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Access to Higher Education Diploma 

Recognition Document Guidelines.

Please note that where your organisation has formal documents which address any of the issues identified below you should make reference to them under the appropriate heading and enclose a copy of the document as an appendix. 

The involvement of your significant receiving HEIs should be sought when preparing this submission document. Agored Cymru will require documentary evidence of their agreement to the units used for each pathway and the Rules of Combination within the Credit Tariffs.

	1
Administration


	1.1
	State full details of name of organisation



	1.2
	State full address of organisation



	1.3
	Do not change this title as this is the QAA recognised title of the qualification

	1.4
	Enter the full name of all pathways that are included in this recognition/revalidation document.

	2
Contact Details


	2.1
	Enter the name of the Quality Manager of the organisation or the Senior Manager who has responsibility for agreeing the strategic policy for Access to HE in the centre.

	2.2
	This is the person that Agored Cymru will contact to talk about Access matters on  a regular basis. It may be the same person as listed in 2.1 above.

	2.3
	This is the person that verifiers will contact in order to arrange their visits and the person that Agored Cymru will contact if there are problems with moderation. It may be the same person as listed above in 2.2.

	3
Programme Aims


	3.
	Identify the aims of the programme. 

Examples for you to consider are:

· reference to widening participation; 

· reference to local groups currently under-represented in HE being offered opportunities to progress into HE;

· developing study skills appropriate for progression to higher education;

·  to enable adults to change careers;

· experiencing a range of assessments in preparation for those to be encountered in HE;

· to develop independent learning and study skills.
· to provide HE progression opportunities for adults who, because of social, educational, or individual circumstances may have achieved few, if any, prior qualifications.


	4 Pathways And Modes Of Delivery


	4.1
	List all of the pathways covered by this document and for each state whether mode of delivery is full time day, part time day or part time evening. For full time day please state the number of hours per week , and total taught hours per year.
For part-time day and part time evening please state how many years the programme will take, together with the number of days per week, hours per day and weeks per year. 



	4.2
	Explain how the programme is delivered: state where groups are combined for units; how learners progress from level 2 learning to level 3 with increasingly independent learning etc. 

Explain how student numbers will affect the options available for learners

Provide documentary evidence that your significant receiving HEIs have agreed the units and combination of units for successful completion in each pathway.
Where a pathway, or part of a pathway is to be delivered by distance or blended learning, state the number of hours the learners will be in college and how verification of the authenticity of assessments is to be carried out. (There must be a minimum of one observed assessment per module).


	4.3
	Explain how you have designed and developed the programme to give an appropriate balance of subject knowledge and academic (study) skills. 

Explain how this varies between pathways and how much influence your discussions with HEIs had on these arrangements.

Please explain how the programme and curriculum is organised to ensure a coherent programme of study for all learners.

Where more than the 60 credits required for the QAA-recognised Access to HE Diploma are necessary to access a particular HE programme, confirm that the programme of study which delivers the essential 60 credits is coherent and that the additional credits are present in the programme and are achievable within the study time available.

	5 Resources


	5
	Include details of Learning Resource Centre, drop in facilities for IT, Numeracy, other learning support etc, and their availability/access for day and evening students where applicable and for different campuses where applicable. Give details of holiday availability/access.

Include details of resources/facilities available for each pathway and include details of resources/facilities available for learners with disabilities, both academic and physical.

	6 Staffing


	6
	Confirm that all teaching and support staff will be appropriately qualified and or experienced and that where teaching qualifications are necessary these have been achieved or that tutors are working towards them. 

Give details of  Access to HE-related staff development opportunities that staff are expected to attend and those that they are encouraged to attend and  give details of the induction programme for staff new to delivering Access to HE units.


	7
Learners And Learner Support


	7.1
	Identify the target groups for each mode of attendance (if different) and link to Aims of programme where appropriate. 

This section should clearly identify those groups under-represented in higher education that the programme seeks to target.

	7.2
	Explain what market research has been carried out to confirm that there is a cohort of learners likely to enrol on the pathway(s) proposed in this document, and that HE places are likely to be available for successful completers of the programme. 

	7.3
	Explain how potential learners are made aware of the programme and its opportunities. Include word of mouth, human interest stories via the different media alternatives, links with key organisations/agencies, HE referrals etc. 

You should explain how you will target and recruit from the different groups identified in 7.1 above.



	7.4
	Outline your selection procedures e.g. interview and any diagnostic testing undertaken before acceptance. 

What criteria are used to decide whether to accept a potential learner? 

What alternative programmes are available for any learners deemed not to be ready for acceptance onto the Access programme? 

What pre-course guidance will potential learners receive? Eg CRB checks necessary for intended progression routes; advice on restrictions on exit options because of learning or other disabilities; additional credits necessary for chosen progression routes; APL opportunities or credit exemption.

	7.5
	Identify what tutorial support is available, ie: academic, personal, pastoral and what each consists of. 

How many hours per week are allocated to tutorial time for each of the modes of attendance, (indicating whether one-to-one or group sessions).  

What training is available for tutors involved in the tutorial processes?  

What counselling facilities are available for full-time and part time day and part time evening learners?

	7.6
	How is advice and guidance provided? 

Give details of your induction programmes for all modes of attendance; visiting speakers; visits out; careers guidance; attendance at HE open days etc, meanings of credits, credit values and credit levels; college policies.

Give details of personal (non academic) support services available to full and part time learners.

	7.7
	Identify how the support for learners is gradually withdrawn as the programme proceeds in order to prepare learners for their progression into HE. 

	7.8
	Identify possible progression opportunities for those who successfully complete the QAA-recognised Access to Higher Education qualification. 

Do any of the HE progression routes referred to in this document require higher credit tariffs to enable learners to be accepted eg Access to Teacher Training. If so which HE providers and programmes and how many credits are required?

	7.9
	The centre complaints and appeals procedures should be appended.


	8
Assessment


	8.1
	Explain how the assessment strategies chosen for each pathway, if they are different from the  requirements,  meet the needs of the learners as they prepare to progress to HE.

Please refer to your policies on plagiarism, resubmissions, and late submission and append them to this document.

	8.2
	For ALL modules included list the likely range of methods of assessment that will be used to cover the units in the module. 

Confirm that all learner achievement will be documented using standardised systems for all pathways.

Explain how learner achievement is documented within each unit and for the qualification as a whole.

Confirm  that each module will be subject to a minimum of one assessment that is observed in class by the tutor.



	8.3
	State who, from your organisation, checks to confirm achievement of credit tariff required for the award of the QAA-recognised Access to HE Diploma.

	8.4
	Explain your policy for APL/RPL and related aspects credit exemption or append the policy of your organisation.

	8.5
	Explain how students will be made aware of the processes relating to grading and of the 7 grade descriptors and the implications of their use. Please supply at least one assignment brief which shows which grade descriptors and indicative content will be used when assessing that assignment.

	8.6
	Explain how details of individual learner achievement are stored securely.

	9
Monitoring, Evaluation And Review


	9.1
	Provide details of how the programme managers, tutors and learners will be involved in the monitoring, evaluation and review of each pathway and the programme as a whole. 

This should include details of team meetings, learner evaluations and feedback, learner involvement in course team meetings, end of module/unit reviews, end of year reviews and exam boards  as appropriate.



	9.2 / 9.3
	If you are using  Internal Moderation Guidelines it is sufficient to provide a statement to that effect. 

If not, you should append a copy of your system and accompanying documentation and refer here to that document being included in the appendix.



	9.4
	Explain how and when you standardise your assessments prior to issuing to learners, and how you standardise learner achievement and assessment decisions. 

Where the same pathways or modules are delivered at different campuses how do you confirm that common documentation and standards are applied. 

Confirm that standard Claims for Credit forms (confirmed as acceptable by Agored Cymru)  will be used for all pathways and all campuses if not using those provided by Agored Cymru.



	9.5
	Explain how feedback on accurate/inappropriate assessment is fed back to tutors and how progress with problems in this area is tracked through until matters are resolved.


	9.6
	Explain how feedback from learners is sought and received and how this is made available to the external moderation team.




	10
Successful Completion Criteria And Rules Of Combination


	10
	The credit tariff for the award of the QAA-recognised Access to HE Diploma is 60 credits of which no less than 45 must be at level 3 and no more than 15 at level 2.  This is a national QAA requirement from 1st September 2007 and cannot be changed. 

Complete a separate template for each pathway to give full details of the numbers of credits required and the combinations of credits that are required for successful completion of the QAA-recognised Access to Higher Education Diploma.

Where the achievement of a specific unit or units is mandatory enter the full name of the unit(s) and reference number(s) into the template to enable lead verifiers and Agored Cymru staff to confirm that the correct combinations of credits have been awarded to justify the award of the QAA-recognised Access to HE Diploma.  (see example provided).



	11
	Ensure that the submission document is signed on behalf of the organisation by a person with authority to make the statements and assurances contained within it. For electronic transmission of the submission a typed name is acceptable.


1
4

