learning which has resulted in the conferment of an award, are not transferable to an Anglia Ruskin University award and are therefore not used to classify the award.

6.18
Students admitted with credit may not be awarded an Honours Degree unless they have been awarded 120 credits of new learning of which at least 105 credits must be at Level 3 and at least 15 credits must be at Level 2 or higher (following successful completion of Anglia Ruskin University fine graded modules) which form the basis for degree classification

6.19
Students seeking admission with prior learning based on APEL are required to prepare and submit a portfolio (or equivalent) of evidence for consideration by the Senate (or a committee of Senate, acting on its behalf). 

Credit awarded by Anglia Ruskin University (including learning undertaken at collaborative partner institutions)

6.20
Students who have successfully completed modules when registered for an Anglia Ruskin University pathway leading to a named award which has not been conferred and who then apply for admission with prior learning to a pathway leading to a subsequent Anglia Ruskin University award, may transfer to the second pathway such Anglia Ruskin University credits and their associated marks or grades as are permitted by the PSF, subject to the provisions of Academic Regulations. If the first named award has been conferred, the credits, but not the associated marks or grades, may be transferred to the second award. The relevant Programme Leader is responsible for ensuring that the appropriate Student Handbook sets out the implications for credit and grade transfer in such cases, particularly the implications for students if the first award has been conferred. 

6.21
Students within Anglia Ruskin University who have failed to achieve a sufficient volume of credit to be awarded an Honours Degree and who are permitted to transfer to a pathway leading to a different Honours Degree, are required to complete as new learning at least 60 fine graded Anglia Ruskin University credits at Level 3.  Such students must comply with the PSF for the new pathway and satisfy all the credit requirements at the appropriate level and volume for the second award.

6.22
Students who have successfully completed an Anglia Ruskin University Ordinary degree which has been conferred and who subsequently apply for admission with prior learning to a pathway leading to an Anglia Ruskin University Honours Degree are required to complete as new learning 120 credits of which at least 105 credits must be at Level 3 and at least 15 credits must be at Level 2 or higher.

It should be noted that:

· All undergraduate and postgraduate pathways at Anglia Ruskin University must include in the approval documentation a statement detailing the arrangements for APCL and APEL in the planned pathway.

· Applicants are considered for admission with credit to Anglia Ruskin University in the period up to and including the Friday of the second teaching/learning week of the first semester or trimester, as appropriate to the pathway on which they wish to register.

· All prior certificated learning (APCL) must be current, (usually completed within 5 years of applying for credit), cognate, successfully completed and assessed and form a coherent part of the Anglia Ruskin University pathway leading to a named award. A certificate and/or transcript including details of study must be presented to Anglia Ruskin University for confirmation.  
· For APCL, the level and volume of specific credit awarded cannot exceed that of the general credit value of the certification, nor can it be assumed that a general credit value can automatically be fully recognised as specific credit in the context of another pathway.

7.
ACCREDITATION OF PRIOR CERTIFICATED LEARNING (APCL) 
7.1
Applicants may be admitted with credit to a particular undergraduate or postgraduate pathway offered by Anglia Ruskin University through the process of APCL. 

7.2
Applicants seeking APCL cannot apply for more than two thirds of the credit required for the pathway on which they want to register. It is possible to combine APCL and APEL (Further information on APEL can be found in Section 9), but again this can only be up to a total of two thirds of the total credit requirement for the pathway on which they want to register, of which no more than half of the total credit requirement can be based on experiential learning.

7.3 For additional information and a full explanation of the regulations relating to APCL please refer to Anglia Ruskin’s Academic Regulations, available at http://web.anglia.ac.uk/anet/academic/index.phtml
7.4
Copies of all forms required for making APCL applications can be found at 

http://web.anglia.ac.uk/curriculum/index.phtml 

The credit value of prior certificated learning 

7.5
The process of accreditation of prior learning for APCL uses specialist terms to identify how much credit from a student’s prior learning may be recognised within their proposed new pathway. 

It is important for both staff and applicants to understand two concepts: 

· General Credit

General Credit is expressed in terms of volume of credit and level/s of credit as determined by the institution, under whose auspices the APCL was undertaken, assessed and certificated. It expresses the totality of learning achieved and establishes the parameters within which the eventual Specific Credit value will be established. Where the APCL is completed outside the UK University system, Credential Evaluation identifies the comparable General Credit value relevant to possible APL. For professional qualifications in the UK a credential evaluation may also be carried out to identify the comparable General Credit value.
· Specific Credit 


Specific Credit expresses the volume and level/s of credit that can be properly integrated into a specified Anglia Ruskin University pathway. This takes into account pathway regulations and Anglia Ruskin University regulations relating to the maximum permissible credit at each academic level and the maximum volume of credit from prior learning, which may be recognised within an award of Anglia Ruskin University. Specific Credit is determined by the relevance of APCL to the planned new learning and the extent to which pathway or Anglia Ruskin University’s Academic Regulations permit this level and volume of prior learning to be integrated into the relevant degree programme

· Example
The Open University offers a qualification A 210, ‘Approaching Literature: authors, readers, texts’, for which the Open University identifies a Credit Value of 60 Credits at Level 2. Since Anglia Ruskin University readily acknowledges the validity of studies taken through the Open University, an applicant presenting this qualification as the basis of APCL would be holding a certificate with a General Credit value of 60 Level 2 Credits. 

If the applicant requests APCL on the basis of this to Anglia Ruskin University’s degree programme in English Literature, it is probable that this Credit Value could be fully recognised. Therefore the Specific Credit Value would also be 60 Credits at Level 2. 

If the applicant requests APCL with the same Open University qualification to the Anglia Ruskin University degree programme in European Philosophy and Literature, a limited amount of Specific Credit might be recognised. This would be where academic staff in that pathway can show how the Open University learning in English Literature can be integrated into the Anglia Ruskin University Single Honours programme, through mapping against pathway learning outcomes, or module learning outcomes.

If the application for APCL were to Law, then it is highly unlikely that any of the General Credit could be recognised as Specific Credit, since it would not be possible to develop a secure academic rationale for the relevance of the prior learning to an award in Law. 

7.6
In making an academic judgement about how Specific Credit is derived from an accepted General Credit value the following criteria apply: 

· The amount of Specific Credit will be equal to or less than the General Credit where, for example, the similarity between curricula is limited. It is not possible to have more Specific Credit than General Credit.

· The level(s) of the Specific Credit will normally be the same as the level of the General Credit. While it may be appropriate to propose a reduction of the level of the Specific Credit (e.g. level 3 credit could be reduced to level 2), the level of Specific Credit cannot be increased, (e.g. level 2 increased to level 3).



  APCL and the Pathway Approval Process

7.7
Pathway Approval Panels are now required to consider the arrangements made by pathway teams for APL. A statement about such arrangements is expected in the Approval and review documentation for all pathways. Faculties are advised to consider APL arrangements, and especially the management of the APEL process, as an integral part of the overall student experience. In this way Faculties will be able to indicate how the process links into the admission process and how support is provided for the applicant. 

7.8
Roles and Responsibilities 

	The Admissions Tutor’s main responsibilities in relation to APCL are:
	To discuss with the applicant the suitability of an APCL claim, taking into consideration the applicant’s prior learning.

To consider the impact on the applicant of not participating in the learning experience of the modules for which APCL is sought.

To complete the APCL application form, including mapping, to show how prior learning maps against the module outcomes of the receiving award.

To support the completion of any actions arising as a result of an application not being approved i.e. ensuring the applicant supplies evidence etc.

	The Faculty APEL Adviser’s main responsibilities in relation to APCL are:
	To ensure that all APCL application forms are completed correctly, and evidence of learning has been received and included. To sign off all APCL applications.
For straightforward APCL claims, to consider and approve the APCL application
.
Where applicable to forward APCL applications to the Executive Committee Secretary to the Accreditation Subcommittee/APL Sub-panel, for consideration at the appropriate meeting.

To advise the Admissions Tutor in the preparation, approval and submission of APCL applications.

To provide the Accreditation Subcommittee with information relating to the volume of APL applications approved or rejected.


APCL Process

The development of a Pathway Tariff should be considered prior to any individual application for APCL.

7.9
All applications for APCL must be made using the appropriate form.  All APCL forms must:

· be submitted via Admissions.

· have all relevant sections of the application form clearly completed.

· include the signature of the proposing tutor or be accompanied by a formal email (from their Anglia Ruskin University address) from the proposing tutor clearly indicating their recommendation concerning the mapping of the APCL and containing their name, title and department.

· be countersigned by the Faculty APEL Adviser or be accompanied by a formal email from the Faculty APEL Adviser confirming their decision regarding the application.

· have all copies of transcripts/certificates attached to the application form. 

· have details of new specific learning that the applicant is required to complete.

· in the case of applicants offering certification from institutions outside the UK a credential evaluation of the certification must be completed (see Section 12 of the Accreditation of Prior Learning Procedural Document for further information.)

In addition:

· Faculties should use Appendix 1 of the APCL application form if they want to make an application for more than one applicant entering the same pathway with identical certification.

Criteria for assessing claims for APCL
7.10
The following criteria should be considered when assessing claims for APCL:

	Currency of learning
	EITHER within the previous 5 years prior to expected start date 
OR, for learning which falls outside of this limit, the following evidence of updating and currency of knowledge is sought:
· CV: To cover employment history, focussing on how the applicant has maintained their knowledge and practice since qualifying with the award(s) they are seeking credit for.
· Evidence of successful completion of relevant CPD training, if applicable.
· Reflective statement: detailing how knowledge and practice has remained up to date.
· An employer reference: On institutionally headed paper or, exceptionally, an email directly from the employer’s institution, confirming that the applicant’s job and CPD has enabled them to keep up to date with information and current practices in the subject area in which the applicant is intending to study.

	Evidence of Completion
	Production of original transcript(s) or certificate(s). 

	Credits
	Clear identification of the volume and level of general and specific credits to be counted towards the credit requirement for the pathway.

	Regulations
	APCL- applications for prior certificated learning to be for no more that two thirds of the total credit requirement for the receiving pathway.

	Mapping
	Prior learning credits must be within the appropriate level and map onto the modules or staged outcomes of the receiving programme.

	Credential Evaluation 
	To be sought when evidence of credit level and volume or institution is in doubt.



Pathway Tariffs
7.11 Although in many instances the certificated learning will be unique to one individual, in some cases a pathway team may identify that the same item of certificated learning (the same certificate for the completion of the same pathway from the same external awarding body) is presented by a significant number of individuals for admission to the same award-bearing programme. A pathway team should in these circumstances develop a Pathway Tariff to ensure a straightforward and automated APL process. (Section 8 Accreditation of Prior Learning Procedural Document). 
Approval of an APCL application against a previously approved Pathway Tariff

7.12
A Pathway Tariff, has attached to it qualifications from UK or international tertiary/Higher Education or Further Education institutions which have been pre-approved by the AP(E)L Adviser or referred to the Accreditation Subcommittee/APL Sub-panel for entry onto a specified Anglia Ruskin University Pathway. All qualifications that have been approved as a pathway tariff are recorded on the Pathway Tariff Database. 

 
Applicants applying for APL via the Admissions Office/International Admissions Officer for which there is a previously approved pathway tariff, and provided all conditions have been met, are processed directly by the appropriate Admissions Officer, using the APTProc form, without the need to contact the Faculty Admissions Tutor.  A copy of the paperwork is forwarded to the Assessments Office ready for the approved credits to the added to the applicant’s SITS record as soon as the applicant registers and becomes a student on the pathway for which the credit is approved.   The Admissions Officer prepares the appropriate Offer Letter and includes details of the approved APL credits.   The applicant is also informed of minimum/maximum periods of registration taking account of the volume of APL credit approved.

For applicants applying for APL direct to the Faculty, for which there is a previously approved pathway tariff, Section 2 of the APCL App1 form needs to be completed and approved by the Faculty APEL Adviser.  This form must include all relevant documentary evidence.  The form is then forwarded to the Senior Adviser (Accreditation) in the Admissions Office, who will initial the paperwork to confirm the information and documentary evidence has been checked against the pathway tariff database.  The form is processed by the Senior Adviser (Accreditation), with details of the applicant’s name, the awarding institution, qualification title, date qualification achieved, APL credit value/level and pathway to be studied being entered on a central Excel spreadsheet (J:\Services\Academic Office\Public\Accreditation of Prior Learning (APL)\SECTION 2 claims).  A copy of the APCL application paperwork is placed on a central admissions file.  A further copy of the APCL application form is forwarded to the Assessments Office for the approved credits to be added to the applicant’s SITS record as soon as the applicant registers and becomes a student on the pathway for which the credit is approved.   The Faculty prepares the appropriate Offer Letter.
Approval of an APCL application that is not previously approved against a Pathway Tariff  

7.13
For straightforward APCL applications that are not on a Pathway Tariff, Section 3 of the APCL form is completed by the Proposing Admissions Tutor for completion and signature. The form is then forwarded to the Faculty APEL Adviser for consideration and approval. The form is forwarded to the Academic Office which records the approval and rejection of all straightforward APCL applications on the Central Approvals List (CAL), and reports these at the Accreditation Subcommittee where they are monitored to ensure that the APL processes are performing effectively. The relevant Admissions Officer informs the applicant of the decision and the appropriate offer letter is produced for the applicant.

For APCL applications that are NOT straightforward (i.e. applications requiring credential evaluation, applications involving the encapsulation process and applications involving APEL) the appropriate  application form must be completed and submitted to the Accreditation Subcommittee/APL Sub-panel, which are responsible for  approving the application before any offer of APL can be made. The Faculty APEL Adviser must verify the form(s) and evidence required for an APCL application, these are then forwarded to the Academic Office for consideration at the relevant Accreditation Subcommittee/APL Sub-panel. The Accreditation Subcommittee/APL Sub-panel has specific responsibility for the independent assessment of APL applications, for further details of the terms of reference for the Accreditation Subcommittee/APL Sub-panel, please refer to Anglia Ruskin University’s publication “Constitution of Senate and its Standing Committees – January 2011”.  http://web.anglia.ac.uk/anet/uinfo/comm_info.phtml?cid=1acc 

7.14
The Executive Committee Secretary to the Accreditation Subcommittee /APL Sub-panel must receive paperwork within the established deadlines.  Deadlines for receiving applications can be found on the Schedule of Meetings at http://web.anglia.ac.uk/curriculum/index.phtml (Requirements for APCL forms are set out in 7.9) 

Forms that do not meet the criteria are normally rejected by the Accreditation Subcommittee/APL Sub-panel and may be returned to the Faculty APEL Adviser/Admissions Tutor – potentially delaying the admission of the applicant.

7.15
The APL Sub-panel meets regularly throughout the academic year in order to ensure maximum opportunity for applications for APL to be considered.  A schedule of both the Subcommittee and Sub-panel’s meetings can be found at http://web.anglia.ac.uk/curriculum/index.phtml
 7.16
The Accreditation Subcommittee/APL Sub-panel is presented with a grid detailing all the APL applications that will be considered at that meeting. This grid is supported by copies of applications, and the supporting evidence provided, i.e. certificates/transcripts.

7.17
Decisions by the Accreditation Subcommittee/APL Sub-panel are made on each individual application and communicated through the Approvals List.  This list is issued to all members of the Accreditation Subcommittee/APL Sub-panel, relevant support services and UK Collaborative Partners. The Approvals List is also uploaded onto Anglia Ruskin University’s JDrive for all interested parties to view at J:\Services\Academic Office\Public\Accreditation of Prior Learning (APL)\001 APL Sub-panel.    
7.18
The Accreditation Subcommittee/APL Sub-panel will make one of the following recommendations:
Approved (APP): 

The proposal is accepted and the applicant will be admitted with prior learning as proposed. This permits an unconditional offer of admission to be made through Admissions. If the applicant accepts the offer the credit applied for will be added to the applicant’s record upon registration. Approved credit is valid for one academic year, provided that it remains current. Therefore if a applicant decides to defer an offer with APL attached, this credit could be used for admissions purposes the following academic year.

Conditional approval (CON):  

The proposal is accepted subject to a condition. Conditions can include but are not limited to the following; learning being successfully completed and certificated by the applicant, requirement of evidence of name change, requirement of encapsulation, requirement of credential evaluation.   Admissions will only issue a Conditional Offer to the applicant. 

Clarification required (CL): 

When the Accreditation Subcommittee or APL Sub-panel is unable to reach a decision, because the application lacks clarity or appears to contain an error it is approved subject to clarification. Notification of the request for clarification allows the Proposing Tutor/Faculty APEL Adviser to respond, within an agreed timeframe. Satisfactory clarification permits approval (APP or CON as appropriate).  An unsatisfactory reply or failure to respond will result in rejection (REJ) of the proposal. No offer of admission will be made until approval (APP or CON as appropriate) is given. 

Rejected applications (REJ): 

Where the application does not meet the required standards to be considered for APL, e.g. the qualification presented is not at an acceptable level, APEL portfolio does not have sufficient evidence, or the application is in breach of the Academic Regulations, e.g. the 2/3rds rule is not adhered to, then, approval is refused and the Accreditation Subcommittee/ APL Sub-panel rejects the proposal. No offer of APL may be made. An application can be re-submitted if it is revised in line with the reasons it was rejected.

7.19
Where conditions of approval have been set it is the Faculty APEL Adviser’s responsibility to ensure these are met. Responses to conditions are considered by the Faculty APEL Adviser. If evidence of completion of a condition is satisfactory, the Academic Office informs Assessments that the credit can be added to the student’s record. If required the Chair of the Accreditation Subcommittee/APL Sub-panel will be asked to consider if evidence provided is sufficient to complete a condition. Admissions inform the applicant that the condition has been met and that the application for APL is approved by making the applicants offer unconditional.

7.20
The Approvals List becomes a ‘working record’ held on the JDrive at J:\Services\Academic Office\Public\Accreditation of Prior Learning (APL)\001 APL Sub-panel.    It is updated as conditions are met and holds the status position for all APL applications considered by the Accreditation Subcommittee/APL Sub-panel. A separate Approvals List is created for each meeting of the Accreditation Subcommittee/ APL Sub-panel.
 7.21
If an application is approved, the Assessments Office is responsible for ensuring that the approved volume and level of credit is entered onto the student’s record. 

 7.22
Credits will not be entered onto a student’s record until all outstanding conditions have been met.
Feedback for applicants 

7.23
It is the responsibility of the Admissions Officer/International Admissions Officer to inform the applicant of the Faculty APEL Adviser/Accreditation Subcommittee/APL Sub-panel’s decision on their accreditation of prior learning application.

7.24 Applicants have the opportunity to meet with their Proposing Admissions Tutor and/or Faculty APEL Adviser for up to one hour if an unfavourable decision is reached by the Faculty APEL Adviser/Accreditation Subcommittee/APL Sub-panel.

7.25 If an applicant has a complaint regarding the decision of the Faculty APEL Adviser/Accreditation Subcommittee/APL Sub-panel the complaint is referred in the first instance to the Proposing Admissions Tutor.

8. 
PATHWAY TARIFFS
8.1
A Pathway Tariff, has attached to it qualifications from UK or international tertiary/Higher Education or Further Education institutions which have been pre-approved by the Accreditation Subcommittee for entry onto a specified Anglia Ruskin University Pathway.  


Pathway Tariffs provide a quick and responsive mechanism for APL applications using APCL.


Where the same item of certificated learning is presented by a significant number of individuals for admission to the same programme of study a Pathway Tariff should be developed.  

8.2
To enable a Pathway Tariff to be developed the certification must:

· already carry a recognised general credit value approved which can be used as the reference point for a specific credit proposal (for further information on General and Specific Credit values please refer to 7.5)

· have full details of the qualification studied for, including assessment details and learning requirements, from which a specific credit value can be derived for the Anglia Ruskin University receiving award

8.3
A Pathway Tariff can be developed and approved at any time during an academic year. 


A set of standard documentation (see 8.6 – 8.9 below) must be completed in order for a tariff to be considered. 

8.4
Copies of all forms required for developing a Pathway Tariff can be found at http://web.anglia.ac.uk/curriculum/index.phtml
8.5
Pathway Tariffs are usually granted approval for 5 years, or until the next pathway review. Exceptions to this are permitted, for example, to meet Professional, Statutory and Regulatory Body (PSRB) requirements. 


Preparation of a Pathway Tariff Proposal
8.6
Templates have been developed to assist Faculties in the preparation of documentation for Pathway Tariff approvals.  Faculty APEL Advisers are able to advise on their completion. If necessary, these templates can be amended to suit the needs of a Pathway Tariff proposal.


The templates are:

· Pathway Tariff Rationale and Summary Document (PTR&S); 

· Pathway Tariff Mapping Table (PTMT); and

· Pathway Tariff Technical Requirements document (PTTR)
· Operational Checklist for Admissions Office Processing


Documentation Requirements 

Pathway Tariffs Rationale and Summary Document
8.7
When completing the Pathway Tariffs Rationale and Summary Document


(Pathway Tariff Rationale and Summary (PTR&S), Faculties are advised to consider


the following issues as a minimum requirement:

· Benefits of recognised tariffs for the Faculty’s   
Such as immediate/direct entry points for applicants without having to present individual APL applications for approval
· International 

International applicants may be able to use existing qualifications to access Anglia Ruskin University awards.

· Marketing

There is likely to be future marketing and global branding opportunities for Anglia Ruskin University through co-operation with existing or new partners. 

· Currency

Learning is usually expected to have taken place within the previous 5 years prior to the applicant’s expected start date; although for professional qualifications there may be exceptions. Outside the 5 year period, evidence will be sought to demonstrate updating of an applicant’s knowledge i.e. through work experience.


Pathway Tariffs Mapping Table
8.8
When mapping the Pathway Tariff (Pathway Tariff Mapping Table PTMT) the following should be considered: 

· Identification of general and specific credits

General and specific credits should be clearly identified, specifying the volume and level of credit that is to be used towards the credit requirement for the pathway. (e.g. an HND may offer 180 general credits but the specific credit value may only justify 120 credits.)

· Is prior learning at the appropriate level 


Prior learning credits must be within the appropriate level and map onto the modules or strategic outcomes of the receiving programme. 

· Has mapping against module outcomes been carried out


Faculties can carry out mapping against module outcomes.
· Has mapping against pathway outcome been carried out

Faculties can consider mapping against pathway outcomes as an alternative to mapping against module outcomes. 

· Are there variations in offerings

Variations in awards offered by the same Awarding Body should also be considered, e.g. are all Edexcel awarded HNDs from different institutions identical.

· What are the options or indicative sets of modules 


Consider the options or indicative sets of modules to be studied within the receiving Anglia Ruskin University pathway requirements. 

· Is a credential evaluation needed

Credential evaluation: this process may be required when the evidence of credit level and volume or nature/legitimacy of institution are in doubt. (Section 12 Accreditation of Prior Learning Procedural Document)

· How is the level of achievement defined

It should be considered how level of achievement is defined. ( e.g. is a Pass sufficient or does the prior learning require a pass with Merit or Distinction.)

· Professional Body requirements

It should be considered whether varying levels of exemption from parts of the pathway, due to professional body recognition or examinations, is required. 


Pathway Tariffs Technical Requirements (PTTR)
8.9
The technical information and detail for inputting onto the Pathway Tariffs database is entered onto the PTTR form, this is to ensure that there is an audit trail for the input of the data, and that the approved information is added to the database.  

· One PTTR form is required for each tariff onto the pathway.
· Anglia Ruskin University’s Academic Regulations must be taken into account when developing the pathway, i.e. that the 2/3rds rule for prior certificated learning must be adhered to with no more than 2/3rds of the total credit requirement being used for the receiving pathway. 

Operational Checklist for Admissions Office Processing
8.10
The operational information required to aid the admissions process is completed on this checklist.

For additional information and a fuller explanation of the regulations please refer to the Academic Regulations, available at
http://web.anglia.ac.uk/anet/academic/index.phtml
Pathway Tariff Approval Process

8.11
The Administrative Officer is administratively responsible for processing the Pathway Tariff proposal following approval by the APEL Adviser and Admissions Offices or Accreditation Subcommittee/APL Sub-panel. 
8.12
The documentation, as set out above, is required to be submitted by the Faculty Proposing Team to the APEL Adviser for consideration.  
8.13
There are four possible outcomes to the approval process

· unconditional approval

· conditional approval

· rejection
· sent to Sub-panel.
8.14
The approval is then forwarded by the Administrative Officer to the Admissions Offices for confirmation that the pathway tariff meets operational requirements. Once confirmed, it is recorded on an Excel spreadsheet and reported at the Accreditation Subcommittee.

8.15
The Pathway Tariff proposal team is required to respond to conditions as specified on the Approval Sheet by the APEL Adviser/in the minutes of the Accreditation Subcommittee/APL Sub-panel.  Responses are submitted to the Administrative Officer who forwards them for consideration by the APEL Adviser/Chair of the Accreditation Subcommittee/APL Sub-panel, offering advice and comment on the suitability of the responses, as necessary.

Pathway Tariff Database

8.16
Following approval, and subject to any conditions set having been met, information provided on the PTTR form, is entered onto the Pathway Tariff Database, by the Administrative Officer.


The Pathway Tariff database can be accessed by Anglia Ruskin University staff from the start menu: Start/All Programmes/Anglia Ruskin University/University Statistics and Admin Data/APL Pathway Tariffs-821.  Guidance notes are available from the APL website http://web.anglia.ac.uk/curriculum/index.phtml
Using Pathway Tariffs

8.17 
Once the data is entered applicants are able to be admitted using the approved Pathway Tariff, provided that the appropriate APL application form is completed and evidence of completion of certified learning is provided to Admissions/International Admissions.

8.18
Applications for APL using an existing Pathway Tariff are made using Section 2 of the APCL form for claims processed via the Faculties; or the APTProc form for claims processed via Admissions Offices.  For details of how to submit an application for APL using an approved Pathway Tariff, please refer to 7.12.

9. 
ACCREDITATION OF PRIOR EXPERIENTIAL LEARNING (APEL) 

9.1
Anglia Ruskin University recognises learning achieved by an applicant through personal or work experience, or training not previously tested through formal education/certification. To accredit this type of prior learning, its content must be formally established, this is through the APEL process and submission of an APEL portfolio.

9.2
Applicants may be admitted with credit to a particular undergraduate or postgraduate pathway through APEL.  Applicants seeking accreditation of prior learning based on APEL may be granted no more than half of the total credit requirement for the pathway on which they want to register.

9.3
The most common form of APEL assessment is through the production of a portfolio of work and evidence by the applicant. The applicant is required to produce the APEL portfolio.

9.4
It is possible to combine APEL and APCL (Further information on APCL can be found in Section 7), but this can only be up to a total of two thirds of the total credit requirement for the pathway on which the applicant wants to register, of which no more than half of the total credit requirement can be based on APEL.

9.5
For additional information and a fuller explanation of the regulations relating to APEL please see Anglia Ruskin University‘s Academic Regulations

http://web.anglia.ac.uk/anet/academic/
9.6
Copies of all forms required for making APEL applications can be found at http://web.anglia.ac.uk/curriculum/index.phtml
9.7
APEL and the Pathway Approval Process 


Pathway Approval panels are now required to consider the arrangements made by pathway teams for APL. A statement about such arrangements is expected in the Approval and review documentation for all pathways. Faculties are advised to consider APL arrangements, and especially the management of the APEL process, as an integral part of the overall student experience. In this way Faculties will be able to indicate how the process links into the admission process and how support is provided for the applicant. 


All applicants of Anglia Ruskin University may make use of the standard APEL portfolio to gain credit for their prior learning. Where a pathway is anticipating wide use of APEL its management must be considered. A Pathway Approval Panel will therefore expect to see this reflected in the documentation. Alternative forms of assessment may be considered and agreed by the Faculty APEL Adviser. 
9.8 
The APEL Process


The APEL process has three phases:


Phase 1 - Profiling prior learning – in this phase the applicant will require subject specialist advice to match their prior learning against appropriate modules in their chosen pathway. 


Phase 2 - Preparing and submitting an APEL Portfolio – the applicant will need a subject specialist to support the portfolio development. The subject specialist evaluates the achievement of learning outcomes through the portfolio, and makes recommendations to the Faculty APEL Adviser on whether to approve the portfolio. Portfolios are normally used to assess APEL applications; however other methods of assessment are considered (9.39-9.47). 

Phase 3 - Assessment and approval of the credit application – the APEL Adviser presents the APEL application to the Accreditation Subcommittee/APL Sub-panel. Terms of reference for Accreditation Subcommittee are available at 
http://web.anglia.ac.uk/anet/uinfo/comm_info.phtml?cid=1acc 

9.9
Criteria for assessing claims for APEL


The following criteria should be considered when assessing claims for APEL:
	Currency
	Currency is assessed through the portfolio or agreed alternative form of evidence submitted for assessment.

	Evidence of Completion
	Production of portfolio or alternative method of assessment.

	Credits
	Clear identification of the volume and level of general and specific credits to be counted towards the credit requirement for the pathway.

	Regulations
	APEL- applications for experiential learning to be for no more than half of the total credit requirement for the receiving pathway.

	Mapping
	Prior learning credits must be within the appropriate level and map onto the modules or staged outcomes of the receiving programme.


  
Submitting an Application

9.10
The applicant will be informed by their Admissions Tutor (also referred to for APL purposes as the Proposing Tutor), of the need to contact as subject specialist who will support them in preparing their APEL application. The Admissions Tutor will also need to advise applicants about their applications and assist them in planning their pathway.

9.11
The APEL process is applicant driven with support from Anglia Ruskin University staff. It is the applicant who must make the decision about the volume of an APEL claim. The intention to claim credit through the APEL process must be signalled prior to registration. 

9.12
The applicant must produce an APEL portfolio or agreed alternative evidence for assessment.

9.13
Occasionally the offer of a place is conditional on the achievement of APEL credits. If the applicant has concerns about this, the Faculty APEL Adviser will be able to offer advice.

Roles and Responsibilities

9.14
Although the APEL process is applicant driven, there are key roles which support the process: 
	Admissions Tutor
	assesses viability of a potential claim



	Subject Specialist
	agrees possible content of evidence for application (The Subject specialist may be the Admissions Tutor and is also responsible for the assessment of the portfolio)

	Faculty APEL Adviser
	Advises on the portfolio prior to submission to the Accreditation Subcommittee/APL Sub-panel



Admissions Tutors
	The Admissions Tutor’s main responsibilities in relation to APEL are:
	In liaison with Faculty APEL Adviser to make an initial judgement as to whether the individual has sufficient evidence of experiential learning against which an APEL application could be made.

	
	Providing advice to applicants in relation to making an application for un-certificated and experiential learning.

	
	Informing applicants on outcomes of APEL applications

	
	Progressing an APEL application on behalf of the individual applicant and ensuring that the proposal is submitted to the Faculty APEL Adviser for consideration.  

	
	Providing academic support.  Admissions Tutors will advise on relevant modules and learning outcomes that can be applied for through an APEL portfolio.

	
	Assist the applicant to plan their new learning activities



The Subject Specialist

The Subject Specialist acts in much the same way as a project supervisor and plays a part in all three phases of the process.
	The Subject Specialist’s main responsibilities in relation to APEL are:
	Discuss the potential claim with the applicant.

	
	Assist the applicant to map their learning achievement against the requirements of the pathway.

	
	Assist the applicant to identify modules which will form the APEL claim.

	
	Assist the applicant to plan their new learning activities.

	
	Assess the portfolio or agreed alternative form of assessment


9.15
The Faculty APEL Adviser is responsible for advising the Admissions Tutor/ Subject Specialist/applicants in relation to: 

· The form of the APEL claim.

· The submission date.

9.16
A submission date for the APEL portfolio must be negotiated and agreed. This date must be the earliest practical date but must take account of the workload of the applicant. It is advisable to note the scheduled dates of the Accreditation Subcommittee and its APL Sub-panel. Dates of these meetings are held at http://web.anglia.ac.uk/curriculum/index.phtml. The applicant should complete the APEL claim before their studies begin.

9.17
In preparing the APEL portfolio the Subject Specialist may: 

·   Review and advise on the learning commentaries as appropriate.  APEL applicants often need support in articulating their learning and find understanding the concept of academic level difficult. The learning commentaries that form part of the APEL claim must be a reflective account of learning achievement and this will be a new undertaking for the majority of applicants.

·   Advice regarding the design of the APEL portfolio. 

9.18
Assessment and Approval of Credit – The Subject Specialist will:
· 
Receive the APEL portfolio from the applicant as agreed during phase 1.   Undertake the first part of assessment by completing the Subject Specialist’s Report. 

· 
Arrange for delivery of the portfolio to the Faculty APEL Adviser.   Forward the portfolio, with the Subject Specialist’s Report to the Faculty APEL Adviser. The Faculty APEL Adviser will then need to complete the Faculty APEL Adviser’s report. 

·   Report forms for completion in support of an APEL claim can be found on the on the Accreditation of Prior Learning  website http://web.anglia.ac.uk/curriculum/index.phtml 

·   Provide full feedback to applicants on the decision of the Accreditation Subcommittee/APL Sub-panel and assist applicants required to resubmit in preparing their supplementary or alternative evidence.


Faculty APEL Adviser
9.19
The Faculty APEL Adviser is not involved in the development of the APEL portfolio or with the applicant in the early stages. 

9.20
Sometimes it will be necessary to use an independent assessor especially if the application includes different disciplines e.g. professional area plus management. 

9.21
The Faculty APEL Adviser should receive a clearly organised and convincingly evidenced portfolio.

9.22
The portfolio should present the achievement of the learning outcomes of the modules claimed through a series of reflective commentaries and supported by a collection of evidence. 

	The Faculty APEL Adviser’s main responsibilities in relation to APEL are:
	Consider the comments made by the Subject Specialist regarding the APEL portfolio.

	
	Moderate the APEL portfolio.

	
	Complete the Faculty APEL Adviser’s Report form.

	
	Make a recommendation regarding approval of credit.

	
	Discuss any concerns with the Subject Specialist.

	
	Return the portfolio to the Academic Office

	
	Adviser Admissions Tutor/Subject Specialist


9.23
In moderating the APEL portfolio the Faculty APEL Adviser should consider the following: 
· The overall presentation of the application for credit; 

· Whether the applicant has demonstrated achievement of the 


learning outcomes claimed at the appropriate level; 

· The extent to which a convincing claim for the award of credit is made; 

· The evidence which supports the claim; 

· The applicant’s evaluation of the evidence provided; 

· The quality of reflection on learning achieved; 

· Good academic practice. 

9.24
If the Faculty APEL Adviser has any doubts or concerns about any APEL claim, the matter should be discussed with the Subject Specialist. 

The approvals process for APEL applications.

9.25
When the evidence is completed and ready for submission the Faculty APEL Adviser will submit the portfolio to the Executive Committee Secretary to the Accreditation Subcommittee/APL Sub-panel for inclusion on the agenda of the next Accreditation Subcommittee/APL Sub-panel meeting. 


All applications must include the: 

· Faculty APEL Adviser/Subject Specialist’s Report (APEL Form 1 of 3)

· Summary Sheet (APEL Form 2 of 3)
· Mapping Sheet (APEL Form 3 of 3)
9.26 The Accreditation Subcommittee/APL Sub-panel will consider the recommendations of the Faculty APEL Adviser when reaching a decision about the approval of an APEL application. 


For details of the process for approving and communicating decisions on APEL applications please refer to Sections 7.15-7.22.

9.27
The Accreditation Subcommittee/APL Sub-panel will make one of the following recommendations.

· Approved

· Conditional Approval

· Clarification Required

· Rejected

For further details of these recommendations please refer to Section 7.18

9.28
Where conditions of approval have been set it is the Subject Specialist’s responsibility to ensure these are met.  Responses to conditions are considered by the Faculty APEL Adviser. If evidence of completion of a condition is satisfactory, the Executive Committee Secretary to the Accreditation Subcommittee/APL Sub-panel informs the Assessments Office that the credit can be added to the student’s record. If required the Chair of the Accreditation Subcommittee/APL Sub-panel will be asked to consider if evidence provided is sufficient to complete a condition. Admissions inform the applicant that the condition has been met and that the application for APL is approved by making the applicants offer unconditional.

9.29
The Approvals List becomes a ‘working record’ held on the JDrive at J:\Services\Academic Office\Public\Accreditation of Prior Learning (APL)\001 APL Sub-panel. It is updated as conditions are met and holds the status position for all APL applications considered by the Accreditation Subcommittee/APL Sub-panel. A separate Approvals List is created for each meeting of the Accreditation Subcommittee/ APL Sub-panel.
9.30
If an application is approved the Assessments Office is responsible for ensuring that the approved volume and level of credit is entered onto the student’s record, once the applicant has registered.  

9.31
Credits will not be entered onto a student’s record until all outstanding conditions have been met.

9.32
When credit is not approved the applicant will normally be allowed to re-submit their application, following remedial work. This will be co-ordinated by the Faculty APEL Adviser. 

9.33
If an APEL application fails to meet the required standards applicants are normally:

· Provided with full feedback by the Subject Specialist.  [The failure may relate to the entire application or one aspect].
· Supported by the Subject Specialist in the process of preparing supplementary or alternative evidence within the portfolio for resubmission.  [Occasionally, an additional form of assessment is proposed e.g. use of oral evidence or viva voce] 
· Required to agree a re-submission date for re-presentation of the application. 


Academic Practice and Appeals

9.34
The assessment of experiential learning is subject to the same conventions and requirements of academic practice as any other form of assessment within Anglia Ruskin University. All sources and contributions must be acknowledged and referenced as appropriate. Any appeals following the APEL process will normally be handled using the standard processes for Academic Appeals as outlined in the Anglia Ruskin University student handbooks. 


Please refer to the Senate Code of Practice on the Assessment of Students, http://web.anglia.ac.uk/anet/academic/qad/sen_codes_practice/senate.phtml 


Charging for the Accreditation of Prior Experiential Learning

9.35
Charges for APEL applications are set by the Faculty and the Faculty will advise the 


applicant of any charges that apply to their application.


Feedback to applicants

9.36
Feedback on the approval process will be provided to the applicant by the subject specialist.  Confirmation of the decision reached by the Accreditation Subcommittee/APL Sub-panel/Faculty APEL Adviser regarding the application will be included within the offer letter issued by the Admissions Office.  Applicants are also informed at this stage of minimum and maximum periods of registration for entering Anglia Ruskin University with APL. 
9.37 Applicants have the opportunity to meet with their Admissions Tutor and/or Subject Specialist for up to one hour if an unfavourable decision is reached by the Faculty APEL Adviser/Accreditation Subcommittee/APL Sub-panel.

9.38 If an applicant has a complaint regarding the decision of the Faculty APEL Adviser/Accreditation Subcommittee/APL Sub-panel the complaint is referred in the first instance to the Admissions Tutor.


Alternative models of APEL Assessment

9.39
The process described above is the agreed Anglia Ruskin University model of APEL assessment.  In certain cases the Faculty APEL Adviser/Admissions Tutor may propose an alternative method of APEL assessment to replace the standard portfolio method. 

9.40
The method must be valid, reliable and regularly produce similar results from different learners when used by different assessors. Alternative methods of APEL should assess the authenticity of the learning, particularly in relation to the applicant’s own experience.

9.41
The most common form of APEL assessment is a reflective portfolio which allows the applicant to present evidence of the learning gained from their experiences. In order to maintain the correct level of learning, it is appropriate to map the applicant’s learning against the learning outcomes of an existing module at that level. A portfolio also allows the applicant to use a process of reflection to recall and demonstrate the learning that has taken place.

9.42
However in some instances it may be appropriate to use other forms of assessment such as:

· Written reports

· A module assignment

· An observed performance which is underpinned by a written piece

· Analysis of a product design and production

· Case studies

· A presentation which is underpinned by a written piece

· A poster presentation

· Critical incident analysis

9.43
Alternative methods are not limited to those listed and there may be other forms of assessment of experiential learning which may be specific to the discipline area in which the applicant wants to study. Alternative methods can be discussed with the Faculty APEL Adviser or Chair of the Accreditation Subcommittee. These methods may be discussed with the External Adviser to the Accreditation Subcommittee to ensure that they are appropriate.
9.44
If required to expand on ideas presented in an assignment a viva voce may be used as an alternative method. However this method would have to be used in conjunction with other methods of APEL assessment and cannot be used as a stand alone method of assessing APEL.

9.45
Alternative APEL assessment models must incorporate the completion of APEL Summary and Mapping Sheets. 

9.46
An alternative method of APEL assessment must be agreed at the point of application for APEL, with the Admissions Tutor/Faculty APEL Adviser.

9.47
The Admissions Tutor/Faculty APEL Adviser when agreeing alternative methods of assessment must consider whether the form of assessment is appropriate for the applicant, the level of credit applied for, and whether the applicant would be disadvantaged by not being involved in the learning experience for that module.
10.

SUBSEQUENT ACCREDITED LEARNING (SAL) 

10.1
A student may be entitled to submit an application for prior certificated/experiential learning post-registration should it become clear that their prior learning has met the learning outcomes of specific modules on their pathway.   Within Anglia Ruskin University this is known as Subsequent Accredited Learning, and is approved in a similar way to APCL and APEL applications, however SAL can only be applied to specific modules in a pathway and not to entire levels of a pathway as with APCL and APEL. (Section 7 and Section 9)

10.2 SAL cannot be used as a substitute for standard APL processes (Sections 7 and  9, of the Accreditation of Prior Learning Procedural Document) It cannot be used to add credit after the deadline for admitting applicants with credit has passed. SAL can only be used for modules which occur after the first semester of a student’s course of study. 
10.3 Modules for which SAL is approved cannot be used towards classification of an award.

10.4
Copies of all forms required for making SAL applications can be found at http://web.anglia.ac.uk/curriculum/index.phtml

Roles and Responsibilities

10.5
Pathway Leader
	The Pathway Leader’s main responsibilities in relation to SAL are:
	To discuss with the student the suitability of a SAL claim, taking into consideration the student’s prior experience/learning.

	
	To consider the impact on the student of not participating in the learning experience of the module for which SAL is sought.

	
	To complete the SAL application form, including mapping, to show how prior learning maps against the module outcomes of the receiving award.

	
	For SAL applications made using APEL, to ensure completion of the three APEL forms, APEL Adviser/Subject Specialist Report (APEL Form 1 of 3), Summary Sheet (APEL Form 2 of 3), Mapping Sheet (APEL Form 3 of 3).


10.6
Faculty APEL Adviser
	The Faculty APEL Adviser’s main responsibilities in relation to SAL are:
	To ensure that all SAL application forms are completed correctly, and evidence of learning/experience has been received and included. To sign off all SAL applications.

	
	For straightforward SAL claims using APCL, to consider and approve the SAL application. 

	
	To forward SAL applications using APEL to the Executive Committee Secretary to the Accreditation Subcommittee/APL Sub-panel, for consideration at the appropriate meeting.

	
	To advise the Pathway Leader in the preparation, approval and submission of SAL applications.

	
	To provide the Accreditation Subcommittee with information relating to the volume of APL applications approved or rejected.


10.7
APEL

For SAL applications using APEL, the roles and responsibilities for completion of the APEL forms are the same as those detailed in Sections 9.10-9.26. Please note that the responsibilities of the Admissions Tutor are those of the Pathway Leader for SAL applications.

The SAL Process

Criteria for assessing claims for SAL

10.8
The following criteria should be considered when assessing claims for SAL:
	Currency of learning 
	EITHER within the previous 5 years prior to expected start date or for learning which falls outside of this limit evidence of updating and currency of knowledge is sought.

	Evidence of Completion
	Production of original transcript (s) or certificate(s)

Production of Portfolio (in the case of APEL Claims) 

	Credits
	Clear identification of the volume and level of specific credits to be counted towards the credit requirement for the pathway.

	Mapping
	Prior learning credits must be within the appropriate level and map onto the modules outcomes of the module for which SAL is sought.

	Credential Evaluation 
	To be sought when evidence of credit level and volume or institution is in doubt.


10.9
SAL applications must be made at least a Semester in advance but may be made earlier. For example, a student wishing to apply for SAL in Semester 2 must make the application during Semester 1.

10.10
Applications for SAL must be made against a module(s) within the award for which 


the student is registered.

10.11
SAL applications can be made using prior certificated learning (APCL) or experiential  

             learning (APEL).

10.12
All applications for SAL must be approved prior to the deadlines for module planning weeks, namely:  teaching week 7 and 8 of the preceding semester.

October
 module planning weeks:  make choices/review existing choices for semester 2 of the current academic year

April
 module planning weeks: returning students make choices for the following academic year

10.13
It must be noted that SAL cannot be applied for against semester 1 modules in the first year of study.  To claim credit for semester 1 modules in the first year of study the procedure for APCL or APEL must be used.

10.14

A student who considers prior learning to meet the outcomes of a module(s) in the following semester first approaches the Pathway Leader for advice on making an application for SAL.

10.15
If the Pathway Leader agrees that a SAL application would be appropriate it is the responsibility of the Pathway Leader to complete the SAL application form and submit this to the Faculty AP(E)L Adviser.  The SAL form is held at
 
http://web.anglia.ac.uk/curriculum/index.phtml.

10.16
The first point of contact for support, advice or information on SAL applications is the relevant Faculty APEL Adviser.

10.17
It is the responsibility of the Faculty APEL Adviser to collate and check the completed form, ensuring that all evidence and mapping has been provided and completed, and that the form is accurate. The SAL form must be signed by the Faculty APEL Adviser prior to being considered for approval by the Accreditation Subcommittee/APL Sub-panel.

10.18
Applications for SAL, using prior certificated learning, require completion of the SAL form. All SAL forms must:

· 
have all relevant sections of the application form clearly completed.

· 
include the signature of the proposing Pathway Leader.

· 
be countersigned by the Faculty APEL Adviser.

· 
have all copies of transcripts/certificates attached to the application form. 

· 
in the case of applicants offering certification from institutions outside the UK a credential evaluation of the certification must be completed by Admissions (see Section 12 of the Accreditation of Prior Learning Procedural Document for further information.)

10.19
Applications for SAL, using experiential learning requires completion of the SAL form, and in addition the standard forms used for APEL. (9.10-9.26)
10.20
Learning used for SAL, as with the standard APCL/APEL application, must be current, (within the previous 5 years) where learning is not current, evidence of continuing professional development must be included with the application.

10.21
Learning used previously for an APL application, cannot then be used for a SAL application.


The approval process for SAL applications.
10.22
For straightforward SAL applications using APCL a SAL application form is forwarded to the Pathway Leader for completion and signature. The form is then forwarded to the Faculty APEL Adviser for consideration and approval. The Executive Committee Secretary records the approval and rejection of all straightforward SAL applications using the CAL, and reports these at the Accreditation Subcommittee where they are monitored to ensure that the APL processes are performing effectively. The Pathway Leader informs the applicant of the decision.
10.23
For SAL applications that are NOT straightforward (i.e. unusual applications, applications requiring credential evaluation, applications involving the encapsulation process and applications involving APEL) The Accreditation Subcommittee/APL Sub-panel, must approve the application before any offer of SAL can be confirmed. The Faculty APEL Adviser must verify the form(s) and evidence required for a SAL application, these are then forwarded to the Executive Committee Secretary to the Accreditation Subcommittee, for consideration at the relevant Accreditation Subcommittee/APL Sub-panel. The Accreditation Subcommittee/APL Sub-panel has specific responsibility for the independent assessment of APL applications for further details of the terms of reference for the Accreditation Subcommittee/APL Sub-panel, please refer to Anglia Ruskin University’s publication “Constitution of Senate and its Standing Committees – January 2011”.

http://web.anglia.ac.uk/anet/uinfo/comm_info.phtml?cid=1acc
10.24
The process for submitting a SAL application for approval, using APCL, is the same as that for standard APCL, as detailed in Section 7.13-7.22.
10.25
Once SAL using APCL is approved the student is informed as per the process detailed in 7.17
10.26
The process for submitting a SAL application for approval using APEL is the same as that for standard APEL, as detailed in 9.10-9.26 

10.27
Once SAL using APEL is approved the student is informed as per the process detailed in Section 7.17
10.28
Once approved SAL credit is added to the student record by the Assessments Office and the student record is updated to show the specific modules for which SAL has been approved.

Feedback for applicants 

10.29
It is the responsibility of the Faculty APEL Adviser/Pathway Leader to provide information to applicants of the Accreditation Subcommittee/APL Sub-panel’s decision on their SAL Application.

10.30
Applicants have the opportunity to meet with their Pathway Leader and/or Faculty APEL Adviser for up to one hour if an unfavourable decision is reached by the Faculty APEL Adviser/Accreditation Subcommittee/APL Sub-panel.
10.31
If an applicant has a complaint regarding the decision of the Faculty APEL Adviser/Accreditation Subcommittee/APL Sub-panel the complaint is referred in the first instance to the Pathway Leader.
10.32
Alternative models of APEL Assessment for SAL applications

In certain cases the Faculty APEL Adviser/Pathway Leader may propose an alternative method of APEL assessment which may replace the standard portfolio method when making applications for SAL using APEL. For further information on alternative methods of APEL assessment please refer to Section 9.39-9.47
11. 

ENCAPSULATION 

11.1
Applicants using competence based professional awards for APL can ‘convert’ their award into recognised HE credits using the process of ‘Encapsulation’.  Encapsulation allows the use of specific credits of up to two thirds for APCL, or half the amount of credit for APEL, of the receiving pathway. In order for an Encapsulation to take place a Pathway Leader must have an ‘Encapsulation Proposal’ approved by the Accreditation Subcommittee/APL Sub-panel.

The Encapsulation Proposal and Approvals Process
11.2
The Encapsulation Proposal is a mapping between the competence/professional award and the Anglia Ruskin University receiving pathway which identifies the deficit between the level of the applicant’s prior learning and the receiving Anglia Ruskin University pathway. 

11.3
Once this deficit has been identified, a subject specialist devises learning outcomes for the applicant to be assessed against, allowing the applicant to ‘make up’ the deficit between the level of the prior learning and the level of the receiving pathway.   Subject specialists can utilise different types of assessment to assess an applicant such as a portfolio, essay, presentation or poster presentation. Once designed the Encapsulation Proposal is forwarded to the Deputy Dean who is responsible for proposing costing of the Proposal. The Proposal and costing are forwarded to the Faculty APEL Adviser who signs off the Proposal, and presents it to the Accreditation Subcommittee/APL Sub-panel.

11.4
The Encapsulation Proposal must be approved by the Accreditation Subcommittee / Sub-panel before it can be used to assess applicants. A schedule of both the Subcommittee and Sub-panel’s meetings can be found at

http://web.anglia.ac.uk/curriculum/index.phtml 

11.5
Once approved the Encapsulation Proposal may be used by the subject specialist again for applicants presenting with the same competence based/ professional award. There is usually a currency value on the encapsulation of 5 years although this may be shorter depending on other factors, such as changes to external qualifications.

11.6
The Encapsulation process (i.e. the assessment of the applicant using the Encapsulation Proposal) must be completed by the applicant and passed prior to the applicant registering at Anglia Ruskin University. 

11.7
Charges for the Encapsulation process are set by the Faculty and it is the Faculty’s responsibility to advise the applicant of any charges that apply to their claim.

11.8
Copies of all forms required for making Encapsulations can be found at http://web.anglia.ac.uk/curriculum/index.phtml

Roles and Responsibilities 

	Admissions Tutor
	Identifies deficit and viability of a potential claim (through an interview with the applicant) Keeps the applicant informed throughout the process.



	Subject specialist (is sometimes the Admissions Tutor) 
	Supports the applicant. Devises the learning outcomes as identified through interview with applicant and application. 

	Faculty APEL Adviser
	Assesses proposal prior to submission to the Accreditation Subcommittee.  Once satisfied with proposal will submit to the Accreditation Subcommittee/APL Sub-panel. 

The Faculty APEL Adviser must support the claim in order for it to be considered.
Prepares report for submission to the Accreditation Subcommittee/APL Sub-panel.



The Encapsulation Process

11.9
The subject specialist interviews the applicant to identify modules within their competence-based award that map against the learning outcomes of their chosen pathway.  Interview Record templates and completion guidelines can be found at http://web.anglia.ac.uk/curriculum/index.phtml. 

11.10
The relevant Module Definition Form (MDF) identifies the learning outcomes of the modules on a Pathway. During the interview the applicant is invited to use evidence from their competence-based award to demonstrate how the learning can be aligned with the learning outcomes of modules on their chosen pathway. 

11.11
The Faculty APEL Adviser is responsible for the following: 

· agreeing which modules the prior learning will be mapped against

· agreeing the form of the encapsulation process and the assessment criteria  to be made known to the applicant

· agreeing the date of submission to the Accreditation Subcommittee/APL Sub-panel
· agreeing the remainder of the pathway to be studied
11.12
The applicant must demonstrate the knowledge and understanding required for the successful completion of modules for which encapsulation is sought.


The Applicant’s Assessed Work

11.13
The applicant works on the assessment and submits this to the subject specialist by the agreed submission date.

11.14
The subject specialist passes the submission to the Faculty APEL Adviser for moderation.  The Faculty APEL Adviser completes a brief report.  

11.15
The Faculty APEL Adviser will arrange with the Executive Committee Secretary to the Accreditation Subcommittee for their report, the subject specialist mark sheet and the applicant’s assessment to be submitted to the Accreditation Subcommittee/APL Sub-panel for consideration.  

11.16
Once approved by the Accreditation Subcommittee/APL Sub-panel, the encapsulation process can be utilised by the applicant and on completion it will be assessed by the subject specialist in line with the APEL process (Section 9 of the Accreditation of Prior Learning Procedural Document). This assessment will be awarded a pass/fail grade. 

11.17
If the applicant’s submitted work receives a pass they can register on their chosen pathway. 

11.18
Approved credit is added to the student record by Assessments. Credit can only be added once the applicant has registered on their chosen pathway. 

11.19
In the event that the applicant’s submitted work is deemed to have failed the applicant is usually permitted one further attempt. Failed submissions can be re-submitted to the Accreditation Subcommittee in accordance with Anglia Ruskin University Academic Regulations, http://web.anglia.ac.uk/anet/academic/index.phtml   
11.20 
The subject specialist/Admissions Tutor will provide feedback to the applicant to support the resubmission.


Academic Practice and Appeals

11.21 The assessment of an Encapsulation is subject to the same requirements as any other form of assessment within Anglia Ruskin University, and adheres to the same quality assurance measures. 


Please refer to the Senate Code of Practice on the Assessment of Students, http://web.anglia.ac.uk/anet/academic/qad/sen_codes_practice/senate.phtml 
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�  Mapping is comparing the learning outcomes of the prior learning/experience of the applicant, to the learning outcomes of their chosen Anglia Ruskin award.


�   Information on academic levels can be found via the QAA website





� HYPERLINK "http://www.qaa.ac.uk/academicinfrastructure/FHEQ/EWNI/default.asp" ��http://www.qaa.ac.uk/academicinfrastructure/FHEQ/EWNI/default.asp�





�   i.e. an applicant with the Associateship of the Chartered Institute of Management Accountants (CIMA) can apply for year 3 entry to Anglia Ruskin’s BA (Hons) Accounting and Finance, as a Pathway Tariff has been approved allowing any student presenting with the CIMA Associateship to be granted 120 level 1 credits and 120 level 2 credits of the BA (Hons) Accounting and Finance. 





� N.B. If reference is being made to both APCL and APEL the term AP(E)L is also sometimes used, i.e. the Faculty AP(E)L Adviser, advises on both APCL and APEL.





�  i.e. applications that do not involve APEL and that do not require the encapsulation process to be carried out.
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Outcomes reported via 'Approvals List' available via 

shared J: Drive

Approvals List circulated by email to Sub-group members, 

contacts within support units and Assessments Team

Assessments Team add credits to SITS

APEL application to APL Sub-panel or Accreditation 

Subcommittee
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Note:

  Credits can only be added to SITS after the following has taken place:

1)  All supporting documentation has been provided 

2)  Any conditions of approval have been met

3)  Applicant has registered as a student

Applicant indicates wish to APL in prior certificated learning on 

Admissions Form

APCL form prepared by Admissions Officer and forwarded 

electronically to Admissions Tutor for consideration and mapping

APCL form plus supporting documents to Faculty APL Adviser for 

approval

If application includes APEL, credential 

evaluation or encapsulation, Faculty APL 

Adviser indicates recommendation but 

must forward for consideration by APL 

Sub-panel or Accreditation 

Subcommittee (whichever is first to 

meet)

If application 

not

 APEL, credential 

evaluation or encapsulation, Faculty 

APL Adviser indicates decision (APP, 

CON, REJ, to APL Sub-panel)

APL Sub-panel/Accreditation 

Subcommittee meet to consider and 

agree on outcomes (APP, REJ, CON, CL)

APCL form plus supporting 

documentation forwarded to Academic 

Office where details are entered onto 

Central Approvals List (CAL) and 

documents filed

Outcomes reported via 'Approvals List' 

available via shared J: Drive

Approvals List circulated by email to Sub-

panel members, contacts within support 

units and Assessments Team

Assessments Team add credits to SITS

Admissions Officers refer to CAL to 

view outcome of APCL application (to 

include information in correspondence 

to applicant)

Once applicant completes registration 

and becomes a student, Assessments 

Team refer to CAL to add credits to 

SITS
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(via existing tariff) - 

applications processed via 

Faculty

Note:

  Credits can only be added to SITS after the following has taken place:

1)  All supporting documentation has been provided 

2)  Any conditions of approval have been met

3)  Applicant has registered as a student

Applicant indicates wish to APL in prior certificated 

learning, or Partner provides list of applicants/students, 

on Admissions Form

APCL form prepared by Faculty (Sections 1 and 2)

Faculty Proposing Tutor signs to confirm on a copy of the 

certificate/transcript that original or copy supplied by the 

applicant meets the admissions criteria.  Admissions 

Tutor completes and authorises the APCL form and 

supporting evidence.  

Faculty Administrator forwards APCL Form to Senior 

Adviser (Accreditation) in UK/EU Admissions Office  with 

pathway tariff sheet from database and supporting copy 

of certificate/transcript.

Senior Adviser (Accreditation) records applicant's 

advanced entry status via pathway tariff on the Section 2s 

spreadsheet on the J Drive; and forwards APCL form to 

Assessments Office.

Once applicant completes registration and becomes a 

student, Assessments Team add credits to SITS and 

update Section 2 spreadsheet with the date APL credits 

added to SITS
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(via approved tariff) - 

applications processed via 

Admissions Office

Note:

  Credits can only be added to SITS after the following has taken place:

1)  All supporting documentation has been provided 

2)  Any conditions of approval have been met

3)  Applicant has registered as a student

Application indicates possibility of advanced entry using 

APCL

Admissions Officer checks to 

see if APCL can be achieved 

using existing pathway tariff and 

completes Accreditation of 

Pathway Tariff Procedure  

(APTProc) form

Admissions Officer sends APTProc Form and Pathway 

Tariff sheet from database to Assessments Team to add 

APL credits to SITS as soon as the applicant has 

registered and becomes a student

If there is no existing 

pathway tariff, advanced 

entry claim to be processed 

as per APCL individual 

process
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				APCL (Individual applications)

		Note:  Credits can only be added to SITS after the following has taken place:
1)  All supporting documentation has been provided 
2)  Any conditions of approval have been met
3)  Applicant has registered as a student



Applicant indicates wish to APL in prior certificated learning on Admissions Form

APCL form prepared by Admissions Officer and forwarded electronically to Admissions Tutor for consideration and mapping

APCL form plus supporting documents to Faculty APL Adviser for approval

If application includes APEL, credential evaluation or encapsulation, Faculty APL Adviser indicates recommendation but must forward for consideration by APL Sub-panel or Accreditation Subcommittee (whichever is first to meet)

If application not APEL, credential evaluation or encapsulation, Faculty APL Adviser indicates decision (APP, CON, REJ, to APL Sub-panel)

APL Sub-panel/Accreditation Subcommittee meet to consider and agree on outcomes (APP, REJ, CON, CL)

APCL form plus supporting documentation forwarded to Academic Office where details are entered onto Central Approvals List (CAL) and documents filed

Outcomes reported via 'Approvals List' available via shared J: Drive

Approvals List circulated by email to Sub-panel members, contacts within support units and Assessments Team

Assessments Team add credits to SITS

Admissions Officers refer to CAL to view outcome of APCL application (to include information in correspondence to applicant)

Once applicant completes registration and becomes a student, Assessments Team refer to CAL to add credits to SITS
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Sheet1

				APCL (via existing tariff) - 
applications processed via Faculty

		Note:  Credits can only be added to SITS after the following has taken place:
1)  All supporting documentation has been provided 
2)  Any conditions of approval have been met
3)  Applicant has registered as a student



Applicant indicates wish to APL in prior certificated learning, or Partner provides list of applicants/students, on Admissions Form

APCL form prepared by Faculty (Sections 1 and 2)

Faculty Proposing Tutor signs to confirm on a copy of the certificate/transcript that original or copy supplied by the applicant meets the admissions criteria.  Admissions Tutor completes and authorises the APCL form and supporting evidence.

Faculty Administrator forwards APCL Form to Senior Adviser (Accreditation) in UK/EU Admissions Office  with pathway tariff sheet from database and supporting copy of certificate/transcript.

Senior Adviser (Accreditation) records applicant's advanced entry status via pathway tariff on the Section 2s spreadsheet on the J Drive; and forwards APCL form to Assessments Office.

Once applicant completes registration and becomes a student, Assessments Team add credits to SITS and update Section 2 spreadsheet with the date APL credits added to SITS
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Sheet1

				APEL

		Note:  Credits can only be added to SITS after the following has taken place:
1)  All supporting documentation has been provided 
2)  Any conditions of approval have been met
3)  Applicant has registered as a student



Discussed with applicant by Faculty Tutor

Production of APEL portfolio e.g. reflective statements, CPD, references etc.

Completion of covering APEL forms by Subject Specialist and Faculty APL Adviser

APL Sub-panel/Accreditation Subcommittee meet to consider and agree whether to award Anglia credit 
(APP, REJ, CON, CL)

Outcomes reported via 'Approvals List' available via shared J: Drive

Approvals List circulated by email to Sub-group members, contacts within support units and Assessments Team

Assessments Team add credits to SITS

APEL application to APL Sub-panel or Accreditation Subcommittee
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Sheet1

				APCL (via approved tariff) - 
applications processed via Admissions Office

		Note:  Credits can only be added to SITS after the following has taken place:
1)  All supporting documentation has been provided 
2)  Any conditions of approval have been met
3)  Applicant has registered as a student



Application indicates possibility of advanced entry using APCL

Admissions Officer checks to see if APCL can be achieved using existing pathway tariff and completes Accreditation of Pathway Tariff Procedure  (APTProc) form

Admissions Officer sends APTProc Form and Pathway Tariff sheet from database to Assessments Team to add APL credits to SITS as soon as the applicant has registered and becomes a student

If there is no existing pathway tariff, advanced entry claim to be processed as per APCL individual process
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