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1. DEFINITIONS

Throughout this handbook the following definitions are used:
	APL
	is the general term to cover the accreditation of prior learning either through certification or through experiential learning.

	APCL
	is the assessment of previously certificated learning only. This process allows recognition of learning that has already been assessed by an academic institution and awarded credit.  You can transfer this credit into a programme if it matches modules within that programme or is considered to be appropriate.

	APEL
	is the assessment of experiential learning only.  This is the term given to the recognition and assessment of prior learning that has come about wholly or partly through experience.  The significant feature lies in identifying clear learning outcomes from the events or experience.  From the learning outcomes you may make a claim in order to translate the experience into a recognised achievement.  Supportive processes will be available to assist you in presenting the evidence in a portfolio.

	Advanced Standing
	means entry through APL at a stage of a programme later than the normal admission stage.  Advanced Standing does not result in the award of credits by the University

	Credit
	Credit is a quantitative measure of learning equivalence, which is awarded to a learner in recognition of the verified achievement of designated learning outcomes at a specified level.


Types of credit

There are two types of credit:

(i) General Credit:  The credit attached to quantifiable learning without this being related to a specific programme of study.

(ii) Specific Credit:  The credit attached to a student's particular area of study in terms of its coherence, balance and progression. 

Levels of Learning 

Levels of learning are academic levels that equate to the expected achievements of an undergraduate degree or a postgraduate degree.
In broad terms, the academic levels referred to in this handbook may be described as follows
Level HE1 
corresponds to certificate level, for example a pre-
diploma nurse (or first year a diploma programme)

120 credits at Level HE1 are needed to complete a certificate.

Level HE2 
corresponds to intermediate level (e.g. diploma level)
120 credits at Level HE1 and 120 credits at Level HE2 are needed to complete a diploma.

Level HE3
corresponds to Honours degree level

120 credits at level HE1, 120 credits at level HE2 and 120 credits at level HE3 are needed to complete a degree.

Level HE4
corresponds to Post-graduate or Masters level work.

60 credits at level HE4 are needed for a Post-graduate diploma 


A further 60 credits at level HE4 for a Masters degree

Essential criteria for APL claims
In determining the credit that can be awarded in individual cases, assessors will pay consider:

· Appropriateness:  APL must demonstrate that the claim is appropriate to the programme in which the credits are transferred.

· Level rating:  is the level of the prior learning submitted equivalent to the level of the accreditation sought?
· Amount:  is the amount of prior learning submitted equivalent to the amount of work implied by the number of credits for which accreditation is sought?  (a guide is  20 credits  =  5,000 words or equivalent).
· Learning:  has the applicant demonstrated the learning outcomes of the prior learning?  (In the case of experiential learning, it is the learning which counts, not the experience per se).
· Content:  does the content of the prior learning match the accreditation sufficiently to allow progression to later stages of the programme without disadvantage?
· Shelf-life:  how recent is the prior learning that is presented?  Is it relevant to the subject now?  Normally, 5 years is considered to be the shelf life of most learning.  However there are some exceptions to this.

· Quality of application:  is it coherently presented with all the relevant information (including documentary evidence where appropriate)?

· Authenticity:  that the student did what was claimed.

2. APPLICATION FOR APCL
In preparing an application for APCL you should bear in mind that the amount of credit that can be awarded may not reflect the amount and level of previous attainment if the proposed subject of study is very different from your previous learning. The APCL process cannot be completed unless you are registered for an award with Canterbury Christ Church University. 

Step 1:
Contact the relevant Framework Director, Programme Director, Cluster Lead or Pathway Director for the programme that you wish to APCL your credits into (contact details available from the Faculty of Health and Social Care Information Office: 01227 782379 or health-enquiries@canterbury.ac.uk)
Step 2:
Following advice from the relevant member of academic staff, complete the appropriate APL application form for the programme you wish to APCL your credits into.

Step 3:  
There is a fee for processing claims to APCL credits from another university. Sometimes your employer will pay this for you in which case you will need to obtain the signature of the authorised fund-holder on the application form before you submit your claim. If you are paying the fee yourself you will need to enclose a cheque, made payable to Canterbury Christ Church University for the required amount (see enclosed price list). No claim will be processed until the fee, or other funding arrangement is confirmed. No fee is required from students who wish to transfer Canterbury Christ Church University credit.
Step 4:
Enclose an original copy of your certificate(s), letter from the Awarding Body or transcript of credits.

Step 5:  
Assemble all the material and return it to the address on the back of the APL application form.
CREDIT TRANSFER
For successful APCL claims module(s) NOT completed at Canterbury Christ Church University, the credits only may be transferred.
For module(s) completed at Canterbury Christ Church University that are being transferred, both the credits and the mark will be transferred.  The mark will be reflected in the final degree classification for students who are registered for a degree pathway.

3. APPLICATION FOR APEL
Step 1:
Contact the relevant Framework Director, Programme Director, Cluster Lead or Pathway Director for the programme that you wish to submit a claim for experiential learning for (contact details available from the Faculty of Health and Social Care Information Office: 01227 782379 or health-enquiries@canterbury.ac.uk)

Step 2:
Following advice from the relevant member of academic staff, complete the appropriate APL application form for the programme you wish to APEL your credits into. 

N.B If you are not already registered for an award at the University, you will also need to complete the relevant programme application form at this time. This will involve you in registering to the University as a student and enable you to obtain access to library facilities and student support.
Step 3:  
There is a fee for APEL claims. Sometimes your employer will pay this for you in which case you will need to obtain the signature of the authorised fund-holder on the application form. If you are paying the fee yourself you will need to enclose a cheque, made payable to Canterbury Christ Church University for the required amount (see enclosed price list). No claim will be processed until the fee, or other funding arrangement is confirmed.
Step 4:  
Return the APEL/programme application form(s) to the address on the back.

Step 5:
You will be informed of the name and contact details of an academic facilitator who will support you in preparing your claim. You should arrange to meet with him/her and a submission date for your APEL claim will be negotiated (this will normally be within 18 weeks of registering your intent to submit a claim).
Step 6:
When the precise nature of the required evidence has been agreed with the academic facilitator/ Framework Director, this will be confirmed to you in writing. You will undertake the work as planned with support and guidance from your academic facilitator. This will involve identifying some learning outcomes and producing a portfolio of evidence to meet these learning outcomes. The portfolio evidence must include:

· a statement of the Intended Learning Outcomes from which you are seeking exemption

· a written reflection and evaluation of  the evidence being produced to support the claim for the recognition of experiential or prior learning

· evidence to support such a claim
The evidence produced to support a claim for the recognition of experiential learning may include some or all of the following:

· a reflection on your experiential learning

· a Curriculum Vitae

· testimonials

· evidence of achievement from the work-place, volunteering and similar activities, such as reports and presentations

· evidence of certificated learning that is (a) at a lower academic level than at the one for which exemption is being sought, or (b) that is at the appropriate level but is more than five years old.

You are required to demonstrate to the assessor not only that you have addressed the learning outcomes but that you have the ability to write in an academic style, gather and collate evidence and show the development of an analytical and reflective approach to your practice.

Step 7:
Collate all materials into a portfolio.  This is usually a ring binder with dividers and an index.  It should be well ordered and clearly headed so that the assessor can work through the file in a systematic manner.
Step 8:
Submission of portfolio.  You should submit your portfolio by the submission date to the relevant Assessments Office (your academic facilitator will be able to advise you where this is). Failure to submit by the due date without prior arrangement will result in you being awarded a ‘0’ mark at first attempt. You should refer to your programme/ framework student handbook for guidelines on the presentation of your work and what to do if you are unable to submit by the due date.
You should keep a copy and make sure that all names of staff/ patients/ clients and places of work are omitted to ensure confidentiality.
Step 9:
Your portfolio will be assessed according to the Faculty of Health and Social Care Assessment policy (see student handbook for details). If you are unsuccessful at first attempt you will normally be allowed to resubmit the work on one occasion only.
Step 10:
If your APEL claim is successful, your credit will be awarded by the relevant programme examination board and accredited to your programme.
4. REGULATIONS 
You should consult your student handbook for details of the regulations pertaining to the Appeals procedures.
5. GUIDELINES FOR REFERENCING 

It is important to acknowledge the source of any theoretical perspective or information used in your work. Please Note: The Harvard System of referencing must be used. Information on the Harvard referencing scheme can be found at:

http://library.canterbury.ac.uk/citing-references.htm 
Further detailed information on the scheme can be found in:
Pears, R. and Shields, G. (2004) Cite them Right: Referencing made easy. Newcastle upon Tyne: Northumbria University.
Copies are available for loan in all campus libraries at 025.48 PEA (OS), or for purchase through the University Bookshop, or may be accessed via your programme Virtual Learning Environment (VLE) (Blackboard):

How to access Blackboard:

1. Open Internet Explorer.

2. Type in the web-site address http://blackboard.canterbury.ac.uk and click go.

3. Log-in using your user name and password.
4. Click on the Referencing Guidelines tab
APPENDIX 1:
 QUALIFICATION DESCRIPTORS 
Descriptor for a qualification at Certificate (C) level (HE1)
Students should demonstrate: 
i) knowledge of the underlying concepts and principles associated with their area(s) of study, and an ability to evaluate and interpret these within the context of that area of study; 
ii) an ability to present, evaluate, and interpret qualitative and quantitative data, to develop lines of argument and make sound judgements in accordance with basic theories and concepts of their subject(s) of study. 
Typically, holders of the qualification will be able to: 
a) evaluate the appropriateness of different approaches to solving problems related to their area(s) of study and/or work;

b) communicate the results of their study/work accurately and reliably, and with structured and coherent arguments; 
c) undertake further training and develop new skills within a structured and managed environment; 
and will have: 
d) qualities and transferable skills necessary for employment requiring the exercise of some personal responsibility.

Descriptor for a qualification at Intermediate (I) level (HE2): 

Students should demonstrate: 
i) knowledge and critical understanding of the well-established principles of their area(s) of study, and of the way in which those principles have developed;
ii)  ability to apply underlying concepts and principles outside the context in which they were first studied, including, where appropriate, the application of those principles in an employment context; 
iii) knowledge of the main methods of enquiry in their subject(s), and ability to evaluate critically the appropriateness of different approaches to solving problems in the field of study; 
iv) an understanding of the limits of their knowledge, and how this influences analyses and interpretations based on that knowledge. 
Typically, holders of the qualification will be able to: 
a) use a range of established techniques to initiate and undertake critical analysis of information, and to propose solutions to problems arising from that analysis; 
b) effectively communicate information, arguments, and analysis, in a variety of forms, to specialist and non-specialist audiences, and deploy key techniques of the discipline effectively;

c) undertake further training, develop existing skills, and acquire new competences that will enable them to assume significant responsibility within organisations; 
and will have: 

d) qualities and transferable skills necessary for employment requiring the exercise of personal responsibility and decision-making. 
Descriptor for a qualification at Honours (H) level (HE3): 
Students should demonstrate: 
i) a systematic understanding of key aspects of their field of study, including acquisition of coherent and detailed knowledge, at least some of which is at or informed by, the forefront of defined aspects of a discipline;
ii) an ability to deploy accurately established techniques of analysis and enquiry within a discipline;
iii) conceptual understanding that enables the student:
· to devise and sustain arguments, and/or to solve problems, using ideas and techniques, some of which are at the forefront of a discipline; and 

· to describe and comment upon particular aspects of current research, or equivalent advanced scholarship, in the discipline; 

iv) an appreciation of the uncertainty, ambiguity and limits of knowledge;
v) the ability to manage their own learning, and to make use of scholarly reviews and primary sources (e.g. refereed research articles and/or original materials appropriate to the discipline). 
Typically, holders of the qualification will be able to: 
a) apply the methods and techniques that they have learned to review, consolidate, extend and apply their knowledge and understanding, and to initiate and carry out projects;

b) critically evaluate arguments, assumptions, abstract concepts and data (that may be incomplete), to make judgements, and to frame appropriate questions to achieve a solution - or identify a range of solutions - to a problem; 
c) communicate information, ideas, problems, and solutions to both specialist and non-specialist audiences; 
and will have: 
d) qualities and transferable skills necessary for employment requiring:

· the exercise of initiative and personal responsibility; 

· decision-making in complex and unpredictable contexts; and 

· the learning ability needed to undertake appropriate further training of a professional or equivalent nature. 
Descriptor for a qualification at Masters (M) level (HE4):

Students should demonstrate: 
i) a systematic understanding of knowledge, and a critical awareness of current problems and/or new insights, much of which is at, or informed by, the forefront of their academic discipline, field of study, or area of professional practice;
ii) a comprehensive understanding of techniques applicable to their own research or advanced scholarship; 
iii) originality in the application of knowledge, together with a practical understanding of how established techniques of research and enquiry are used to create and interpret knowledge in the discipline; 
iv) conceptual understanding that enables the student: 

· to evaluate critically current research and advanced scholarship in the discipline; and 
· to evaluate methodologies and develop critiques of them and, where appropriate, to propose new hypotheses. 

Typically, holders of the qualification will be able to: 
a) deal with complex issues both systematically and creatively, make sound judgements in the absence of complete data, and communicate their conclusions clearly to specialist and non-specialist audiences;

b) demonstrate self-direction and originality in tackling and solving problems, and act autonomously in planning and implementing tasks at a professional or equivalent level; 
c) continue to advance their knowledge and understanding, and to develop new skills to a high level; 

and will have: 
d) the qualities and transferable skills necessary for employment requiring:

· the exercise of initiative and personal responsibility; 

· decision-making in complex and unpredictable situations; and 

· the independent learning ability required for continuing professional development. 
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