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[bookmark: _Toc100741375]INTRODUCTION
This handbook provides you with general information about your Programme of Study for the academic year 2025/6. Module descriptors are presented in the Module Directory. Module Handbooks give detailed information on individual modules. All are available on Moodle.

The University has made every effort to make the information as full and as accurate as possible, but you should note that minor changes in the organisation of modules between the planning stage and the actual teaching are inevitable.  We shall try to keep any such changes to a minimum, and you will receive an advance warning in the event of any alteration. 

[bookmark: _Toc100741376][bookmark: _Hlk74747585]FEEDBACK
Feedback on your programme of study and modules is welcome and important and will help us to improve and enhance your learning experience.  You can give feedback in several ways:  through the academic representative for your programme of study, through module evaluation questionnaires, through informal meetings with your academic support tutor, teaching staff, or Programme Manager, through focus groups to gain feedback from participants on issues. If there are issues, then it is important that you share these with us so that we can address them.  We would also be grateful if you would let us know about any changes that you think might be helpful if introduced into future handbooks. Your opinion is valued.  



[bookmark: _Toc100741377]PROGRAMME OF STUDY AND PROGRAMME TEAM
This handbook covers the PGCert Teaching in Higher Education. The name and contact details of the Programme Manager and team are listed below.

	Academic Lead 
	Caroline Lewis SFHEA

	01792 482307

	caroline.lewis@uwtsd.ac.uk


	Programme Lead
	Mark Flagg
FHEA
	01792 482123
	mark.flagg@uwtsd.ac.uk

	Programme Team
	Katie Gardner 
FHEA
	01792 482123

	Katie.Gardner@uwtsd.ac.uk



[bookmark: _Toc11388578][bookmark: _Toc100741378]SUPPORT DURING YOUR STUDIES 
A member of academic staff will be identified at the beginning of the academic year to act as a point of first contact for support issues. Further support can also be accessed through the Student Services department.

[bookmark: _Toc422993028][bookmark: _Toc100741379]ADMINISTRATIVE PROCEDURES
All relevant forms (e.g. essay submission form, dissertation form, extension request form) can be found in the postgraduate student section on the University’s VLE and / or on the University’s intranet. 

Contact details for the Institute office administrative lead for the PGCert tHE:

Lesley Morgan: lesley.morgan@uwtsd.ac.uk

It is important to note that any communication from the Academic Registry will be to the student email address you were provided with on enrolment. You should check this regularly.

[bookmark: _Toc100741380]EXTERNAL EXAMINERS
All taught Programmes of Study which lead to an award of the University have at least one External Examiner. The principal purposes of the University’s external examiner system are to ensure that:

· the standard of each award is maintained at the appropriate level.
· the standards of student performance are comparable with standards on similar programmes or subjects in other UK institutions with which they are familiar.
· the processes for assessment and external accreditation if applicable, along with the determination of awards, are sound and fairly conducted.

Students may request a copy of the previous year’s External Examiner’s Report for their programme of study by contacting the Programme Manager.

The current External Examiner for this Programme of Study is:

	Programme of Study
	External Examiner for 2025/6
(forename/surname)
	2025/6

	PG Cert tHE
	Ellie Hill  SFHEA
	n/a



Please note that students are not permitted to make direct contact with the External Examiners without permission and to do so may be considered a disciplinary offence.

[bookmark: _Toc100741381]ACADEMIC YEAR 2022/23
Semester 1:			29/09/25 - 25/01/26

Semester 2:		26/01/26 – 24/05/26

Examination Boards:	normally November, March and June annually


INFORMATION ABOUT YOU AND YOUR PROGRAMME OF STUDY

Information about you and your programme of study is held by the University on a central Student Record System managed by the University Registry. It is essential that the University Registry has an accurate record of your personal details at all times. It is equally important to ensure that you are enrolled on the correct Programme of Study and on the correct modules and that you read and agree to the Enrolment Agreement. 

My Student Record / MyTSD

You can view your personal details on MyTSD and make requests to amend data when your circumstances change. It is important to keep your personal details up to date. You can use MyTSD to:

· enrol for the new academic year 
· generate a ‘Confirmation of enrolment’ letter
· generate a council tax exemption letter and/or bank letter
· view enrolment and module registration details
· amend your address
· check your financial information (e.g. fees due)
· submit a programme change request
· apply for ‘Extenuating Circumstances’
· check your module results and examining board decision
· request to withdraw from your studies

Failure to keep your personal details up to date can result in a range of problems including:

· delays in obtaining your student loan.
· failure to contact you in an emergency. 
· not being able to borrow materials from the Library and Learning Resources; and
· not being able to use the Information Technology services.

Please take time to check the enrolment information provided on MyTSD.
[bookmark: _Toc100741382]DISCLOSURE AND BARRING SERVICE (DBS) – ENHANCED
If your programme involves you meeting children or vulnerable adults, you will be required to undertake a DBS check (Enhanced). Further details will be provided by the University Registry or Programme Manager.

As part of each programme’s procedures relating to DBS, continuing students will normally be required to inform their Programme Manager immediately of any change to their criminal convictions’ status. 

You will also be asked to complete a formal self-declaration during the enrolment period at the beginning of the academic year, which confirms your criminal conviction status.     

[bookmark: _Toc100741383]MODULAR TERMINOLOGY
Programme of Study (Course)	
A Programme of Study or course is the collection of modules leading to a particular award.  

Module
A module is an academically coherent unit of learning activity with defined aims/learning outcomes, content and assessment scheme.  

Module Credit Rating	
Every module has a credit rating. Credit is an award made to a learner in recognition of the verified achievement of designated learning outcomes at a specified level.

Level of Study
A level is assigned to each module to define the standard of its academic demand.  Study at master’s level is called Level 7 in the National Qualifications Framework.  The basic characteristics of the relevant levels of study are outlined by the Welsh Assembly government and available on their website:  
https://gov.wales/sites/default/files/publications/2018-02/level-descriptors.pdf   
 
Individuals should note that the expectations and demands of work at Level 7 is higher than those at undergraduate Levels 4-6, and that this will be reflected in the assessment and marking of the module assessments.
[bookmark: _Toc100741384]ASSESSMENT 
At the start of each module, tutors will provide on Moodle full details of the means by which you will be assessed in that module. This will include a full assessment brief and guidelines on the criteria that will be used for marking your work as well as clear information about when the assessments are due and the turn-around feedback time for the assessments.  It will also detail how you will be able to discuss the feedback on your work and your performance and what to do if you have any questions.  

All assessed written coursework needs to be submitted in electronic copy via Turnitin; alternative instructions will be provided by the Programme Manager for any forms of coursework that cannot be submitted via Turnitin.

The University offers programmes in both English and Welsh.  The normal expectation is that you will be assessed in the same language in which the programme or modules are delivered.  If you have been taught in English and wish to be assessed in Welsh, or vice versa, you should consult your Programme Manager about the options available to you.

You will receive confirmation of your assessment marks at the end of each year. Any marks released prior to formal approval by the Progression / Award Examining Board are provisional.
[bookmark: _Toc100741385]Extenuating Circumstances
If you believe that there are extenuating circumstances which may have adversely affected your ability to complete coursework or examinations, you should follow the University’s procedures for Extenuating Circumstances for Taught Provision, which can be found on the Academic Office section on the University’s website and forms part of the Mitigating Circumstances Policy:
http://www.uwtsd.ac.uk/academic-office/procedures-for-academic-appeals-complaints-and-other-student-cases/
[bookmark: _Toc100741386]Additional needs in terms of assessment
If you have any additional needs in terms of assessment, it is your responsibility to liaise with Student Services regarding those needs at the start of the academic year, so that a Statement of Compensatory Measures can be drafted in line with the University’s procedures for assessment of students with additional needs. 
http://www.uwtsd.ac.uk/services-for-disabled-students/
[bookmark: _Toc100741387]Academic Appeals
Information about how to appeal is provided in the ‘Academic Appeal Procedure’ which forms part of the Academic Appeal Policy associated with in Chapter 12 of the Academic Quality Handbook, and in supporting documentation published on the Academic Office section on the University’s website:
http://www.uwtsd.ac.uk/academic-office/procedures-for-academic-appeals-complaints-and-other-student-cases/

Additional advice is available from the Students’ Union. It is very important that you note carefully the grounds on which appeals may be made and submit your appeal on the appropriate form because incomplete or ineligible appeals cannot be processed. 
[bookmark: _Toc100741388]Assessment Regulations
The rules and regulations that govern the assessment of your Programme of Study are available in Chapters 6 and 7 of the University’s Academic Quality Handbook, a copy of which is available on the Academic Office section of the website:
http://www.uwtsd.ac.uk/academic-office/academic-quality-handbook/ 
[bookmark: _Toc100741389]Responsibilities of students in relation to the assessment process
You are responsible for ensuring that:

i) You are correctly enrolled on your programme of study (including re-enrolment for each academic year after initial enrolment).
ii) You read and understand the information provided about how you will be assessed, how your final award will be determined, and the action to take in the event that you experience difficulties relating to assessment.
iii) You attempt every assessment component of a module.
iv) You attend examinations and other assessment events, including re-examination and re-assessment events, as required; and that you are available to attend oral examinations if required to do so within the published dates of terms or semesters, or other date notified to you in advance. 
v) You submit work for assessment as required and in accordance with the required format and deadline. 
vi) You inform your Programme Manager or Student Services of any disability or long-term impairment which might require special provisions for assessment.
vii) You familiarise yourself with the University’s definition of academic misconduct and undertake assessments in a manner that does not attempt to gain unfair advantage.
viii) You follow the prescribed procedures if you experience extenuating circumstances or wish to appeal against the decision of an Examining Board.
ix) You keep a copy of work presented for assessment wherever feasible. 
x) You make your work available for sampling for external examining purposes .
[bookmark: _Toc100741390]VIRTUAL LEARNING ENVIRONMENT (VLE)
Moodle is the University’s Virtual Learning Environment (VLE).  The VLE is used to support learning and teaching.  It can be accessed by enrolled students from anywhere in the world using the internet and a web browser.

Some of Moodle’s features allow students to: 
· Access course materials
· Facilitate communication between students and tutors - this may also take place via Microsoft Teams 
· Support group tasks 
· Take online assessments with automatic marking and feedback facilities 

Moodle can be used for administration tasks such as: 
· Displaying announcements e.g. lecture venue changed
· Submission of assignments electronically 
· Administration of online surveys, such as module questionnaires 

How to Access:

You can access Moodle in 3 different ways:

1. From Hwb
Access your Hwb dashboard either by logging into a campus PC and opening Internet Explorer, or accessing https://hwb.uwtsd.ac.uk  from any browser on an internet-connected device. Click on the Moodle tile.
1. From the University Website
Navigate to http://uwtsd.ac.uk and select Quick Links (top left side of screen) and then Moodle.
1. URL Input
Open any browser on an internet-connected device and navigate to http://moodle.uwtsd.ac.uk
If you are already signed into the Hwb or Office 365 you should be automatically signed into Moodle when you connect, if not log in using your Network username and password which are the same as used to access a campus PC.

If you are missing courses/modules in the My Courses block please contact your lecturers to ask if they use Moodle. Please note it can take 24hrs for enrolment data to feed into Moodle.  If you have problems finding resources (timetables, lecture notes, assignment briefs etc.) please contact the lecturer that delivers the course/module. 

For any technical issues or error messages contact the IT Service Desk via: 
Web: https://webhelp.uwtsd.ac.uk
Tel: 0300 500 5055
Or email: ITServiceDesk@uwtsd.ac.uk
In any correspondence please include your name and username (your student number) together with details of your issue.

Further information on using online and digital resources can be found at https://digitallearning.uwtsd.ac.uk/ 

[bookmark: _Toc520203167]ASSESSMENT FEEDBACK VIA TURNITIN
For feedback provided through Turnitin, there are two areas to get your feedback: written feedback, and the marking rubric. 
Written feedback will comment on the overall work. 
The feedback section of the assessment brief (see relevant module handbook and Moodle for copies) will focus on how the piece of work meets the criteria listed in the relevant marking rubric. 
The marking rubric does not give a mathematically calculated result based on the sum of individual components but is used holistically to help determine the outcome.
Written Feedback and the Marking Rubric can be found by clicking the buttons as shown when you view your submitted assignment in Turnitin.
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[bookmark: _Toc100741391]
PROGRAMME OF STUDY
[bookmark: _Toc485827050][bookmark: _Toc45814550][bookmark: _Toc422993042]Postgraduate Certificate Teaching in Higher Education (PGCert tHE)
     
The PGCert tHE enables full and part-time academic or professional services staff, along with others with substantive teaching responsibilities, to participate in a structured programme of teaching development activities focussed on their individual needs. The programme provides an opportunity for HE professionals to develop their pedagogical skills through reflection and analysis whilst also gaining an understanding of relevant literature in the field. Active engagement with the  Professional Standards Framework (PSF 2023) for teaching and supporting learning in HE is an integral part of the qualification which is accredited by Advance HE.

The PSF 2023 provides a general description of the main dimensions of the roles of teaching and supporting learning within the HE environment. It is written from the perspective of the practitioner and outlines a national framework for comprehensively recognising and benchmarking teaching and learning support roles within Higher Education. It enables staff to benchmark their professional practice and experiences against sector wide standards and to use these to guide, inform and enhance their professional development. The individual module handbooks explain the Professional Standards Framework 2023 (PSF 2023) in detail in relation to the two modules UNHE7009 & UNHE7010. The PSF 2023 can also be accessed here – PSF 2023 - Dimensions of Practice, namely the areas of activity, core knowledge and professional values have informed the development of the modules in terms of the curriculum, delivery methods and assessment strategies.

The PGCert tHE is mapped to Descriptor 2 of the PSF 2023, with individuals who successfully complete the two modules becoming Fellows of the Higher Education Academy. Those successfully completing Module UNHE7009 only, based on reflection on teaching or supporting learning at QCF Level 4 and above, become Associate Fellows of the Higher Education Academy. HEA Fellowship is international recognition of a clear commitment by you to professionalism in teaching and learning and the student experience as well as demonstrating that your practice is aligned with the PSF 2023. It is increasingly sought by employers across the HE sector as a condition of employment and promotion.

It is therefore the normal expectation that newly appointed academic staff at UWTSD or one of its collaborative partners, who do not have a relevant teaching qualification and have less than two years full time teaching experience, undertake this PGCert tHE.  Support staff at UWTSD are also actively encouraged to undertake the module UNHE7009 to acknowledge their role in supporting teaching and learning (or both modules), depending on the nature of their role. Through the newly established Doctoral College there is an intention to create Graduate Teaching Assistants (GTAs) at UWTSD and these individuals will be expected to undertake the stand-alone module UNHE7009. 

The Programme consists of two 30-credit modules which can be taken through the medium of English or Welsh, both of which are assessed by means of a portfolio based on normal teaching duties, peer observations and others CPD activities. Participants are required to undertake a minimum of 40 teaching hours at level 4 or higher per year for module 1 and 100 hours for module 2. The qualification must be completed within a maximum of two calendar years. 



Programme Learning Outcomes 

These Programme Learning Outcomes collectively map to Descriptor 2 of the UKPSF (see appendix)


Knowledge and understanding (KU)

	KU1
	Apply concepts that explain how students learn effectively, both generally and in their own disciplinary context; 


	KU2
	Critically evaluate a wide range of appropriate methods for curriculum design, teaching, learning, assessment and student support suitable for different subject areas within HE.





Cognitive (thinking) skills (CS) 

	CS1
	Critically analyse a range of pedagogical models, analysing theory, scholarship and research evidence in relation to their own professional practice. 


	CS2
	Critically reflect on their own professional practice, in order to understand it more deeply and aim to improve it.





Practical skills (PS)

	PS1
	Demonstrate through critically reflecting upon a series of teaching interventions effective application of practice in supporting student learning – including designing curriculum, teaching, assessing and giving feedback to learners; 

Revise to satisfy K4 in PSF 2023 


Demonstrate through critically reflecting upon a series of teaching interventions effective application of practice in supporting student learning – including designing curriculum, teaching, assessing and giving feedback to learners and appropriate use of digital and/or other technologies, and resources for learning


	PS2
	Application of a range of self, peer and student monitoring and evaluation techniques to review the teaching and learning and to aid course review.





Key skills (KS) 

	KS1
	Exercise initiative and personal responsibility; including responsibilities in respect of quality assurance 


	KS2
	Effectively communicate results of research to participants and peers;


	KS3
	Reflect in an informed way on their own personal and professional practice and assess their own future development needs to secure ongoing improvement in their professional activity.





PROGRAMME STRUCTURE


	[bookmark: _Toc456710477][bookmark: _Toc456710802][bookmark: _Toc456706462][bookmark: _Toc456706548][bookmark: _Toc456710478][bookmark: _Toc456710803][bookmark: _Toc456706463][bookmark: _Toc456706549][bookmark: _Toc456710479][bookmark: _Toc456710804][bookmark: _Toc456706464][bookmark: _Toc456706550][bookmark: _Toc456710480][bookmark: _Toc456710805][bookmark: _Toc456706470][bookmark: _Toc456706556][bookmark: _Toc456710486][bookmark: _Toc456710811][bookmark: _Toc456706475][bookmark: _Toc456706561][bookmark: _Toc456710491][bookmark: _Toc456710816][bookmark: _Toc456706480][bookmark: _Toc456706566][bookmark: _Toc456710496][bookmark: _Toc456710821][bookmark: _Toc456706485][bookmark: _Toc456706571][bookmark: _Toc456710501][bookmark: _Toc456710826][bookmark: _Toc456706486][bookmark: _Toc456706572][bookmark: _Toc456710502][bookmark: _Toc456710827][bookmark: _Toc456706492][bookmark: _Toc456706578][bookmark: _Toc456710508][bookmark: _Toc456710833][bookmark: _Toc456706497][bookmark: _Toc456706583][bookmark: _Toc456710513][bookmark: _Toc456710838][bookmark: _Toc456706502][bookmark: _Toc456706588][bookmark: _Toc456710518][bookmark: _Toc456710843]Programme duration :
	1-2 Years

	Mode of study/delivery:
	On-line


	Pattern of attendance (Full-time and/or part- time):
	Part-time

	Credits and levels:
	60 Credits at Level 7


	Pattern of delivery:
	Part-time students study 30 or 60 credits worth of modules per year, supported by individual tutorials. Institute and Institutional CPD sessions are also promoted.

	Intake points and instances of module delivery:
	Part-time intake in September and January. Each module is, therefore, delivered once annually.

	Module size:
	Both modules are 30 credits 


	Balance of compulsory and optional modules:
	Both modules are core 


	Pre-requisite modules (please state module codes for the module and its pre-requisite):  
	There are no pre-requisite modules for the programme.  




The PGCert tHE is a distance learning programme, but those participants based at one of the UWTSD South Wales campuses, can opt for a blended learning approach, through the inclusion of a face-to-face induction and face-to-face tutorials as opposed to the online induction and online tutorials. The programme team delivers both the online and face-to-face sessions, using identical materials, thereby ensuring parity of opportunity for all.


Delivery Mode

Induction
All participants attend a mandatory induction session. Since the programme team is based in Swansea, this mandatory induction session can be held at Swansea or Carmarthen for those staff members based at one of the South Wales campuses, (Lampeter, Carmarthen or Swansea). The induction for all other participants is online, face to face, through use of the MS teams platform. The same materials, content and levels of face-to-face contact are used in both modes of delivery thereby ensuring parity of experience for all. The on campus and electronic sessions may be run as one, through the use of hyflex or as separate sessions to accommodate participant work commitments and other practicalities.

Micro-teaching
During the induction, participants will be required to complete a ten-minute micro-teach. This is completed at the induction session (on campus or electronic) as an exercise and is an opportunity for participants to gather peer and programme team feedback on their teaching. 

Learning Package
The programme offers a comprehensive distance learning package on Moodle for all participants to access and work through at their own pace, focussing on areas according to their own development needs. The learning package is structured around the Dimensions of the UKPSF. Progress is reviewed at one-to-one tutorials. Parity of opportunity is ensured as all participants have access to the same materials and these materials are discussed regularly with the participants.

One-to-one face to face tutorials 
One-to-one face to face tutorials occur at least once a month and can be held on campus or electronic, dependent on participant needs and preferences. The format is the same for all participants and consists of 
· a review of reading or learning is undertaken in the previous month
· an examination of evidence gathered for the portfolio
· formative feedback on any assessments undertaken 
· forward planning in preparation for the next tutorial/submission of portfolio

Mentoring
Mentoring, through the support of Practice Advisors, occurs regularly and can be on campus and electronically, dependent on participant needs and preferences.

CPD Sessions 
A programme of asynchronous CPD sessions is run online on MS teams for all participants and recordings are posted for those who may not have been able to attend. Details of the programme are communicated at programme induction.













The table below shows the current composition of the programme: 


Completion in Two Years

	Module Code 
	Module Title 
	Module type 
	Credits

	Year 1 
	Level 7
	Semester 1 & 2
	Sept. to May

	UNHE7009
	Effective Teaching and Assessment  in Higher Education 
	Core
	30

	Year 2 
	Level 7
	Semester 1 & 2
	Sept. to May

	UNHE7009
	Advanced Teaching and Assessment in Higher Education
	Core
	30




The following modules will be offered in 2024/25 :

	UNHE7009
	Effective Teaching and Assessment  in Higher Education
	30 credits

	UNHE7009
	Advanced Teaching and Assessment in Higher Education
	30 credits



Module details are correct on 1 September 2025, and will not normally be changed during the year. In the unlikely event changes having to be made to these details during the year, you will be notified in writing.  Module descriptors, as previously indicated, are presented in the accompanying Module Directory document.

PROGRAMME MODULE ASSESSMENT PROCEDURES

At the start of each module the module tutor will provide you with full details of how you will be assessed in that module. This will include clear guidelines on the criteria that will be used for marking your work. Each module will be assessed independently in ways which reflect the objectives and learning outcomes of the module and the programme of study as a whole. Details of assignments will also be on Moodle. See also the individual module handbooks.

If you have registered on Welsh-medium modules, you will normally be expected to complete the assessment through the medium of Welsh.  Whenever possible, and subject to the constraints of the programme aims, participants following modules delivered through the medium of English may be assessed through the medium of Welsh if they wish to do so.

Participants have up to one calendar year from the date of registration to complete UNHE7009 

Participants have up to two calendar years from the date of registration to complete UNHE7010 

Completed portfolios can be submitted for assessment on any of the following dates this year:


30 January 2020

28 April 2026

The Programme team will advise you further regarding the submission procedures nearer the time. An electronic copy only is required. A representative sample of submissions will be moderated by a second staff member within the period agreed by the University, which is 20 working days during the term, to return assessed course work.  The Programme Manager will contact you if this is not possible.  

The pass mark for each portfolio is 50%. The portfolio tasks for both individual modules and the learning outcomes for the overall course are fully integrated with the fellowship requirements of the provision at D1/2 so that participants who fail to reach the 50% pass mark are deemed to have been unsuccessful from both an academic and fellowship perspective. As noted, the module handbooks for UNHE7009 and UNHE7009 explain the UKPSF in detail and outline how the evidence you submit for assessment, maps to the UKPSF.

Summative feedback will be provided through the Turnitin Feedback Suite in Moodle and when provisional marks are available, participants will be invited to a one to one on MS Teams where the Programme Manager will provide oral feedback on submissions prior to their return. It is important to note ALL participants, not just those undertaking UNHE7009 as a stand-alone module, need to pass UNHE7009 and gain Associate Fellowship before progressing to the second module UNHE7009. 

Assessments for UNHE7009 are moderated internally by a member of the Programme Team and confirmed by the External Examiner and finally the UWTSD Exam Board. Decisions ratified in the Exam Board are then reported to the Academic Office and Associate Fellow numbers noted for information in the University’s Learning and Teaching Board. The process to confirm and issue your AFHEA Advance HE accreditation certificate will likewise follow the Exam Board. The Academic Office will advise the Advance HE of your result who will issue your certification directly to you electronically.

For individuals continuing with the complete certificate, UNHE7009 is assessed by submission of an additional portfolio at a subsequent Exam Board. The full PGCert is ratified once again through an Exam Board following identical processes to the AFHEA award as indicated above. In line with all other level 7 qualifications in the institution, merit will be awarded to those who achieve an average mark between 60% and 69% across the full PGCert, while an average mark of 70% and above will receive distinction. You will receive a transcript following the Exam Board and an invitation to the Graduation Ceremony. The process to confirm and issue your Advance HE accreditation certificate will as in the case of UNHE7009 follow the Exam Board. The Academic Office will advise the Advance HE of your result who will issue your certification directly to you electronically. Fellowship numbers are recorded for information in the University’s Learning and Teaching Board.

[bookmark: _Toc100741392]UNIVERSITY ATTENDANCE POLICY
Attendance is an important indicator of your engagement with and success in your studies.  All students are therefore required to attend all scheduled classes (either face-to face or online) and tutorials and Institutes will record individual academic attendance.  It is important that:
· you familiarise yourself with the attendance policy relevant to you (see https://www.uwtsd.ac.uk/academic-office/other-forms-and-policies/);
· you are fully aware of procedures to follow in case of unexpected absences.  
· you are aware that disciplinary action will be taken for any sustained periods of unauthorised absence.
This is particularly important for international students with a UKVI Student Visa.  Failure to adhere to the requirements and conditions of the Attendance Policy will lead to withdrawal from your programme and the University will also inform the UKVI to withdraw your student visa sponsorship.

Appeal against withdrawal due to poor attendance – Information on how to appeal against withdrawal due to poor attendance is provided on the University’s website (http://www.uwtsd.ac.uk/academic-office/procedures-for-academic-appeals-complaints-and-other-student-cases/).  

[bookmark: _Toc11388597][bookmark: _Toc100741393]CODES OF CONDUCT
The University is committed to providing all students with a safe and inclusive learning environment where all students have the potential to succeed to the best of their ability. 

The University expects all students to abide by the Student Code of Conduct (see https://www.uwtsd.ac.uk/studentcharter/). 

The University also has Support for Study and Fitness to Practise Policies (see https://www.uwtsd.ac.uk/academic-office/academic-quality-handbook/).

In addition, many programmes have a professional code of conduct that you are expected to adhere to. Your Programme Manager will provide you with appropriate details if relevant. 
 
 
 
 


[bookmark: _Toc100741394]
ABOUT ACADEMIC MISCONDUCT AND PLAGIARISM
The University defines academic misconduct as ‘any act, intentional or otherwise, whereby a person may obtain for himself/herself or for another, an unpermitted advantage…’. Committing academic misconduct in assessment is one of the most serious offences in academic life, and its consequences can be severe. It undermines the integrity of scholarship, research, and of the examination and assessment process.

It is very important to understand that it is no defence to claim that academic misconduct has been committed unintentionally, accidentally, due to extenuating circumstances or a long-term impairment (irrespective of whether or not these circumstances or long-term impairment have been acknowledged by the University).

Plagiarism is one type of academic misconduct. Plagiarism is passing off, or attempting to pass off, another’s work as your own.  It includes copying the words, ideas, images or research results of another without acknowledgement, whether those words etc. are published or unpublished.  It is plagiarism, for example, to copy the work of another student, of a member of staff or a published article without crediting the author.  Persons who allow their work to be plagiarised are also guilty.

It should be noted that re-submitting work that has already been submitted for a different assessment task without noting that this is the case is also regarded as plagiarism (and is called self-plagiarism) and will be treated as such.

Plagiarism is one of the worst offences in academic life, and its consequences can be severe. It undermines the integrity of scholarship, research, and of the examination and assessment process.  The guidance that follows explains what is meant by plagiarism, describes the University’s regulations for dealing with it, and provides help in avoiding it.

When enrolling as a student at the University of Wales Trinity Saint David you have consented to your work being scrutinised both electronically and in person to check for cases of plagiarism.  Normally, your work will be submitted electronically via Moodle.  

For submissions outside of the Moodle platform, it is equally important that you reference your sources accurately.  In some cases you will be expected to submit both hard and electronic copies, which can be checked against the database of the UK Higher Education Plagiarism Detection Service.  For handwritten, portfolio and process workbook submissions check with your module tutor if you are in any doubt about whether you have infringed the regulations.  They are here to assist you; ensure that you take advantage of their expertise.
[bookmark: _Toc100741395]Plagiarism: Regulations, Procedure and Penalties  
Full details of the University’s procedures and penalties for dealing with issues of plagiarism can be found in Chapter 12 of the Academic Quality Handbook and the associated Academic Misconduct Policy, which can be seen on the University website or obtained from the Institute Offices. 
https://www.uwtsd.ac.uk/academic-office/academic-quality-handbook/ 
[bookmark: _Toc100741396]Avoiding Plagiarism
Coursework, dissertations, or creative work are meant to be your own original work.  Obviously you will use the work of others.  Not only is this inevitable, it is expected.  All scholarship builds on the work of others. The important thing to remember is always to acknowledge your sources. The University recognises four referencing styles: APA, Harvard, IEEE and MHRA and provides a handbook for each of these styles.  For your course of study you should be using Harvard.  The handbooks can be found online: https://www.uwtsd.ac.uk/library/infoskills/referencing-handbooks/ or in print from the Library and Learning Resources.  A Referencing Essentials session will be provided during the first term of your first year but as a general rule of thumb observe the following:

· Anything that is copied or quoted from another source, including electronic sources such as the internet, must be in quotation marks and attributed to the original author.  This may be in the body of the text or as a footnote, depending on which Referencing style you are asked to use.  

· Paraphrasing or summarising the work of others involves putting their ideas into your words.  This is fine, but again, acknowledge your source.  

· Where you are generally indebted for your ideas to one or two main sources, this can be a bit trickier.  If the ideas or the way they are presented come from one or two sources, make this clear.  Do the same if they come from lectures.  It is important not to claim originality where it does not exist but to indicate in general where the information comes from.

· Full citations in timed unseen examinations are obviously not expected, but you should indicate general indebtedness and always credit any quotations you have managed to remember.

The golden rule is; `if in doubt, provide references' and your Referencing Handbook will provide you with specific guidance to help you to do this correctly.   For support, contact your tutor or Academic Liaison Librarian.  There are no penalties for asking for advice and guidance; there are severe penalties for plagiarism and failure to reference means your work could be considered to be plagiarised.
[bookmark: _Toc100741397]Other types of Academic Misconduct
There are other types of academic misconduct, including, but not limited to producing work as a group where it is an individual task (called collusion), fabricating data or making false claims to have carried out research, using the service of an essay bank/essay mill, having an unauthorised source of information in an examination, prohibited communication during an examination. The same regulations, procedures and penalties apply to all types of academic misconduct. 
[bookmark: _Toc100741398]LIBRARY AND LEARNING RESOURCES
Library and Learning Resources (LLR) supports the learning, teaching and research activities of staff and students across the University with library services available  at Birmingham, Carmarthen, Lampeter, London and Swansea including online resources, social learning spaces, special collections and archives.   
The library prioritises the purchase of e-books over print wherever possible and loan periods are regularly reviewed by the library to ensure that they are appropriate and provide equitable access to resources.  It is expected that at least all Essential reading list items are available from the library.  The LLR follows a Fairer Fines policy which means students are only fined on items if they are in heavy demand or requested by another library user. 

The LLR provides a Need More? service which aims to provide a one stop shop for all learning resource needs, for example, if a book, journal or thesis is needed which is not in the library stock then it may be purchased or borrowed from another library. 
The Academic Liaison Librarian and contact for the PGCert tHE is: Alison Evans Tel: 01792 482049 
email: alison.evans@uwtsd.ac.uk

Alison supports students and staff in the use of library resources including the use of academic databases, accessing online resources, search skills and literature searching via taught sessions, one-to-one appointments, drop-in or email.
The link to her information page is here: Link to Academic Liaison Librarian 
Learning Spaces 
As well as collections, the library provides a variety of modern and flexible learning spaces, reflecting different styles of working e.g. group study spaces and quiet areas, as well as IT facilities, wireless internet, photocopying and printing facilities and excellent customer service.   
Online Library  
The LLR offers a wide range of printed and electronic resources including an extensive collection of online e-journals and e-books that are available 24/7 providing access to scholarly journals, newspapers, company reports and reference material. The library catalogue searches the whole range of print and online library materials and gives access to your library account from anywhere.  
InfoSkills 
All on campus students are provided with a library tour, a Basic Skills session and a Referencing Essentials session in the first few weeks at the University. To ensure parity, distance learning students receive an online induction session arranged with the Academic Liaison Librarian.  Academic Liaison Librarians help students to develop the skills required to find, use and evaluate information sources within their subject areas.  A range of sessions are offered online throughout the year to help students develop their Information Skills further to support their academic success and employability.  These include sessions on identifying fake news, using statistics, copyright awareness, and managing your online identity.   The LLR operates an open door policy that enables students to ask for help and advice on the information resources available throughout the academic year. Academic Liaison Librarians are welcomed to Student/ Staff Committees, and also attend other relevant Institute meetings where invited, including the Institute Board. For further information on InfoSkills provision go to:
https://www.uwtsd.ac.uk/library/infoskills/  
Special Collections and Archives 
The Library is also home to the Special Collections of UWTSD, including the University's oldest printed books, manuscripts and archives. The Special Collections include over 35,000 printed works, 8 medieval manuscripts, around 100 post medieval manuscripts, and 69 incunables.  Material from the Archives includes the institutional archive of St David’s College, later The University of Wales, Lampeter, and Trinity College Carmarthen, both constituent members of the University of Wales Trinity Saint David.  Students are encouraged to use these wonderful resources as part of their studies, regardless of discipline.  Visits and workshops are often arranged within the purpose-built reading rooms in the Lampeter campus library and there is a regular programme of exhibitions across the campuses and online. 

Services for Researchers
The LLR also provides advanced support for Research Students including support for the Researcher Development Framework such as Research Data Management, Data Plans, Open Access and measuring the impact of research through use of bibliometric and altmetrics.  Access to other libraries is also available via the SCONUL scheme as well as access to scanning and postal loans services via the Need More? service.
For recent service developments, updates and contact information please visit the University Library website at http://www.uwtsd.ac.uk/library/.  Please also follow the Library and Learning Resources on Facebook, Instagram or Twitter for up-to-date news, service developments and information on new services and resources: @UWTSDLib 
[bookmark: _Toc100741399]STUDENT SERVICES
A professional support service providing high quality information, advice, guidance, practical and emotional support to enable all students to reach their full potential.  Support available includes the Careers Service, Financial Support, Learning Support, Counselling Service and support for students from a care background.  For further details see http://www.uwtsd.ac.uk/student-services/. 
[bookmark: _Toc100741400]STUDY SKILLS 
All students have access to study skills support to assist them in their studies.  Details of provision are available from the Student Services offices on each campus and at http://www.uwtsd.ac.uk/study-skills/.   

Topics covered include:

Developing effective study strategies
Planning and writing assignments
Preparing presentations
Planning for seminars
Preparing for exams

Drop-in study skills sessions and 1:1 appointments are available  online (and in person where possible) – no appointment necessary.  Please see the Student Services study skills webpages for further details: http://www.uwtsd.ac.uk/study-skills/.
[bookmark: _Toc100741401]COMPLAINTS 
You have a right to make a complaint about any specific concern about the provision of your Programme of Study or a related academic service. Full details of the complaints process can be found in the Student Complaint Policy associated with in Chapter 12 of the Academic Quality Handbook and in supporting documentation published on the Academic Office section on the University’s website:
http://www.uwtsd.ac.uk/academic-office/procedures-for-academic-appeals-complaints-and-other-student-cases/
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APPENDIX A: MAPPING MATRICS
 
PROGRAMME LEARNING OUTCOMES /UKPSF PSF 2023 DIMENSIONS

a. Areas of Activity 
 
	 Learning Outcomes of the PGCert tHE 
 
	A1
	A2
	A3
	A4
	A5

	1. Apply design and learning concepts that explain how students learn effectively, both generally and in their own disciplinary context.
	X
	X
	
	X
	

	2. Critically evaluate a wide range of appropriate methods for curriculum design, teaching, learning, assessment and student support suitable for different approaches and environments appropriate to subject areas within HE. 
	X
	X
	X
	X
	

	3. Critically analyse a range of pedagogical models, analysing theory, scholarship and research evidence in relation to their own professional practice. 
	
	X
	
	X
	x

	4. Critically reflect on own practice  to improve it. 
	X
	
	
	
	X

	5. Demonstrate through critically reflecting upon a series of teaching interventions effective application of practice in to support and guide learners– including designing curriculum, teaching, assessing and giving feedback for learning to learners.
	X

	X
	X
	X
	X

	6. Application of a range of self, peer and student monitoring and evaluation techniques to review the teaching,  learning and feedback for learning and to aid course review.  
	X
	X
	
	
	X

	7. Exercise initiative and personal responsibility to enhance practice through continuous personal development. 
	X
	X
	X
	X
	X

	8. Be able to effectively communicate results of research to participants and peers. 
	X
	
	
	
	X

	9. Be able to reflect in an informed way on their own personal and professional practice and assess their own future development needs to secure ongoing improvement in their professional activity. 
	
	
	
	
	X


 












b. Core Knowledge
 
	 Programme Learning Outcomes of the PGCert tHE 
 
	K1
	K2 
	K3
	K4
	K5
	K6

	1. Apply concepts that explain how students learn effectively, both generally and in their own disciplinary context.
	X
	X
	X
	
	
	

	2. Critically evaluate a wide range of appropriate methods for curriculum design, approaches to teaching, learning, assessment and student support suitable for different subject areas within HE. 
	X
	X
	X
	X
	
	

	3. Critically analyse a range of pedagogical models, analysing theory, scholarship and research evidence in relation to their own professional practice.
	
	X
	X
	X
	
	

	4. Critically reflect on their own professional practice, in order to understand it more deeply and aim to improve it. 
	
	X
	
	
	
	

	5. Demonstrate through critically reflecting upon a series of teaching interventions effective application of practice in supporting student learning – including designing curriculum, teaching, assessing and giving feedback to learners.
	
	X
	
	X
	
	

	6. Application of a range of self, peer and student monitoring and evaluation techniques to review the teaching and learning and to aid quality assurance and enhancement .  
	
	,
	
	
	X
	X

	7. Exercise initiative and personal responsibility through critical evaluation as basis for effective practice. 
	X
	X
	X
	X
	X
	X

	8. Be able to effectively communicate results of research into practice to participants and peers. 
	
	

	
	
	X
	X

	9. Be able to reflect in an informed way on their own personal and professional practice and assess their own future development needs to secure ongoing improvement in their professional activity. 
	
	
	
	
	X
	X


 













c. Professional Values 
 
	 Learning Outcomes of the PGCert tHE 
 
	 V1
	V2 
	V3
	V4

	1. Apply concepts that explain how students learn effectively, both generally and in their own disciplinary context.
	X
	
	
	

	2. Critically evaluate a wide range of appropriate methods for curriculum design, teaching, learning, assessment and student support suitable for different subject areas within HE. 
	X
	
	X
	

	3. Critically analyse a range of pedagogical models, analysing theory, scholarship and research evidence in relation to their own professional practice.
	X
	
	
	

	4. Critically reflect on their own professional practice, in order to understand impact on diverse groups learners and individual learners needs it more deeply and aim to improve it. 
	X
	X
	
	

	5. Demonstrate through critically reflecting upon a series of teaching interventions effective application of practice in supporting student learning – including designing curriculum, teaching, assessing and giving feedback to learners.
	X
	X
	X
	

	6. Application of a range of self, peer and student monitoring and evaluation techniques to review the teaching and learning and to aid course review.  
	X
	
	
	

	7. Demonstrate the impact on student performance a proactive approach to promoting learner engagement and equity in HE settings 
	
	x
	
	

	8. Exercise initiative and personal responsibility. 
	X
	
	
	

	9. Be able to effectively communicate results of own practice research to participants and peers. 
	X
	
	
	X

	10. Be able to reflect in an informed way on their own personal and professional practice and assess their own future development needs to secure ongoing improvement in their professional activity. 
	X
	
	
	X


 
 
 







APPENDIX B - advice on D2

The appendix below outlines the assessment tasks for UNHE7009 and UNHE7009. The assessments build across the modules to ensure that you have sufficient evidence to meet the requirements of Descriptor 2 of the PSF 2023 on completion of all tasks. 

UNHE 7007

	Portfolio assessment component
	UKPSF mapping (D1 Associate Fellow)

	General statement
	The statement describes the context of your teaching. 
· D1 requires evidence of effective and inclusive practice in at least two of the five Areas of Activity  
· For example, at the very least you will describe how you Teach/Support learning [A2] and develop effective learning environments [A4]. If involved in the assessment, you will provide evidence of A3.
· Application of appropriate Core Knowledge, including at least K1, K2 and K3  
· Use of appropriate Professional Values, including at least V1 and V3  

	Micro teaching session
	· The microteach will be an opportunity to provide evidence of designing learning, current practice in teaching, thus being observed teaching , assessing and supporting learners through positive learning environments [A1-A4] whilst also you must show evidence of your knowledge of the subject materials [K1] and methods of teaching capability [K2]. 
· It is an opportunity to explain how you demonstrate most if not all of the professional values.


	Teaching Intervention
	· This is a major reflective piece of work and will satisfy most if not all of the evidence requirements for Descriptor D1 , therefore exceeding what is required, so it is important to focus on D1 and ensure that is fully evidenced. Consider the Dimensions and the D1 Descriptor carefully therefore when writing your reflective account.


	Reports of three teaching observations

[See Appendix B for a copy of the observation form.]

	· The teaching observations authenticate your practice and will be an opportunity to provide clear evidence of designing learning and your current practice in teaching, assessing and supporting learners through positive learning environments [A1-A4] You should show evidence of your knowledge of the subject materials [K1] and methods of teaching capability [K2]. 
· Most, if not all, the professional values will also be relevant here.

	Reflective evaluations of three CPD events attended
	· The CPD reports will provide evidence in many of the Dimensions of the UKPSF but particularly A5 engagement in CPD.






















UNHE 7008

	Portfolio assessment component
	UKPSF mapping (D2 Fellow)

	Teaching Intervention - report
	· The Dimensions of the Professional Standards Framework PSF 2023   describes the context of your teaching. D2 requires evidence that emphasises effective and inclusive practice across all five Areas of Activity
· You must show evidence across the five forms of core knowledge 
· Must demonstrate all of the professional values

	Teaching Intervention - poster
	· Like the teaching intervention in report form, this poster will show activity across a wide range of the Areas of Activity within the UKPSF. Once again it is important to be reflective in this piece of action research.

	Reports of three teaching observations

[See Appendix B for a copy of the observation form.]

	· The teaching observations authenticate your practice and will be an opportunity to provide clear evidence of designing learning and your current practice in teaching, assessing and supporting learners through positive learning environments [A1-A4] You should also show evidence of Core Knowledge.
· Most, if not all, of the professional values will also be relevant here. 

	Reflective evaluations of three CPD events attended
	· The CPD reports will provide evidence in many of the Dimensions of the UKPSF but particularly A5 engagement in CPD.

	A brief assessment of your development as a reflective practioner
	· There is a strong emphasis upon personal development throughout the PGCert tHE, therefore you should aim here to show evidence of reflection and professional development in practise that addresses specific statements within the UKPSF. 










From the creation of one teaching intervention in UNHEH7007, you progress through to two teaching interventions in UNHE7009, thereby ensuring, as your experience grows, that you have the opportunity to evidence within these teaching interventions all requirements of Descriptor 2 particularly in terms of Areas of Activity and Core Knowledge.  Similarly, the number of observations of yourself is increased in UNHE7009 enabling further evidence examples. The final assessment of UNHE7009, which focuses on your development as a reflective practitioner, enables you to highlight your personal journey to D2 through the modules. As you complete the various assessment tasks, the programme team will also work with you, through your individual tutorials, supporting you appropriately using formative feedback, to ensure you are able to evidence D2 sufficiently, by the end of the programme and be awarded Fellowship status. The normal minimum completion time for participants, if completing the whole qualification, is one year, providing appropriate progression to D2 can be evidenced. 

Below are listed the Dimensions of the UKPSF as referred to above:
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Dimensions of the Framework
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Areas of Activity

Design and plan learing activities
andfor programmes of study

Teach and/or support learning
Assess and give feedback to leamers

Develop effective learning
environments and approaches to
student support and guidance

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

/

\

K1

K2

K3

Ka

K5

K6

Core Knowledge

‘The subject material

Appropriate methods for teaching,
learning and assessing in the subject
area and at the level of the
academic programme

How students lear, both generally
and within their subject/
disciplinary area(s)

‘The use and value of appropriate
learning technologies

Methods for evaluating the
effectiveness of teaching

‘The implications of quality assurance
and quality enhancement for
academic and professional practice
with a particular focus on teaching

Professional Values
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Respect individual learners and
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opportunity for leamers

igher

Use evidence-informed approaches
and the outcomes from research,
scholarship and continuing
professional development
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which higher education operates
recognising the implications for
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