NOTES OF GUIDANCE

External Accreditation Sub-panel 
Notes of Guidance on Procedures Relating to the 

External Accreditation Sub-group 

The External Accreditation Sub-panel usually meets monthly to consider any External Accreditations presented by a Faculty OR any Faculty Short Course Accreditations.  
1. 
The Meetings
1.1 The meetings normally take place on a monthly basis, with the exception of August.   A schedule of meeting dates and deadlines is available on the curriculum website:


http://web.anglia.ac.uk/curriculum/accreditation_prior_learning.phtml
1.2
Meetings are normally scheduled to take place between 10-1pm at the Chelmsford campus. However, time and location may be varied depending on the number of Accreditations presented and ease of accessibility for participants.

1.3
A standard agenda is available as a template at

J:\Services\Academic Office\Public\Accreditation of Prior Learning (APL)\EXTERNAL ACCREDITATIONS\Standard External Accreditation Agenda
1.4
The current deadline for submitting a proposal to the External Accreditation Sub-panel is 12 working days prior to the meeting date.  Completed papers should be submitted by this deadline to the Secretary to the External Accreditation Sub-panel.  Proposals submitted after the deadline will automatically be carried forward to the next meeting.
2.
Constitution
2.1 The constitution of the External Accreditation Sub-panel is set out in the Constitution of Senate and its Standing Committees.  The constitution is as follows:  

· A member of the Accreditation Subcommittee Chair 
· Two Academic Staff Members of the Accreditation Subcommittee
· One independent Assessor for each proposal under consideration (member of the Accreditation Subcommittee or subject specialist)
· Director of the Academic Office (or nominee) 
· One representative from Corporate Marketing, International and Development Services
· One representative from Learning Development Services

· Secretary (not a member): from the Academic Office

2.2 Quoracy is based on the rules for the Accreditation Subcommittee i.e. 1/3rd of the membership.

3.
Schedules

External Accreditations

3.1 Those proposing an External Accreditation MUST submit a completed Accreditation Proposal Form, and a completed Quality Assurance Checklist. Both of these forms are available on the curriculum website:
http://web.anglia.ac.uk/curriculum/accreditation_prior_learning.phtml
and the J-Drive 

J:\Services\Academic Office\Public\Accreditation of Prior Learning (APL)\EXTERNAL ACCREDITATIONS\Proposal Form and QA Checklist
3.2
An example completed Proposal form and Checklist can also be found on the J-Drive 

J:\Services\Academic Office\Public\Accreditation of Prior Learning (APL)\EXTERNAL ACCREDITATIONS\Example Proposal Form and QA Checklist
3.3
A signed report from the relevant Faculty AP(E)L Adviser and Head of Department containing comments on the proposal MUST also be included with the papers.

3.4
Information including committee structures for their organisation (with particular reference to staff-student committees and quality assurance committees) and staff CVs (for those who will be regularly involved in delivering the modules/programme) should also be included with the schedules.

3.5
The Credit Recognition agreement must be completed following the approval of the External Accreditation. It is for the Faculty proposing the Accreditation to meet with the Secretary’s Office to complete this agreement. The agreement is available on the Secretary’s website, or the J-Drive
J:\Services\Academic Office\Public\Accreditation of Prior Learning (APL)\EXTERNAL ACCREDITATIONS\Proposal Form and QA Checklist\Credit Recognition Agreement

Faculty Short Course Accreditations
3.6
Those proposing a Faculty Short Course Accreditation MUST submit a completed Accredited Faculty Short Course Proposal Form, available on the curriculum website:

http://web.anglia.ac.uk/curriculum/accreditation_prior_learning.phtml
and the J-Drive 

J:\Services\Academic Office\Public\Accreditation of Prior Learning (APL)\SHORT COURSES
3.7
Quality assurance information (with particular reference to staff-student committees and CVs of staff teaching on the course) and course information provided to students should also be included with the proposal.
4.
Consideration of Proposals

4.1
Proposals for Accreditations will be considered by the External Accreditation Sub-panel.  A maximum of three proposals will normally be considered per meeting.

4.2
At least 18 working days in advance of each External Accreditation Sub-panel meeting the relevant Faculty AP(E)L Adviser will notify the Secretary of the External Accreditation Sub-panel of any proposals to be considered at the next meeting.  If no advance notification has been received by this time the Secretary of the External Accreditation Sub-panel, in consultation with the Chair, shall normally cancel the relevant meeting. 

4.3
Prior to each External Accreditation Sub-panel meeting, a planning meeting will be held.  This will usually take place ten working days in advance of the relevant External Accreditation Sub-panel meeting.  The Chair, the Secretary of the External Accreditation Sub-panel and the relevant Faculty AP(E)L Adviser will attend the planning meeting.  At the planning meeting the documentation submitted will be considered in terms of its completeness and factual accuracy (where appropriate).  At this stage, a decision will be made as to whether to proceed with consideration of the proposal at the next External Accreditation Sub-panel meeting based on whether the documentation provided meets the requirements (see Section 3 above).  The final decision on taking the proposal forward for consideration will rest with the Chair following discussion with the relevant Faculty AP(E)L Adviser.  

4.4
Following the planning meeting, and no later than eight working days prior to the External Accreditation Sub-panel meeting, the relevant Faculty AP(E)L Adviser will provide feedback from the planning meeting to the proposal team and the relevant Anglia Ruskin University Head of Department.  
4.5
Minor revisions (constituting no more than 20% of the total) to the proposal documentation will be permitted at this stage so long as these are clearly indicated and are received by the Secretary to the External Accreditation Sub-panel no later than five working days in advance of the External Accreditation Sub-panel. Revised documentation arriving after this deadline will not normally be circulated to External Accreditation Sub-panel members in advance of the meeting and will therefore be deferred to the next meeting. 
4.6
During the External Accreditation Sub-panel meeting there will be the opportunity to discuss various aspects of the proposal with members of the proposal team.  Topics for discussion will be based on the headings contained within the proposal document template and will be indicated in broad terms on the programme for each meeting.
4.7
Following consideration of each proposal the Chair of the External Accreditation Sub-panel will provide verbal feedback to the proposal team, having consulted with members of the Sub-panel.  This feedback will include an indication of whether the proposal is approved, any conditions related to the approval, timescales for responding to the conditions and the duration of the approval term (e.g. five years or to the next relevant programme review).   

5.
Following the Meeting
5.1
The minutes of the meeting in the form of a report for each proposal under consideration should be drafted by the Secretary and forwarded to the Chair for approval.  Any comments provided by the Chair should be incorporated into each report prior to circulation to those attending.
5.2
The responses of those proposing the Accreditation, to any conditions set should be submitted to the Secretary of the External Accreditation Sub-panel.  The Chair of the External Accreditation Sub-panel will consider the responses.  The Chair of the External Accreditation Sub-panel will be responsible for confirming that the conditions of approval have been satisfactorily met.   
5.3
The list of current External Accreditations or Faculty Short Course Accreditations should be updated accordingly to show the status of the proposal, i.e. approved, or approved with conditions. These lists can be found on the J-Drive at

J:\Services\Academic Office\Public\Accreditation of Prior Learning (APL)\EXTERNAL ACCREDITATIONS
And

J:\Services\Academic Office\Public\Accreditation of Prior Learning (APL)\SHORT COURSES

5.4
For External Accreditations only, a copy of the signed Credit Recognition agreement should be submitted to the University Secretary’s Office by the Faculty. 

5.5
Confirmation that the signed Credit Recognition agreement has been submitted to the University Secretary’s Office should be provided to the Secretary of the External Accreditation Sub-panel by the Faculty. 
5.6
Paperwork should be filed with the External Accreditations on the bookshelf behind the student wallets. An individual folder should be made for each External Accreditation Sub-panel meeting. 

6.
Pathway Tariffs
6.1
If there is a Pathway Tariff prepared as part of the External Accreditation then this will need to be submitted to the Faculty AP(E)L Adviser for approval or forwarding to either the APL Sub-panel or Accreditation Subcommittee for approval.  Once approved, it will then be entered onto the Pathway Tariff database and filed in the normal way.

7.
Summary of Timescales

The table below provides a summary of the timescale for key stages in the process for the submission of documentation considered by the External Accreditation Sub-panel and subsequent action:
	Action Required
	By Whom
	By When

	Proposal documentation (including proposal, quality assurance checklist, CVs, committee details and Faculty AP(E)L Adviser’s report) to be submitted to Secretary

	Faculty AP(E)L Adviser
	At least 12 working days in advance of meeting



	Planning meeting to take place
	Secretary, Chair of External Accreditation Sub-panel and relevant Faculty AP(E)L Adviser
	10 working days in advance of meeting

	Feedback provided to Proposal Team arising from planning meeting

	Faculty AP(E)L Adviser
	8 working days in advance of meeting

	Minor revisions to proposal documentation to be received by Secretary (if required)


	Faculty AP(E)L Adviser 
	At least 5 working days in advance of meeting

	Report for each proposal drafted, considered and approved following the meeting

	Secretary and Chair of External Accreditation Sub-panel
	Following meeting


	Responses to conditions to be submitted to the Secretary

	Proposal Team via Faculty AP(E)L Adviser
	By deadline set during feedback session at meeting

	Consideration and confirmation of responses to conditions

	Chair of External Accreditation Sub-panel 
	Following submission of responses

	Submission of signed Credit Recognition agreement (External Accreditations)

	Faculty staff
	Following meeting

	Confirmation of submission of signed Credit Recognition agreement

	Faculty staff
	Following meeting


8.
Amendments to External Accreditations

Amendments to accreditations may be considered by two means:

(i)
As part of the original proposal procedure (see para 4.5 above for details), or

(ii)
By a separate process for external accreditations/accredited faculty short courses which have already been recommended for approval.  Details of this process are given below: 

8.1
The External Accreditation Sub-panel is responsible for considering proposals for amendments to existing external accreditations/accredited faculty short courses.  

8.2
Proposals for amendments to existing external accreditations/accredited faculty short courses will be considered by the External Accreditation Sub-panel as part of the normal business of each meeting and each proposal for amendment will be clearly identified within the programme for each meeting.  

8.3
Proposals for amendments to existing external accreditations/accredited faculty short courses should be submitted for the panel’s consideration by the Proposal Team from the organisation in which the external accreditation is situated, or the faculty in which the accredited short course is situated.  Liaising with the designated Faculty Link Tutor (external accreditations only), the Proposal Team should complete the Proposal for Renewal/Minor Amendment Form and submit this to the Secretary to the External Accreditation Sub-panel.  Incomplete amendment proposal forms will be returned to the Faculty Link Tutor for revision prior to re-submission.   The Renewal/Minor Amendment form can be found at: 


http://web.anglia.ac.uk/curriculum/accreditation_prior_learning.phtml
8.4
Proposals for Renewal/Minor Amendment will be considered at the next available meeting of the External Accreditation Sub-panel.  Only in exceptional circumstances will Chair’s action (by the Chair of the External Accreditation Sub-panel) be considered.   

8.5
The External Accreditation Sub-panel will consider amendments and will recommend three possible outcomes;

(a)
recommend approval without conditions;

(b)
recommend approval subject to satisfactory completion of conditions;

(c)
rejection of proposed amendment(s). 

In the case of either (a) or (b), the External Accreditation Sub-panel will also specify when the amendment(s) will come into effect.  Unless otherwise noted at the time, any amendments will be applied for the duration of the original approval (subject to Annual Monitoring procedures). 

8.6
Following the meeting of the External Accreditation Sub-panel the Secretary will draft minutes of the meeting in the form of a report for each proposal under consideration and forward these to the Chair for approval.  

8.7
The responses, of those proposing the renewal/amendment, to any conditions set should be submitted to the Secretary of the External Accreditation Sub-panel.  The Chair of the External Accreditation Sub-panel will consider the responses.  

8.8
The Secretary will notify the University Secretary’s Office of any amendments recommended to existing external accreditations. 

8.9
The Proposal Team will be responsible for consulting with existing and prospective students regarding the amendments (both prior to and after the consideration process) and ensuring that any changes to the existing external accreditation are clearly communicated to students.  
Updated Dec. 2010 (sf)
PAGE  
6
Updated Dec. 2010 (sf)

