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A message from the course leader

Welcome to the University Advanced Professional Certificate in Higher Education Practice award.  We are looking forward to working with you and we hope that this course will support you in making your own contribution to the all-round educational well-being of the next generation of higher education entrants and graduates and to the support of students and their learning at Sheffield Hallam University.

Joining the course means that you are now a SHU student as well as being a member of the academic staff. As a course team we don't claim to be able to model perfect practice. Indeed we will spend much of the course arguing that there is no such thing! What we will do is invite you to observe our practice and to evaluate both this and your own practice. We hope this will give you ideas on how to enhance your practice and structure your professional development in your role supporting student learning in higher education. The course is built around the UK Professional Standards Framework for teaching and supporting learning in higher education (the UKPSF), which you will use to reflect on your progress and achievements both on the course and outside of it.

We would all like to wish you the very best as you start your programme of study and your career at Hallam if you have just joined us - we recognise the challenges of working and studying at the same time, and we are here to support and encourage you along the way. 

Dr Rebecca Hodgson, Course Leader

[bookmark: _Toc427917586][bookmark: _Toc528321124][image: IG]A message from the Head of Department 

Welcome to the University Advanced Professional Certificate in Higher Education Practice award. I am the Head of Department, and I have worked in higher education for 25 years. I am a psychologist by academic background and I research in areas related to how we learn and what may form barriers to our learning. My research and expertise serves me well in leading and developing the Department and the innovative, challenging and engaging courses of study we design.  

During this course you will be challenged to think about differently about education and higher education pedagogy. You'll hear from experts from across the university and be encouraged to discuss issues and ideas with peers from different subjects and areas of work. You'll be reminded what it is to be a student, while developing your professional practice as a professional who supports student learning.  

I look forward to meeting you on the course.

Dr Iain Garner, Head of Department for Education, Childhood & Inclusion



[image: ]A message from your Students' Union Education Officer 

My name is Sheriff Muhammed and I am your Education Officer for the 2018/19 academic year. My role is to represent you and your views in all matters involving your education by working closely with course and departmental representatives. We will endeavour to achieve the best possible outcome for you! My ultimate aim is to improve the academic experience of every student in Sheffield Hallam University and support them to achieve their potential.   am based in the Students Union (Hubs) but you can also contact me via email (uuseducation@shu.ac.uk), Twitter and on Facebook (@hallameducation). Our sabbatical officers will work hard in alliance to offer you the best possible student experience Sheffield Hallam University has to offer. I look forward to meeting you and addressing the challenges that lie ahead.

Sheriff Muhammed,
Education Officer, Sheffield Hallam Students’ Union
 

 


[bookmark: _Toc528321125]General course guidance	

The course consists of one 30 credit module and typically starts in the summer period (trimester 3) with block delivery, continuing in trimester 1  of the next academic year with weekly workshop sessions. The formal module description is in Appendix A of this handbook.

The course is structured mainly around workshop sessions, which after the initial period of block delivery, typically occupy a 3 hour time slot. Although the detail of individual sessions will vary, a workshop session often includes a 2-hour ‘tutor-led’ session, a break, and an hour of ‘learning set’ time in which you will meet with other course members to develop your learning from the session and/or work towards assessment tasks. One or more course tutors will be available by arrangement for tutorials during this ‘learning set’ hour. 

[bookmark: _Toc523595146][bookmark: _Toc77504867][bookmark: _Toc235341614][bookmark: _Toc266614279][bookmark: _Toc266615235][bookmark: _Toc266615725][bookmark: moduletutorinformation]This course handbook contains information about student support and university policies; detailed information regarding the assessment tasks for the module; and the formal module descriptor along with a reading list. It also makes clear how you will meet the UKPSF areas of activity, core knowledge and values appropriate to Associate Fellowship of the HEA (Descriptor 1) in each of the assessment tasks (see next page). 
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 Supports the initial and continuing professional development of staff engaged in teaching and supporting learning
 Fosters dynamic approaches to teaching and learning through creativity, innovation and continuous development in diverse academic and/or professional settings 
 Demonstrates to students and other stakeholders the professionalism that staff and institutions bring to teaching and support for student learning 
 Acknowledges the variety and quality of teaching, learning and assessment practices that support and underpin student learning
 Facilitates individuals and institutions in gaining formal recognition for quality enhanced approaches to teaching and supporting learning, often as part of wider responsibilities that may include research and/or management activities

The UKPSF is structured against four Descriptors, relating to individual role and / or career stage. D1 relates to recognition for Associate Fellowship, D2 Fellowship, D3 Senior Fellowship and D4 Principal Fellowship.

	The course sits within the Higher Education Academy (HEA) accredited TALENT framework.
Completion of the course leads to Associate Fellowship of the HEA (AFHEA), equating to ‘Descriptor 1’ within the UKPSF. This is nationally recognised within Higher Education.
The course content, activities and assessments are mapped to the UKPSF and you will receive feedback on your achievement of Descriptor 1. See assessment details later in this guide for more detailed information.



Descriptor 1 
 In completing this course, you will be able to demonstrate understanding of specific aspects of effective teaching, learning support methods and student learning.  You should be able to provide evidence of:
 
I. Successful engagement with at least two of the five Areas of Activity
II. Successful engagement in appropriate teaching and practices related to these Areas of Activity
III. Appropriate Core Knowledge and understanding of at least K1 and K2
IV. A commitment to appropriate Professional Values in facilitating others’ learning
V. Relevant professional practices, subject and pedagogic research and/or scholarship within the above activities
VI. Successful engagement, where appropriate, in professional development activity related to teaching, learning and assessment responsibilities
This defines the scope within which the assessment tasks for the course are framed. In terms of ‘successful engagement with at least two of the five ‘Areas of Activity’ identified within Descriptor 1, course members working towards AFHEA will usually demonstrate engagement with ‘Areas of Activity’ A1 and A2, but if a different combination of ‘Areas of Activity’ provide a better match for your role, then you should discuss with the course team which particular ‘Areas of Activity’ will form the focus of your assessment tasks. All candidates for AFHEA are expected to engage with A5 as part of their professional practice.

The areas of activity, Core Knowledge and Professional Values listed below are together described as the dimensions of the UKPSF. 

Areas of activity

A1	Design and plan learning activities and/or programmes of study
A2	Teach and/or support student learning
A3	Assess and give feedback to learners
A4	Develop effective environments and approaches to student support and guidance
A5	Engage in continuing professional development in subjects/disciplines and their pedagogy, incorporating research, scholarship and the evaluation of professional practices.
 
Core knowledge

K1	The subject material
K2	Appropriate methods for teaching and learning in the subject area and at the level of the academic programme
K3	How students learn, both generally and within their subject/disciplinary area(s)
K4	The use and value of appropriate learning technologies
K5	Methods for evaluating the effectiveness of teaching
K6	The implications of quality assurance and quality enhancement for academic and professional practice with a particular focus on teaching
 
Professional values
 
V1	Respect individual learners and diverse learning communities	
V2	Promote participation in higher education and equality of opportunity for learners
V3	Use evidence-informed approaches and the outcomes from research, scholarship and continuing professional development
V4	Acknowledge the wider context in which higher education operates recognising the implications for professional practice
[bookmark: _Toc528321127] UKPSF Dimensions – staff in learning support roles 

The UKPSF identifies the diversity of higher education teaching and learning experiences and the variety of environments in which this can take place. The UKPSF is also aware of the diversity of professional staff who work together to teach, facilitate and support learning. The UKPSF recognises the importance of these broad communities of practice within which central services and support roles play a vital role in teaching and learning development, thereby contributing substantially to an enhanced student learning experience and student success. Follow this link for guidance aimed at  those members of university staff who are closely involved in teaching, learning development and learning support through their work with front-line services and broader professional remits such as: 

• academic/educational development
• learning advice, facilitation and support
• academic literacy, information literacy and digital literacy development
• careers advice and development
• employability management
• English language teaching or skills co-ordination
• personal and professional development
• SpLD assessment and support
• assistive technology support
• support specifically for technical or creative disciplines
• e-learning advice, facilitation and support
• non-medical student learning support
• student support and welfare officer
• technical support within a faculty or school
• learning resources management. 

To be eligible for Associate Fellowship your remit needs to involve direct interactions with students and/or teaching colleagues.

Please also see Summative Checklists for assessment in Appendix D. 

[bookmark: _Toc528321128]Higher Education Academy - professional recognition
 
For more information on the UKPSF go to https://blogs.shu.ac.uk/talent/. You’ll be able to continue your professional development after the course finishes by engaging with the range of professional development training and opportunities. This CPD will underpin your career in teaching / supporting learning beyond your initial Fellowship award.
 
For more information on the HEA and invaluable resources for the course, go to the Higher Education Academy* website www.heacademy.ac.uk 
*now part of Advance HE - https://www.advance-he.ac.uk/ 
 
How HEA Associate Fellowship is awarded for employees of Sheffield Hallam University and collaborative partner institutions:
 
· Each piece of assessment contributes to your evidence for Fellowship at AFHEA. When your tutors assess your work they will consider whether your work provides sufficient evidence to demonstrate that you are meeting Descriptor 1.
· The Assessment Board for your course will consider whether you have met the required criteria for an award of Fellowship.  This will be recorded on the Assessment Board report which summarises your Fellowship evidence for each assessment. A decision will be made to recommend the award of AFHEA, which goes forward to the TALENT Board for formal approval. You will receive a provisional outcome at this stage.
· If you have not met the criteria for Fellowship at this point you will be given feedback indicating where you require further evidence.  You may begin to prepare this evidence as soon as practicable.
· The TALENT Board will receive reports from the external examiners for your course as well as the recommendations from your Assessment Board along with the Assessment Board report which summarises your evidence against the assessments. This Board will ensure that decisions about HEA Fellowship have been made fairly, consistently and in line with all other HEA fellowship awards for AFHEA and FHEA. Following the Board you will be formally notified of the outcome.  
· If you have not been successful you may submit the required evidence through the normal course resubmission processes, and you will be considered at the next available TALENT Board.
· If you have been successful the University will confirm this with the HEA and you will receive an email confirming your fellowship under the TALENT scheme. 

If you are external to the University you may need to pay a fee to claim your fellowship, unless your employer is willing to do this for you.  Discounted fees are available for employees of subscribing institutions. See the HEA webpage for current information and processes: 
www.heacademy.ac.uk/individuals/fellowship/fellow  
 
Typical timeline: July starters would normally receive their recognition by March / April the following year.  
 

[bookmark: _Toc528321129]
Student Services and Helpdesk

[image: Level 1 Helpdesk]Your helpdesk is located on floor 1 in the Charles Street Building, Charles Street, Sheffield, S1 2NH

Opening Hours: Mon-Thurs: 8:45am-5:15pm; Friday: 8:45am-4:45pm
 Contact Details: 0114 225 3636, deci@shu.ac.uk 
 
The Student Administration and Support Teams are available to help with a range of queries which are not directly related to the academic / educational content of the module. If in doubt, the Helpdesk good first point of contact. 
 
	Student Administrator
	Claire Clayton
	c.clayton@shu.ac.uk
	0114 225 5346

	Course Administrator
	Annika Sorby
	a.sorby@shu.ac.uk
	0114 225 3325

	Student Support Officer
	Gill KIng
	g.king@shu.ac.uk
	0114 225 5521



Your student services team can offer help and advice on:

· Induction and Orientation (as a student not as a staff member. For this refer to your line manager)
· Blackboard queries
· Attendance problems
· Help if you are struggling
· Regulations Advice (extensions, extenuating circumstances, time out, etc.)
· Understanding your results
· Moving from one module to the next or progressing to the masters course
· Assignment submission and return
· Exceptional Extension Request forms
· General guidance and information
· Letter requests

They can also signpost you onto the many excellent support services available at the University, such as Disabled Student Support, Student Finance and Well-being, etc.

[bookmark: _Toc364080781][bookmark: _Toc416785229]Please do not hesitate to visit or contact the Student Services Team if you have any questions or concerns about being a student at SHU. You will have an opportunity on the course to look at the theory and practice of student support.


Your Helpdesk also gives you access to Student Services and your course team
[bookmark: _Toc528321130]Support services

	Service
	Telephone Number
	E-mail

	Multifaith Chaplaincy
	0114 225 3813/2136
	chaplaincy@shu.ac.uk

	Education Guidance
	0114 225 3813
	guidance@shu.ac.uk

	Learner Development
	0114 225 3813
	guidance@shu.ac.uk

	Careers and Employment
	0114 225 3752
	careers@shu.ac.uk 

	netWORK Employment Service
	0114 225 3940
	employment.services@shu.ac.uk

	Disabled Student Support
	0114 225 3964
	disability-support@shu.ac.uk

	International Student Support
	0114 225 3813/4127
	internationalsupport@shu.ac.uk

	Student Funding and Money Skills
	0114 225 3813
	sfms@shu.ac.uk

	Student Wellbeing / Counselling Service
	0114 225 2136
	student.wellbeing@shu.ac.uk

	Childcare Services
	0114 225 2263/2513
	childcare@shu.ac.uk



[bookmark: studentportal][bookmark: studentsupportguidance][bookmark: modulelearningoutcomes][bookmark: newmoduleoutcomeslink][bookmark: timeline][bookmark: moduleprogramme][bookmark: moduleprogrammetwocohorts][bookmark: moduleassessmentsummarysheet][bookmark: _Toc416785230][bookmark: _Toc427917597]
[bookmark: _Toc528321131]Support for HEA recognition

	Professional Recognition Scheme Administrator 
	Deborah Sockett
	d.sockett@shu.ac.uk
	0114 225 4653




[bookmark: _Toc528321132]Our Equality and Diversity Statement 	

The University acknowledges the following basic rights for all members and prospective members of its community: 

· To be treated with respect and dignity 
· To be treated fairly with regard to all procedures, assessments and choices 
· To receive encouragement to reach their full potential 
· To be provided with a safe, supportive and welcoming environment - for staff, for students and for visitors; 

For further details visit,

http://shuspace.shu.ac.uk/webapps/portal/frameset.jsp

[bookmark: _Toc528321133]How the team support and implement this policy 

During your time on the course we would like you to feel confident that anything which makes you uncomfortable, distressed or disturbed will be taken seriously. 

Examples of what we would consider to be unacceptable behaviour and material include:

name calling, insults, sexist, racist or faith jokes; bringing books or leaflets into the University which contain offensive material; making comments which can be taken as an insult on the grounds of race, gender, sexual orientation, religious or political beliefs, physical characteristics, age, background or ability in the course of informal conversation or a session. If you feel you have been made to feel uncomfortable and have been unable to resolve the issue yourself, you should arrange to meet with your tutor to discuss the next step.

Your tutor will work with you to decide the way forward, and this will be managed in line with the University Code of Practice. This could involve the support of the Course Leader, Head of Area, or members of the wider University.

Any resulting action plan will be regularly monitored and reviewed.

You will have an opportunity on the course to look at the theory and practice of inclusion.
[bookmark: _Toc333498086][bookmark: _Toc427917599]

[bookmark: _Toc528321134]Student Representation 

Our student charter was developed jointly by the University and Sheffield Hallam Students' Union.  It is an example of the working partnership which exists between our staff, students and student representatives. The charter embodies our commitment to delivering a high-quality student experience and sets out the expectations and responsibilities we have for our community of students and staff. 

A copy of the current University Student Charter can be found at 
http://www.shu.ac.uk/university/overview/governance/studentcharter/index.html 
 
We value your feedback and offer you a number of opportunities to play an active role in the management and development of the course. You are invited to participate in different ways:

· Blackboard discussion boards
· Regular session evaluation and feedback
· Nominating a Student Representative to attend course meetings
· Course and module evaluation
· Meeting the external examiner

Your ongoing participation within the course and the quality of experience you gain is a shared responsibility. As a result, it is important to identify your role within the management structure at the outset and the specific responsibilities you hold:

You are responsible for:

· Maintaining a professional approach to the course of study, recognising that your chosen course is both an academic and a professional course
· Providing professionally honest and reflective feedback on aspects of the learning experience
· Contributing to teaching and learning sessions
· Taking on the role of peer group adviser (as appropriate) for areas in which you are experienced and knowledgeable
· Engaging in peer support activities
· Setting personal targets and engaging in review and monitoring of progress towards the achievement of those targets
· Providing evidence, when required, of achievement of professional standards
· Acting on academic and professional advice
· Operating within an ethical and value-based framework


I have something to say about the course: how do I get my opinion about the course heard?

Firstly you should always talk informally to the tutor concerned.  Further advice on the University’s mechanisms for dealing with issues relating to your experience on the course is to be found on http://shuspace.shu.ac.uk . Additionally there are formal mechanisms to give you a voice in the decisions which are made about the course.  

[bookmark: _Toc333498099]The course is evaluated for Quality Assurance and continuous improvement in a number of different ways.  Module tutors will seek regular feedback from you, including more formally at mid and end points of the course.  From time to time you will also be asked to evaluate particular aspects of the course.  In these ways you are as fully involved as possible in both the management of the course and in its development.

You will have an opportunity on the course to look at the theory and practice of evaluation and the use of student representation, feedback and engagement.

[bookmark: _Toc427917600]
[bookmark: _Toc528321135][bookmark: _Toc427917604][bookmark: _Toc109617113][bookmark: _Toc333498103]Academic Integrity, Assessment, Standards and Fairness

The course is designed in partnership with its students- themselves professionals in the higher education context - and key stakeholders in the wider university  via its Governance Group. It is aligned with its professional body the Higher Education Academy, through which AFHEA is accredited. It is mapped to the UKPSF, meets QAA and PSRB benchmarks, and promotes the success and development of staff in higher education. It is taught by qualified, experienced and accredited staff, and supported by a team of dedicated professional services staff in the Sheffield Institute of Education. 
 
 How do we ensure all assessments are appropriate and fair for all students?
All courses at Sheffield Hallam University are subject to the University's quality assurance processes which begin when courses are designed and approved.  An important element in this is the input of external partners and professional bodies with subject expertise that inform course design.  Subject experts from other Universities also act external examiners on our courses to ensure your course standards are comparable with other Universities.
 
Each year, all assessment tasks are reviewed by staff before they are released to students.  This ensures they are appropriate and suitable for testing the learning outcomes agreed during course approval.  The assessment(s) will be set by the module leader and/or module team subject to approval by both an internal moderator and, if the marks from the assessment contribute to your award classification, an external examiner. This will normally take place before they are given to you at the start of teaching.
 
Any work you submit for marking will go through a similar process to check and confirm that the standard of our marking and feedback is fair for all students and reflects the quality of the submitted work.  Samples of student work for all assessments will again be checked by an internal moderator and, as above, if appropriate, by an external examiner.  Project and dissertation modules and those involving a high level of independent research will normally all be marked by two markers and an agreed mark arrived at prior to a sample being seen by an external examiner.
 
The purpose of these quality assurance processes is to ensure that no student is disadvantaged by our assessment practices, to ensure that our assessments allow all students to meet the learning outcomes of their modules to the best of their abilities, and to ensure that standards of marking and feedback are entirely appropriate and fair to all.
 
Academic Conduct
Academic conduct is an ethical standard by which academic communities operate, and Sheffield Hallam University is committed to the protection and development of this standard. We would consider any attempt to gain an unfair advantage over another student in the completion of an assessment to be a breach of the Code of Academic Conduct, and investigated as suspected academic misconduct. 
 
Details about how we may investigate any concerns or allegations regarding the content of your assessments can be found in the Academic Conduct Regulation, which is available to students on shuspace under Rules and Regulations | Conduct and discipline.
 
Keeping Your Course Up-to-date
Each year your course team review your course, including student achievement and the courses' suitability to meet the needs of its students.  Your feedback, changes in teaching practice and the external environment are all used to continually improve your course so it remains up to date and of the highest quality enabling you to fulfil your aspirations.
 
Extenuating Circumstances and Fitness to Study
During your studies you may experience sudden or unexpected ill-health or personal issues that have a significant impact on your ability to study, or complete assessments on time or to your usual standard. We define these as extenuating circumstances. Such circumstances could include (but are not limited to): illness (other than minor illnesses; hospitalisation; bereavement; acute personal/emotional circumstances; or sudden and unexpected changes in family circumstances.
 
If you find yourself in this type of situation then you are strongly encouraged to contact your Faculty Student Services Team as soon as practical. The Students' Union Advice Centre is also able to provide independent, confidential and free advice to all Sheffield Hallam students.
 
The Faculty Student Services Team will discuss with you your options which may include (list not extensive): an exceptional extension request (EER) to a coursework deadline; submitting a request to repeat an assessment attempt (RRAA); making reasonable adjustments through a Learning Contract.  If your circumstances are felt to be having a significant impact on your studies then we may review how we can support you through the Fitness to Study Procedure.
 
We are aware that some students may feel embarrassed or uncomfortable to disclose the details of these kinds of circumstances, particularly those of a personal or sensitive nature, to people outside of one's family. We wish to reassure you that the University is fully supportive of students in difficult circumstances and want to assist if at all possible.  However, we are only able to do so if you bring these matters to our attention in a timely manner.
 
Further information on the University's extenuating circumstances and fitness to study policies are available on shuspace under Rules and Regulations | Illness and Difficult Circumstances.
 
Appeals, complaints and student conduct

a) Academic appeals: Students are able to appeal a decision by a Departmental Assessment Board, an Extenuating Circumstances Panel or an Academic Conduct Panel. An appeal can request a review of the decision reached by the board and information submitted in appeals is treated confidentially. You will not be disadvantaged as a result of making an appeal, provided it is made in good faith. The full policy and procedure for appeals are published on shuspace under Rules and Regulations | Appeals and complaints. Please note: all appeals should be submitted within 10 working days of the decision being available to you.
 
b) Student complaints: The University also operates a formal complaints process to address concerns raised by students. This process encourages early resolution by raising concerns locally with the member of staff most directly involved with the concern you have - this may be your module leader, course leader, academic adviser or Faculty Student Support team. Early resolution is taken to mean the concern is addressed by agreement with appropriate staff without the need to submit a Student Complaint Form. Complaints will be dealt with promptly and sympathetically with respect for your privacy and confidentiality. The detailed process and guidance on making a formal complaint is published on shuspace under Rules and Regulations | Appeals and complaints. 
 
c) Student conduct: The University recognises that the vast majority of its students behave in a responsible manner and meet the expectations of the Code of Conduct for students. However, on occasions a small minority behave in ways which cause harm to the University, its students or its staff, or the public. In these cases it is the responsibility of the University to take action under its Disciplinary Regulations in order to protect the University community and the University’s reputation. These regulations are also published on shuspace under Rules and Regulations | Conduct and discipline.
 
 
Further information and advice is available from your Faculty Student Support team. In addition, the Students' Union Advice Centre will also provide free, confidential and independent advice and support to students.
 


[bookmark: _Toc528321136]What happens if I submit my work late?

You will see a schedule of coursework submission deadlines in Blackboard. You should use this schedule to plan your work programme and should regard coursework submission deadline dates and times as being almost immovable.

However, it is recognised that occasionally some students struggle to meet the deadline due to a range of circumstances. If your medical or personal circumstances (also known as extenuating circumstances) mean that submission by a due deadline becomes a problem, please talk to Faculty Student Services prior to the deadline. They will then review whether an extension to provide you more time to submit your work can be permitted.

If you submit your coursework late without an approved extension, then your mark will be reduced in line with the University's policy for late submission of coursework:
 
· Within one working day (i.e. 24 hours) of the deadline, your marks will be capped at the minimum pass mark. For students studying at levels 3-6 this is 40%. For students studying at level 7, this is 50%.
· Any work submitted after this point will receive a zero mark.

24 hours is defined as the same time as the original submission deadline on the next University working day. Weekends and other days the University is not open are not counted as working days.

Please note: there may be some coursework items which cannot support late submission for sound practice or operational reasons, e.g. time bound assessments such as a presentation or where feedback has already been provided to the class.  Your Module Leader will make it clear to you in module documentation where this is the case. 
 
NB Remember that this course has exemptions from the standard assessment regulations, which means that all tasks must be passed to pass the modules. This is due to the course tasks being mapped to the HEA professional standards. 



[bookmark: _Toc528321137]Attendance Statement

The following statement has been agreed to communicate the University's expectations on student attendance and to encourage you to gain the most from the planned learning activities on your course.
It is essential that all students take responsibility for their learning by engaging fully with their course and that as a minimum students should:
· attend punctually all scheduled and timetabled learning and teaching activities and sessions, unless unable to do so for reasons of illness or other extenuating circumstances;
· engage with and participate in all learning activities;
· submit all assessments by scheduled hand in dates;
· attend all scheduled assessments (for example, in class tests, presentations, exams);
· reflect on and act on feedback on assessed work;
· undertake independent learning in support of teaching delivery as directed by academic staff.
  
[bookmark: _Toc427917603][bookmark: _Toc528321138]Presentation of Work

Module descriptions will make clear the standards expected. All coursework will be word processed. Your work should be coherent, well researched and well-reasoned.  You are expected to write in Standard English, using conventional grammar, spelling and punctuation. Please check your work for obvious errors before submitting it.  

NOTE: Work containing numerous spelling errors is not acceptable. Work containing spelling errors, poor punctuation and poor grammar may be referred.  If you are aware that this may be a problem for you please contact your module tutor early in the first semester. 

[bookmark: _Toc528321139]A guide to bibliographical citations 

We recognise that you may be used to using a different referencing system but we do require you to use APA in this course as this is the system you need to support your students to use.

Please refer to the Learning and Information Services Guide to Referencing and Citations within the Referencing Help guide: http://libguides.shu.ac.uk/referencing/ , which in turn can be accessed through the Library Gateway.

You are advised to proof read and correct your work before final submission.

[bookmark: _Toc528321140]Plagiarism and Cheating
The formal regulations governing cheating and plagiarism are detailed in the Assessment Regulations on http://shuspace.shu.ac.uk. Please spend some time looking at them.
[bookmark: _Toc528321141]Library and Information Services 

For details about opening times, resources, support etc., either visit the help desk at the appropriate Learning Centre or check details in the Learning Essentials tab in shuspace: http://shuspace.shu.ac.uk or on the Library Gateway: http://library.shu.ac.uk/

You can find education resources at the Adsetts Centre.  You can contact the Learning Centre by telephone (0114 225 3333) or email learning.centre@shu.ac.uk

There are separate leaflets on how to use Library Search and also an online subject guide to information sources for education via the Library Gateway at http://library.shu.ac.uk .


[bookmark: _Toc528321142]Progression Routes
 
On successful completion of the course, you may wish to use your 30 credits as part of your progression to a full Masters in Education. If your role is suitable, you may wish to continue onto the second module of the PgCert Teaching in Higher Education. For more information contact your course tutor. 

[bookmark: _Toc528321143]Introduction to Higher Education Practice - Module information

During your time on this module you will meet several tutors and other observing staff.  The core team are named below. We are all members of academic staff at the University, please feel free to contact us. 

[bookmark: _Toc528321144]Tutor information

	Name
	E Mail
	Role

	Rebecca Hodgson
	r.hodgson@shu.ac.uk
	Course leader and observer

	Chloe Hindmarsh
	c.hindmarsh@shu.ac.uk
	Module leader and observer

	Lindy Ann Blaize-Alfred
	l.blaize-alfred@shu.ac.uk 
	Course tutor and observer



[bookmark: _Toc528321145]Links to the UK Professional Standards Framework

The learning outcomes for the module have been mapped to the UK Professional Standards Framework and for each task, the UKPSF ‘Dimensions of Practice’ most relevant to that task have been identified within the task brief, although given the range of working contexts of course participants there is flexibility regarding this.

The assessment criteria for some of the assessment tasks explicitly ask you to look at connections with the UKPSF.  We would also strongly encourage you to keep the Professional Standards Framework in mind when addressing all of the assessment tasks. 

The final assessment task in this module focuses particularly on the requirements for ‘Descriptor 1’ of the UKPSF, including two of the ‘Areas of Activity’, as appropriate for your context in higher education. You will need to negotiate your focus of two ‘Areas of Activity’ within the scope of ‘Descriptor 1’ of the UKPSF to reflect your own role within Higher Education.  Please speak to the module tutor about this.

Additionally, you should show some evidence of A5 - 'Engage in continuing professional development in subjects/disciplines and their pedagogy, incorporating research, scholarship and the evaluation of professional practice'.

D1 also requires you to evidence appropriate core knowledge and understanding of at least K1 and K2, and to demonstrate a commitment to appropriate professional values. 



[bookmark: _Toc490734256][bookmark: _Toc524332115][bookmark: _Toc528321146]Appendix A: Assessment on the Module

Assessment on this module is unusual in that you are not only ‘being’ assessed (assessment 'of' learning), but you are also learning about assessment; assessment 'as' learning. As such, the range of assessment experiences are designed to help you learn about some different forms of assessment and reflect on the forms of assessment and feedback you may use with your own students.

This course has exemptions from the standard assessment regulations, which means that all tasks must be passed to pass the modules. This is due the need for you to evidence your achievement against the UKPSF and so compensation is not permitted. The observation of practice task is pass/fail (not percentage marked) due to its professional nature, and as such capping does not apply. Other tasks are percentage graded against standard Masters grade bands (pass, merit, distinction). Assessment briefs, rubrics and deadlines can be accessed via the Blackboard module sites (please also see pages 21-41 of this guide). 

Group work (Task 2) is used on the course in line with the principles of 'assessment as learning'. Feedback from course participants over the years has indicated this to be an extremely valuable learning experience both in terms of understanding the experiences of participants own students and also in embedding and expanding peer networks. However, Task 2 does not contribute directly to an individual participant's achievement of the professional standards. Evidence for the standards is generated in the achievement of Task 1 and Task 3. 

NB course members working towards AFHEA will demonstrate often evidence of ‘Areas of Activity’ A1 and A2 in their assessed work, but if you believe that a different combination of ‘Areas of Activity’ will provide a better match for your role, then please discuss with the course team which particular ‘Areas of Activity’ will form the focus of your assessment tasks. All candidates for AFHEA are expected to engage with A5 as part of their professional practice.
 
Assessment briefs and rubrics can be accessed on the following pages.

[bookmark: _Toc330989983][bookmark: _Toc461463920][bookmark: _Toc522184085][bookmark: _Toc528321147]A note on word counts

Most participants who have undertaken the assessment tasks for this module have found them a useful learning activity.  We do not wish to restrict the learning and professional benefits which you might gain from any task by artificially limiting the word count but we would urge you to respect the word counts in the same way you would expect your students to do - both in terms of academic rigour and workload for you and the marker. If you write more than 10% over the word count, you should edit the work (if you wish you can move the extra into an appendix).  

See your Blackboard calendar for individual submission deadlines- this information is also within submission points in Blackboard
  
[bookmark: _Toc490734257][bookmark: _Toc524332116][bookmark: _Toc528321148]Summary of assessment tasks

We aim to offer a variety of different types of assessment activities in order to cater for the range of particular preferences, experiences and approaches of all course members. As part of our commitment to inclusion and diversity, we are happy for you to discuss with the course team whether it is possible to negotiate (preferably as early as possible) alternative approaches to meeting the assessment criteria. This table shows how the assessment tasks provide opportunities to produce evidence for Descriptor 2 of the UKPSF.


	Assessment Task*
	Submission Timeframe**
	UKPSF – D1*

	Task 1
	Observation of practice
requires the following elements to have been successfully completed:
	

	
	(a) observation documentation - observation focus sheet and session plan
	48 hours before agreed observation date
	D1 (I, II)

	
	(b) observation of practice
	Negotiated with observing tutor
	D1 (I, II, III, IV)

	Task 2
	Group  Task
	Materials and plan submitted to Blackboard before the final session, delivery assessed towards the end of the module
	D1 (III, IV, V, VI)

	Task 3
	Reflective Analysis 
	Draft submission within 3 weeks of observation.
Final submission after the end of the course
	D1 (III, IV, V)



[bookmark: _Toc235337629]*Descriptor 1:

I. Successful engagement with at least two of the five Areas of Activity
II. Successful engagement in appropriate teaching and practices related to these Areas of Activity
III. Appropriate Core Knowledge and understanding of at least K1 and K2
IV. A commitment to appropriate Professional Values in facilitating others’ learning
V. Relevant professional practices, subject and pedagogic research and/or scholarship within the above activities
VI. Successful engagement, where appropriate, in professional development activity related to teaching, learning and assessment responsibilities


**See Blackboard for submission deadlines


[bookmark: _Toc528321149]Assessment Brief – Task 1: Observation of Practice

Supporting learning happens in a variety of contexts in higher education. Some course participants may be engaged in direct teaching roles, and some may be working across a range of roles supporting students. Observations of practice could include (for example) one-to-one advisory / student support sessions; small group teaching (for example library / referencing support sessions); staff development support sessions; one off inputs into modules; laboratory demonstrations/ training; etc. It could also include an evaluative review of learning materials or online resources / support mechanisms. Talk to the tutor about your individual context. This task focuses around an observation of your practice by one of the course tutors or another observer. Normally you will be observed for one hour, followed by a debrief with the observer.

To pass the task you will need to successfully complete 

· part 1 - production of the required documentation to support your observed practice, - a focus sheet and a session plan (see pages 26-29).
· part 2 - the observation 

Planning and preparation is assessed by documentation. The focus sheet and session plan must be with your observer at least two full days before the observation.  More information on this is given further on in this guide.

[bookmark: situationalanalysis][bookmark: _Toc235337637][bookmark: _Toc235341630][bookmark: _Toc266615247][bookmark: _Toc266615737][bookmark: _Toc364080786][bookmark: _Toc489202399][bookmark: _Toc489203728][bookmark: _Toc523595155][bookmark: _Toc77504944]Remember that this is a level 7 module (Masters level) and we expect all submitted work for assessment to be underpinned by consideration of models, theories, policies and other appropriate references and resources. For this task, we do not expect exhaustive consideration of these, but you must show that you have considered and integrated ideas from ‘the literature’.

[bookmark: parttwo][bookmark: _Toc235337644][bookmark: _Toc235341633][bookmark: _Toc266615252][bookmark: _Toc266615742]The observation of practice is normally carried out at a convenient point in the core teaching weeks of the semester. The observation will be 30-60 minutes depending on your context, followed by debrief and discussion. The observer will work with you to develop your practice and your ability to plan effectively for positive student outcomes.
  
The flow-chart over the page outlines the main steps in this process.  Please speak to your allocated observer or a module tutor if you have any concerns or questions.

[bookmark: _Toc364080789][bookmark: _Toc396919910][bookmark: _Toc528321150] 
Summary of observation process
	Discuss with mentor / colleagues. Choose sessions which allow you to meet the assessment criteria (see assessment report). Offer at least 3 possible dates by the deadline identified in the module programme.
Identify a range of suitable sessions for observation

Normally we will observe for an hour, and aim to debrief immediately or soon afterwards. Discuss your ideas for the session with your named observer if you have any doubts about whether what you have in mind will be suitable.
Carry out observed session

	
Hand documentation to your observer at start of the session
This will be within three weeks of the observation. Please contact the observer if anything in the assessment report is not clear or worries you.


This assessment task is designed to enable you to focus on some or all of the following of the UKPSF Dimensions:Cancellations
This is required for the observation to go ahead.
Observer uploads your feedback report to Blackboard
Debrief
This should include: focus sheet, session plan and any materials
If you or the observer needs to cancel the session, then we will rearrange the observation. Last-minute cancellations are not ideal, but sometimes they cannot be avoided. We will do what we can to be flexible in rearranging it. 
Normally around half an hour; ideally this will be immediately or soon after the session. Be prepared to discuss what went well, and what you might improve / develop further.
Plan a suitable location for the observer, and expect to introduce the observer to the student/s in whatever way feels comfortable for you (but ensure the student's know it's not them being observed!). If you are facilitating a longer session, the observer may arrive or leave part-way through, and you may need to identify a suitable point for this.
Use an Outlook meeting request:  It is your responsibility to make sure the date and time are accurately in the observer’s diary and yours. (If you are not a member of SHU staff, discuss with the observer how to do this.)
Do not leave this to the last minute – your observer’s diary fills up rapidly. If your named observer can’t make any of your dates, she/he will circulate to other observers. If no‑one is available, you will be asked to offer more dates.
Upload session plan and focus sheet to Blackboard 48 hours before the session
Use Outlook to ensure that the date is in both your diaries
Negotiate details of the observation 
(eg time of debrief)
Contact your named observer to negotiate a specific session


· A1 Design and plan learning activities and/or programmes of study
· A4 Develop effective learning environments and approaches to student support and guidance
· K2 Appropriate methods for teaching, learning and assessing in the subject area and at the level of the academic programme
· K3 How students learn, both generally and within their subject / disciplinary area
· V1 Respect individual learners and diverse learning communities
· V4 Acknowledge the wider context in which HE operates recognising the implications for professional practice 

Even if your role only offers you limited scope to control the design and planning of the learning activities or student support activities that you are involved in, we still encourage you to engage with the element of design and planning as if you were in a position to influence them.

In common with all assessment tasks on this course, you will also need to approach the activity in a way which reflects your engagement with

· A5 Engage in continuing professional development in subjects/disciplines and their pedagogy, incorporating research, scholarship and the evaluation of professional practices.


[bookmark: _Toc528321151][bookmark: _Toc364080790]Assessment Task 1: Observation of Practice Focus Sheet
(to be completed prior to the visit)

	Name of Course Member: 



Details of Observed Session							   
	Course Title (if applicable):

	Module title (if applicable):
	Academic level of student/s:

	Session Title/Nature of interaction:

	Room number, date, and time:

	Expected number of students:



	Context 
Identify the context e.g. level of study, mode of study, subject area, nature of award. Are you working with a group or students or an individual? You should also include any other aspects of the context (e.g. constraints of timetabling, location and setting, the nature of your interaction with the student/s). How do these factors influence the decisions you have made about student support and / or learning, teaching and assessment?

	Learner context
Identify the nature and range of students that you work with - large or small group, mature, younger, or mixed, full time or part-time, commuter or campus-based, international, prior knowledge and experiences of learning, needs, goals and interests, cultural backgrounds… and so on. How do these factors influence the decisions you have made about student support and / or learning, teaching and assessment? For example, how have you addressed the support needs of students with learning contracts and also of those without?

	
Additional factors
What about factors relating to you - your background, skills and values? Do you have to consider other staff working with this student and / or tutors teaching on the module? You could discuss the culture and approaches that may exist within your area, and how this impacts if so.




	
Creating an 'inclusive' or 'enabling' environment
How have you designed the environment to ensure that the student or students are able to engage and benefit? E.g. How will you assess their understanding? How have you built in flexibility so that you can adjust the pace as necessary? How do you ensure your tone and communication is inclusive? How will you provide opportunities for active learning (if applicable), and for self-assessment / self-review? How have you ensured that any resources you use are accessible and that case studies or examples reflect diversity?


	Feedback focus
In addition to any general feedback that the tutor might give you, what specific aspects would you like the tutor to focus on to help you more usefully to reflect on and learn from this experience?


	Bibliography
Include at least one reference to a published text on supporting students and / or learning and teaching within your own - or a related - subject discipline, or area of professional work.




Please note that you can use the content from this document as part of your reflective analysis after the session.


[bookmark: partthree][bookmark: _Toc528321152][bookmark: _Toc364080797][bookmark: _Toc77504951][bookmark: _Toc421713958][bookmark: _Toc235337683][bookmark: _Toc235341663][bookmark: _Toc266615263][bookmark: _Toc266615753][bookmark: _Toc489202407][bookmark: _Toc489203738][bookmark: _Toc523595159][bookmark: _Toc77504931][bookmark: _Toc235337672][bookmark: _Toc235341657][bookmark: _Toc266615257][bookmark: _Toc266615747][bookmark: _Toc523595162][bookmark: _Toc46251571]Observation of Practice - Session Plan template

	Date: 
	
	Time:
	
	Duration:
	

	Room:
	
	Level of student/s
	
	No. Of Students:
	

	Course of study: 
	

	Module (if applicable)
	

	Topic of session or nature of student interaction:
	

	Session aims: (The main purpose(s) of the session / student interaction)



	Specific learning outcomes: (At the end of the session, the student/s will be able to…)
	Formative assessment: how each learning outcome will be assessed during the session

	1. 
2. 
3. 
	1. 
2.
3. 

	Prior knowledge assumed?

	Resources: (with reference to technology-enhanced learning where applicable)

	Notes re: differentiation, learning environment, learning contracts

	Study skills development:
Soft skills, 
e.g. confidence, team working
	Hard skills,
e.g. Literacy; communication; ICT


	Health & Safety

	Evaluation (how the session / student interaction will be evaluated by the student/s, how feedback is managed):

	Prior action needed / other staff involved:


continued overleaf
	
Time  
 
	Content
	Student Activity
	Staff Activity
	Link to learning outcomes 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


[bookmark: _Toc516157822]


[bookmark: _Toc528321153]Task 1: Observation of practice - assessment report

	Course Member

	Observing tutor

	Signature of Tutor

	Recommendation to Assessment Board
PASS / REFER 



	Course Title (if applicable):

	Module title (if applicable):
	Academic level of student/s:

	Session Title/Nature of interaction:

	Room number, date, and time:

	Expected number of students:



LO2: Demonstrate a critical understanding of learner needs 
LO3:  Design, plan and facilitate effective and inclusive practice in higher education
A1	Design and plan learning activities and/or programmes of study
K6	The implications of quality assurance and quality enhancement for academic and professional practice with a particular focus on teaching
K5	Methods for evaluating the effectiveness of teaching
V2	Promote participation in higher education and equality of opportunity for learners


	Areas of practice
	Tutor comments

	Focus sheet and session plan have been provided, in sufficient detail
	

	Learning outcomes are constructed and consideration given to timing of activities
	

	Formative assessment has been considered in relation to learning outcomes
	

	An aspect of evaluation has been planned
	

	Health and Safety considerations, where appropriate, have been taken into account
	

	Learning is set in the context of what has gone before, where appropriate 
	

	Issues relating to individual learning needs, diversity, differentiation and learning context have been considered
	

	Resources are clearly structured for students’ needs and context, and are of a professional standard
	



LO2: Demonstrate a critical understanding of learner needs 
LO3:  Design, plan and facilitate effective and inclusive practice in higher education

A2	Teach and/or support student learning
A3	Assess and give feedback to learners 
A4	Develop effective environments and approaches to student support and guidance
K1	The subject material
K2	Appropriate methods for teaching and learning in the subject area and at the level of the academic programme
K3	How students learn, both generally and within their subject/disciplinary area(s)
K4	The use and value of appropriate learning technologies
V1	Respect individual learners and diverse learning communities	

	Areas of practice
	Tutor comments

	Approach(es) are appropriate to the range of students and to the subject / professional area
	

	Learner diversity is actively supported and issues of equality are addressed
	

	Information/instructions are clear, at an appropriate pace, manner and level
	

	Sound knowledge and understanding of subject area is evident
	

	Content is sequenced appropriately
	

	The session shows clear development and momentum
	

	The interest of the student/s is engaged and sustained
	

	The student/s are treated appropriately; positive working relationships are developed and maintained
	

	Individuals and / or the group is managed effectively; facilitating skills are used appropriately 
	

	Technologies are used as appropriate
	

	Clear, accurate information is provided about intended outcomes
	

	Students are provided with clear and sufficient guidance / instructions
	

	Evidence of learning achievement is sought
	

	Formative assessment activities are managed in a positive and encouraging manner
	


 
	Other Observer Comments
Include any specific comments on requested observation focus:




	Strengths

· 
· 
· 
· 



	
Key areas for action / consideration 

· 
· 
· 


Include areas of practice / ideas / challenges to take forward.





[bookmark: _Toc490734265][bookmark: _Toc490736612][bookmark: _Toc516157823][bookmark: _Toc528321154][bookmark: componenttwostandalonepresentationbrief]Assessment Brief – Task 2: Group Presentation

[bookmark: _Toc461463912]Task Brief

This is a group assessment which will be undertaken in small groups.  This assessment task requires you to plan, prepare and deliver (towards the end of the module) a group presentation on one aspect of higher education.  It is intended to be equivalent to 1500 words per group member. This activity offers you an opportunity to:

· investigate a topic in some depth
· explore how your setting defines and delivers/manages this topic
· examine the topic within a framework of professional values
· consider implications for your own role, the students you work with and your area of work.

It will allow you also to explore issues associated with group assessment activities.

In a small group you are to plan, prepare and deliver a presentation (typically 5-10 minutes per presenter) and manage a ‘question and answer and discussion’ session (typically 5-10 minutes) which follows. The whole session should take a maximum of 30 minutes. Please note that both the presentation and the management of discussion will be assessed.  Presenters should have equal contributions and management of questions. The discussion / question and answer should develop a two-way communication between the presenters and the audience.  Your group will negotiate the exact nature of the topic with your tutor with the aim of ensuring variety in coverage of topics amongst the cohort. 

Typical topics for this task might be:

	Student mental health
	Formative assessment

	Academic advising 
	Inclusive assessment 

	A case study in planning
	inclusive practice

	Pastoral care of students
	Student induction / Student retention

	Learning contracts
	Technology enhanced learning



Your presentation should include the use of technology in order to enhance learning.

Groups should produce a hand out for the audience which is no larger than two sides of A4 and which might contain:

· Key points explored in the presentation
· Further information which builds on the presentation content
· Useful annotated references, (paper and electronic)

However, creativity in this is welcomed!

[bookmark: _Toc528321155]Evidence of group working 

Each member of the group should make a positive and equitable contribution in the completion of the assessment task.

Your group will have the opportunity to meet and discuss the group presentation during the time-slots identified on the course timetable, although we expect that you will need to do additional work on the group presentation outside this time slot. You need to use an online forum to plan and prepare your work and give the tutor access. A Blackboard discussion group, wiki or blog are available for each group to use as they wish during the planning for and preparation of their presentation, or you may also wish to use your own online forum for group collaboration, such as Googledocs. Either way, the tutor needs to be added so that they can monitor your progress and the contributions of individuals within the group.

If you are considering producing video, audio, photos or other recordings of individuals, within your work for this task, you need to seek explicit permission to do so. 

[bookmark: _Toc528321156]Assessment

The presentation will take place on one of the dates identified on the course timetable and will involve self- and peer-assessment with tutor moderation. Assessment ‘grids’ for peer assessment are included at the end of the description of this task, and include the assessment criteria for the task. The presentation and peer assessment processes will usually be recorded to generate evidence for internal moderation or external examination.  

The presentation involves peer assessment – you will be assessing other groups’ presentations – so it is very important that you attend for all presentation dates identified in the module timeline. If you expect to have any difficulty attending one or more of the scheduled presentation sessions, then you must discuss the implications of this with a course tutor as early as possible. There are no assessment criteria for having participated as a peer assessor but you are required to have made a ‘meaningful contribution’ to the peer assessment process in order to have ‘submitted’ the overall assessment task.

You will also be asked to make an assessment of the ‘contribution’ made by your group members (including yourself) to the assessment task. Therefore, it is in the interests of individuals to review their levels of contribution to group efforts throughout this assessment activity and to discuss and decide what records or information individuals and/or the group should keep to act as supporting evidence to substantiate individual effectiveness of course members within the group.

Your individual grade will combine the mark your group receives for the presentation and a mark for your individual contribution, with your overall mark moderated by the tutor. 

In this scenario it would be possible for the group mark to be a pass, and an individual to be referred. If the tutor notes any discrepancies or inconsistencies in the self and peer assessments, there will be further investigation before marks are allocated.

This process reflects the SHU policy and good practice on group work assessment, where 'blanket' group marks are not allowed, and marks produced need to reflect individual contributions. 


Submission 

The presentation date(s) are identified in the course timetable, and are fixed. Your group must be ready to present on either of these dates. If any individuals within the group expect to be unable to attend on any of these dates, you should contact the course leader to discuss the implications.

Presentation slides, resources, handouts etc. must be submitted by 3pm on the date identified on the course timetable. This date is before the first presentation in order to offer some equity between groups presenting on different dates, and it is not generally possible to offer extensions for this submission date or for the presentations.

A submission counts as ‘completed’ when:

· A presentation and managed question and answer/discussion has been undertaken by the group and peer-assessed
· The group members have participated in peer-assessing other groups’ presentations
· All support group members have submitted an intra-group assessment
· An electronic copy of the presentation has been submitted to Blackboard
· An electronic copy of the presentation hand out has been submitted to Blackboard

[bookmark: _Toc528321157]Working as a group	

As you might expect in an assessed group task, all members of the group are responsible for their own work and for the success of the group. You are expected to take what reasonable steps that you can individually and as a group to ensure that:

· all members are clear of their roles, their own tasks and their contribution to the overall group task, and any group deadlines
· all members keep in regular and effective contact with the rest of the group
· all members fulfil their obligations to the group effectively and on time
· the group is protected against the inability of one or more individuals to complete their tasks on time
· any problems or potential problems are identified and dealt with in a positive and cooperative manner as early as possible.

If you do experience any difficulties in working as a group, we expect you to do what you can to resolve these. If, however, you feel that you need additional support from a tutor for this, then you must contact the course tutors as early as possible.

We strongly recommend that you consider how you will disseminate your findings – within your own team / subject area  or more widely within the University or beyond. For example there may be an opportunity to present your work at the SHU annual LTA conference.

[bookmark: componenttwostandalonepresassesscriteria][bookmark: componenttwostandalonesubmissionarrangem]Attendance at the Presentation session/s is mandatory. 

	[bookmark: _Toc78078609]This assessment task normally gives you scope to focus on as many of the UKPSF Dimensions of Practice as you feel appropriate for the topic under consideration. Commonly the task enables you to evidence development in the following areas of activity, core knowledge and professional values:
· A4 Develop effective learning environments and approaches to student support and guidance
· A5 Engage in continuing professional development in subjects/disciplines and their pedagogy, incorporating research, scholarship and the evaluation of professional practices.
· K2 Appropriate methods for teaching, learning and assessing in the subject area and at the level of the academic programme
· K3 How students learn, both generally and within their subject / disciplinary area(s)
· K4 The use and value of appropriate learning technologies
· K5 Methods for evaluating the effectiveness of teaching
· K6 The implications of quality assurance and quality enhancement for academic and professional practice with a particular focus on teaching
· V1Respect individual learners and diverse learning communities
· V2 Promote participation in higher education and equality of opportunity for learners
· V3 Use evidence informed approaches and the outcomes from research, scholarship and continuing professional development 
· V4 Acknowledge the wider context in which HE operates recognising the implications for professional practice



Assessment Task 3: Self-appraisal and personal development plan	Page  32 	

[bookmark: _Toc516157824][bookmark: _Toc528321158]Task 2: Group Presentation Summative Assessment Tutor Report

	Course Members and Group number:
	Cohort

	Topic/Title of Presentation


	UKPSF Dimensions of practice evidenced:

	Mark %
	Date

	Signature of Tutor


	Learning Outcomes
	Refer (0-49%)
	Pass (50-59%)
	Merit (60-69%)
	Distinction (70%)

	Design, plan and facilitate effective and inclusive practice in higher education

	· insufficient evidence that issues around inclusive or enabling practice have been considered 
· little or no use of an evidence based approach 
	· evidence of respect for individual learners and diverse learning communities in terms of design and facilitation of learning 
· the critique is evidence informed

	· evidence of respect for individual learners and diverse learning communities in terms of design and facilitation of learning, and the complexity of inclusive practice is analysed
· credible evidence from key theory and practice is used 

	· evidence of respect for individual learners and diverse learning communities in terms of design and facilitation of learning, and the complexity of inclusive practice is analysed. 
· analysis offers an insightful synthesis of ideas
· credible evidence from a wide range of theory and practice are well-integrated 

	Demonstrate a critical understanding of learner needs
	· no/insufficient/irrelevant understanding of learner needs is identified
	· some relevant or related understanding of learner needs is identified

	· credible and relevant understanding of learner needs is identified and critiqued, using relevant literature.

	· well-evidenced and insightful understanding of learner needs is synthesised within own professional contexts, using relevant and current literature



	General Comments
Quality of group presentation; Effectiveness of group collaboration; Use of TEL; Quality of hand out; UKPSF D1
	

	Contribution of group member 1
	


	Contribution of group member 2
	


	Contribution of group member 3
	



[bookmark: _Toc528321159]
Task 2: Peer Assessment Report

	Group Presenting:

	Topic:
	Name of assessor:

	Learning Outcomes

· Design, plan and facilitate effective and inclusive practice in higher education
· Demonstrate a critical understanding of learner needs


	Comments

	What did you like about the presentation? Please write down at least 3 examples.
	

	Name one thing that could be improved.
	

	To what extent did the group meet the learning outcomes?
	





[bookmark: _Toc516157825][bookmark: _Toc528321160]Task 2: Self- and Peer Assessment of intra-group collaboration

	Presentation topic and group number 
	

	Your name
	

	Name of group member 2
	

	Name of group member 3 
	



	Consider the contribution that you and the other group members made to group effectiveness.  Give each person in your group (including yourself) a score for each of the criteria below.  

You should award a score of "3" for a group contribution which was above the average for the group, a "1" for a contribution below the average and a "2" for a contribution which was about the same as other group members.

	Assessment criteria
	Me
	Member 2
	Member 3
	Note: You should aim to distinguish particularly high or low contributions within the group for each area. If you give everyone a ‘3’ for an area, this will be ‘normalised’ so that everyone will receive the ‘average’ mark of ‘2’. A high contribution will only be recognised in the individual score if it stands out against the others


	
	Leadership of meetings and (conference) discussions. 
	
	
	
	

	
	Keeping us to time on project.
	

	
	
	

	
	Organising the group's work.
 
	
	
	
	

	
	Providing ideas and influencing decisions
	
	
	
	

	
	Providing support and encouragement
	
	
	
	

	
	Doing his/her share.

	
	
	
	

	
	Doing his/'her share on time. 

	
	
	
	

	
	Researching the topic

	
	
	
	

	
	Preparing resources

	
	
	
	

	
	Presenting the presentation.

	
	
	
	

	
	TOTAL SCORE
	
	
	
	





[bookmark: _Toc528321161]Assessment Brief Task 3: Reflective Analysis 

This assessment task is a written assignment, equivalent to 3000 words, made up of a Reflective Analysis and Professional Development Action Plan.  This is an opportunity for you to critically explore, in some depth, part of your planning and resulting practice over the semester (your focus for the task).  It is an opportunity to demonstrate how you have developed your thinking about your professional practice in higher education as a result of the course and your increasing experience. You should concentrate on the quality of the reflection about your practice, rather than quantity.  

You will focus on your practice as you have experienced it over the duration of the course and then describe, critically discuss and justify the decisions you make in your work supporting or teaching students and the impact of this on their overall experience. For example, you could focus on a series of support sessions you have provided or interactions you have had (either to the same student or a range of students), or sessions you have taught, and explore how your practice has developed. One of these sessions needs to be the observed session.

Your approach should be informed by models of reflection and would typically include:

· discussion of your own skills, beliefs and professional philosophy regarding your purpose and the purpose of higher education
· engagement with and mapping to the professional standards
· the characteristics of your subject and how it is most effectively learnt OR the characteristics of your specialist context and the professional guidelines governing how you support students
· equality of opportunity, diversity, inclusion, individual learner needs 
· models and theories regarding planning / and designing student interactions
· models and theories relating to learning, student support and student behaviours
· approaches to evaluating the effectiveness of your professional performance and resulting student achievement / development 
· direct and indirect evidence: for example from student feedback (informal or formal), colleagues / managers, and your observed session (this can be included in an appendix)

You must underpin your analysis by explicit reference to appropriate literature as well as your own reflections and feedback from, for example, your observer, colleagues and students. Throughout, you should consider challenging assumptions (your own and others) in relation to current issues and debates in higher education.



[bookmark: _Toc528321162]The Action Plan

You should draw up an action plan related to the key issues identified in your reflective analysis; typically, this will be in the form of a table.  Your action plan should focus on improving your professional practice in relation to student learning and achievement.  Your plan should identify clear action points and indicate both how these actions will be implemented and the impact their successful completion will have on student learning and achievement.  You should draw on all assessment tasks within this module to help you think through and construct your action plan.  Your plan should model a “SMART” format – i.e. your targets should be Specific, Measurable, Achievable, Realistic (with the Resources available) and Time-bound. Note that this action plan focuses on your own professional development. For suggested formats see the learning and teaching handbook.

A suggested template for the action plan is available on Blackboard.  We strongly recommend that you think about this Action Plan in terms of how you will take the actions and insights forward into your own work environment – you may, for example, use it as a basis for future management appraisal meetings or link it into your ongoing continuing professional development (CPD). 

Please include your observation report as an appendix. The action plan may also be placed in an appendix if necessary.

	The final assessment task in this module focuses particularly on the requirements for ‘Descriptor 1’ of the UKPSF, including two of the ‘Areas of Activity’, as appropriate for your context in higher education. You will need to negotiate your focus of two ‘Areas of Activity’ within the scope of ‘Descriptor 1’ of the UKPSF to reflect your own role within Higher Education.  Please speak to the module tutor about this.

In common with all assessment tasks on this course, you will also need to approach the activity in a way which reflects your engagement with

A5 Engage in continuing professional development in subjects/disciplines and their pedagogy, incorporating research, scholarship and the evaluation of professional practices.

This task may also provide evidence of:

· K5 Methods for evaluating the effectiveness of teaching
· K6 The implications of quality assurance and quality enhancement for academic and professional practice with a particular focus on teaching
· V3 Use evidence informed approaches and the outcomes from research, scholarship and continuing professional development 
· V4 Acknowledge the wider context in which HE operates recognising the implications for professional practice


[bookmark: partthreeassessmentcriteria]
	 
[bookmark: partthreeassessmentreport][bookmark: _Toc77504958][bookmark: _Toc235337682][bookmark: _Toc364080798][bookmark: _Toc421713959][bookmark: _Toc516157827][bookmark: _Toc528321163][bookmark: _Toc77504956][bookmark: _Toc235337680][bookmark: _Toc235341662]Task 3: Reflective Analysis Assessment Report 

	Course Member
	Date Submitted

	Cohort

	Date

	Signature of Tutor
	Mark %

	Learning Outcome
	Refer (0-49%)
	Pass (50-59%)
	Merit (60-69%)
	Distinction (70%+)

	Evaluate theories and models to inform approaches to own practice in higher education
	Pedagogical theory and/or research is not used to inform or justify practice in own professional contexts.
	Teaching and learning practices within own professional contexts are evaluated with reference to relevant theory and/or research
	Teaching and learning practices within own professional contexts are analysed critically in relation to relevant pedagogical theory or research + recommendations for future practice.
	Practices, values and principles within own subject areas and professional contexts are synthesised into a comprehensive evaluation, supported by credible research evidence and theory

	
Demonstrate a critical understanding of learner needs
	No/insufficient/irrelevant understanding of learner needs is identified.
	
Some relevant or related understanding of learner needs is identified.

	Credible and relevant understanding of learner needs is identified and critiqued, using relevant literature.

	Well-evidenced and insightful understanding of learner needs is synthesised within own professional contexts, using relevant and current literature.

	Engage with professional standards in order to inform practice and development
	No evidence of engagement with professional standards and / or No evidence generated to meet UKPSF D1
	Satisfactory evidence of engagement with professional standards 
Sufficient evidence generated to meet UKPSF D1
	Evidence of thoughtful engagement with professional standards 
Clear evidence generated to meet UKPSF D1
	Evidence of thoughtful engagement with professional standards, informing development 
Clear and comprehensive evidence generated to meet UKPSF D1

	Critically reflect on and evaluate own practice in order to set targets for professional development
	No key learning points are identified
No actions are identified that can impact positively on practice 
No credible judgements are made about own skills and knowledge
	Key learning points are clearly identified
Actions identified are designed to impact positively on practice and articulated in a (SMART) plan
Credible judgements are made about own skills and knowledge
	The learning gained is clearly identified and informed by their curriculum analysis
A well-articulated SMART action plan is constructed from the reflection on learning.
Well-reasoned judgements are made about own skills and knowledge
	Learning gained is synthesised into a clear strategy for curriculum and professional development
An insightful and perceptive SMART action plan is constructed from the reflection on learning
Judgements about own skills and knowledge and set in the context of current theory and practice



	Specific focus on UKPSF Areas of Activity: only complete if an individual exiting with AFHEA needs to negotiate a different set of Areas of Activity within D1
	Default
A1+A2
	or other negotiated combination:

	Comments and feed forward – including comments on achievement of D1:







	 
[bookmark: _Toc490734272][bookmark: _Toc524332128][bookmark: _Toc528321164][bookmark: _Toc421713969]Appendix B: Re-assessment on the Module    

You may be referred in your work, either through not meeting the learning outcomes or though non-submission. If this happens then you will be required to complete referral work. The nature of this depends on the task:
Task 1: Observation of Practice
- if you are deemed not to have reached a pass standard in the 'design and plan' aspect of the outcome, you will need to resubmit your documentation for the observation before the published deadline for the task (usually towards the end of the taught semester).
- if you are deemed not to have reached a pass standard in the 'facilitate' aspects of the observation (facilitating teaching and learning, assessing learning) you will be required to undertake another practical teaching observation before the published deadline for the task (usually towards the end of the taught semester).
Task 2: Group Task
- if you are deemed not to have reached a pass standard in your work towards the group micro-teaching session, or you are unable to complete this work due to extenuating circumstances, you will be required to submit a different piece of work in the referral period addressing the requirements of the rubric. The deadline will be the next resit deadline (usually the end of the next semester). 
Task 3: Reflective analysis
- if you are deemed not to have reached a pass standard in any learning outcome relating to the assignment submission, you will need to resubmit your work in the referral period, using the feedback obtained on your original submission to guide you. The deadline will be the next resit deadline (usually the end of the next semester). 


[bookmark: _Toc528321165]Appendix C: MODULE DESCRIPTOR 

	TITLE
	Introduction to Higher Education Practice

	MODULE CODE
	77-706448

	LEVEL
	7

	CREDITS
	30

	ECTS CREDITS VALUE
	

	FACULTY
	Development and Society

	DEPARTMENT
	Education, Childhood and Inclusion

	SUBJECT GROUP
	Education Studies

	DATE APPROVED
	October 2015



MODULE AIM

To explore pedagogical theory and practice in order to develop knowledge and understanding of higher education practice, and identify areas for professional development in relation to professional standards.

LEARNING OUTCOMES

	LO Ref
	Learning Outcome

	1
	Evaluate theories and models to inform approaches to own practice in higher education

	2
	Demonstrate a critical understanding of learner needs

	3
	Design, plan and facilitate effective and inclusive practice in higher education

	4
	Engage with professional standards in order to inform practice and development

	5
	Critically reflect on and evaluate own practice in order to set targets for professional development



INDICATIVE CONTENT

· Understanding learning
· Effective planning 
· Pedagogical theories and models 
· Differentiation
· Understanding student behaviours 
· Inclusive practice and supporting students
· Approaches to student interactions
· Designing assessment and feedback
· Evaluating practice
· Professional standards

LEARNING, TEACHING AND ASSESSMENT STRATEGY

Students will be supported in their learning to achieve the above outcomes in the following ways:

· A combination of tutor-led workshops, work in learning sets, independent study, group and individual tutorials and professional practice/workplace tasks. This may be face to face or online.

· Tutors demonstrate and model a wide range of active approaches to learning and teaching that can be adapted for use by course participants in their own practice. Therefore in each session there is both the opportunity to learn about and explore a particular topic, plus a chance to experience and reflect on the approach used. Peer learning and the use of learning sets are an integral part of your learning experience.

· Self-directed learning time will be used in a number of ways e.g. working with peers outside course contact time, reading, preparing for sessions, planning for, implementing and reflecting on their own practice, preparation for group assignments, undertaking assessment tasks, working with Blackboard Virtual Learning Environment, liaising and seeking feedback from appropriate colleagues in their workplace.

· Participants' own practice in supporting student learning is an important source of learning. They will be expected to draw on their developing experience and use their own specific professional context to examine the content of the module within the UKPSF, including the Areas of Activity, Core Knowledge and Professional Values. This practical approach, with theoretical underpinning, encourages the development of reflective and thoughtful approaches to their professional practice in higher education, based on a sound grasp of fundamental principles.

· Students will be expected to use technology to communicate with, support and learn from each other. They will make use of the virtual learning environment and take advantage of the electronic learning support offered by the library. 

ASSESSMENT INFORMATION

	Task No.
	Description of Assessment Task
	Assessment Task Type
Coursework (CW) Written Exam (EX)
Practical (PR)
	Word Count or Exam Duration
	Task Weighting %

	1
	Observation of practice
	PR
	Typically 60 minutes
	P/F

	2
	Group task 
	CW
	Typically 20-30 minutes
	30%

	3
	Reflective Analysis
	CW
	3000 words
	70%




[bookmark: _Toc528321166]Please list assessment tasks in the order they will be completed by students.  The last task listed will be classed as the final task for external reporting purposes.

[bookmark: _Toc528321167]Further guidance on assessment design is available online at Assessment Essentials

[bookmark: _Toc528321168]FEEDBACK TO STUDENTS

[bookmark: _Toc528321169]Students will receive feedback on their performance in the following ways

[bookmark: _Toc528321170]summative tutor feedback on observed practice through verbal debrief and written report
[bookmark: _Toc528321171]summative tutor feedback on work submitted for assessment using a marking rubric
[bookmark: _Toc528321172]formative tutor feedback in informal individual discussions and/or tutorials
[bookmark: _Toc528321173]formative tutor feedback through discussions in workshop sessions
[bookmark: _Toc528321174]peer feedback through working together in groups 
[bookmark: _Toc528321175]peer feedback on group task
[bookmark: _Toc528321176]feedback from students that course participants support or teach, and colleagues (including mentors) on performance within their professional role


[bookmark: _Toc528321177]LEARNING RESOURCES FOR THIS MODULE

https://shu.rl.talis.com/lists/0D460A40-A0C0-68A1-216F-211675B0016B.html 




[bookmark: _Toc528321179]Appendix D: AFHEA Summative Checklist 

To be completed by the Module Leader for each course participant. 

	Participant name
	

	Overall Decision
	Award / Not yet awarded



	Criterion
	Met?
	Why not met?

	1.1. Successful engagement with at least two of the five Areas of Activity
	Yes / No
	

	1.2. Successful engagement in appropriate teaching and practices related to these Areas of Activity
	Yes / No
	

	1.3. Appropriate Core Knowledge and understanding of at least K1 and K2
	Yes / No
	

	1.4. A commitment to the Professional Values and facilitating others' learning
	Yes / No
	

	1.5. Relevant professional practices, subject and pedagogic research and/or scholarship within the above activities
	Yes / No
	

	1.6. Successful engagement, where appropriate, in professional development activity related to teaching, learning and assessment responsibilities
	Yes / No
	



Assessor: Correlate with participant's assessed tasks and check the relevant boxes. To meet D1, participants must have evidenced A5, plus two other Areas of Activity; at least K1 and K2; and have demonstrated a commitment to all the Professional Values.

	[bookmark: _Toc528321180]UKPSF Dimensions of Practice
	[bookmark: _Toc528321181]Task 1 Observation of Practice
	[bookmark: _Toc528321182]Task 3
[bookmark: _Toc528321183]Reflective Analysis

	A1
	Design and plan learning activities and/or programmes of study
	☐	☐
	A2
	Teach and/or support learning
	☐	☐
	A3
	Assess and give feedback to learners
	☐	☐
	A4
	Develop effective learning environments and approaches to student support and guidance
	☐	☐
	A5
	Engage in continuing professional development in subjects/disciplines and their pedagogy, incorporating research, scholarship and the evaluation of professional practices
	☐	☐
	K1
	The subject material
	☐	☐
	K2
	Appropriate methods for teaching, learning and assessing in the subject area and at the level of the academic programme
	☐	☐
	K3
	How students learn, both generally and within their subject/disciplinary area(s)
	☐	☐
	K4
	The use and value of appropriate learning technologies
	☐	☐
	K5
	Methods for evaluating the effectiveness of teaching
	☐	☐
	K6
	The implications of quality assurance and quality enhancement for academic and professional practice with a particular focus on teaching
	☐	☐
	V1
	Respect individual learners and diverse learning communities
	☐	☐
	V2
	Promote participation in higher education and equality of opportunity for learners
	☐	☐
	V3
	Use evidence-informed approaches and the outcomes from research, scholarship and continuing professional development
	☐	☐
	V4
	Acknowledge the wider context in which higher education operates recognising the implications for professional practice
	☐	☐

 
Name of Assessor:	………………………………………	Date of assessment:	…………………………..















Disclaimer:
While every effort has been made to ensure the accuracy of information contained in this handbook at the time of production, information can change in year.  If this is the case these changes will be communicated to you in a timely manner and links are provided where appropriate to sources of current online information.
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