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WELCOME 
We are delighted to welcome you to this module within the Wales Academy for Professional Practice and 
Applied Research (referred to as ‘The Academy’).  

The modules and programmes we offer are at the forefront of practice in professional learning and provide 
a rich framework of development for you as an advanced practitioner in your field. Our faculty staff are 
uniquely placed to support you as their expertise in academic practice is complemented by their extensive 
professional experience in the private, public and third sectors. Together you will be able to explore and 
extend practice in your field whilst attaining a credential of real value to yourself and your organisation. 

This handbook provides you with information such as: 

• module descriptor 
• marking criteria 
• assessment and guidance 
• feedback sheet 
• study skills 

Appendices include:  

• presentation of work 
• deadlines 
• example assignment structure 
• essay instruction terms 
• critical writing V’s descriptive writing 
• good and bad critical writing 
• higher level vocabulary 

The Academy 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 plenty of 
advanced warning in the event of any alteration.  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. 

The focus of our Professional Practice Work-based Studies qualifications is to provide student-centred 
learning opportunities that are accessible, flexible, inclusive, lifelong and of the highest quality.  University 
of Wales Trinity Saint David (UWTSD) acknowledges the importance of student-focused courses, and has 
designed the Professional Work-based portfolio of qualifications to maximise learning opportunities for all. 

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 a number of ways:  through the student 
representative for your programme of study, through module evaluation questionnaires, through informal 
meetings with your personal tutor, teaching staff, or Head of School, through focus groups set up by 
Institutes to gain feedback from students on particular issues, or through the Students’ Union.  If there are 
issues, then it is important that you share these with us so that we can address them.  Your opinion is 
valued.   
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MODULE TUTORS AND COORDINATORS  
 

This handbook covers the RAL Module.  The name and contact details of the team supporting the RAL 
module are as follows: 

 

Sarah Loxdale,  

Module Coordinator 

Email – s.loxdale@uwtsd.ac.uk 

 

Lowri Harris, Programme Manager for the 
Professional Practice Framework 

Email – l.m.harris@uwtsd.ac.uk  

 

Ann Beaumont, Administrative Officer 

Telephone Number – 01267 676882 

Email – a.beaumont@uwtsd.ac.uk  

 

FURTHER PROGRAMME INFORMATION 
 

Please read the Professional Practice Framework (PPF) Programme of Study of Handbook which can be 
found on Moodle.  

Information on the following can be found in the above handbook:   

• programmes of study and Programme Directors 
• pastoral support 
• external examiners 
• the academic year 
• modular terminology  
• assessment 
• extenuating circumstances 
• additional needs in terms of assessment 
• academic appeals 
• assessment regulations 
• responsibilities of students in relation to the assessment process 
• virtual learning environment (VLE) 
• awards in Professional Practice 
• WIWBL attendance policy 
• unfair practice and plagiarism 
• library and learning resources  
• student services 
• study skills 
• complaints 

mailto:s.loxdale@uwtsd.ac.uk
mailto:l.m.harris@uwtsd.ac.uk
mailto:a.beaumont@uwtsd.ac.uk
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If you have any concerns with your studies, in the first instance please contact your Course Tutor, or the 
Programme Director. 
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MODE OF DELIVERY  
 

The RAL Module is a very individual course of study and the programme of tutorials will reflect that; 
however, tutors will expect to liaise with you regularly and a programme of tutorials will be agreed with 
you at the start of the programme. These tutorials may be face-to-face, through Skype or over the phone.  

Where possible you will be expected to attend 3 formal delivery days, one at the beginning of your study, 
one approximately 4 weeks later and a 3rd day (likely to be between 6 and 9 months into your studies) that 
will be agreed with you on Day One.  The material from the delivery days will be available on Moodle 
should you not be able to attend in person. 
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THE MODULE DESCRIPTOR and READING LIST 
 

Module Code  BMPF6000 / BMPF6000D  
Title  Recognition and Accreditation of Learning (RAL)  
Date  13/02/2023  
Level  6  
Credits  20  
Pre-Requisites  None   
  
  
AIM(S)  

• To enable the learner to compile a claim for academic credit based on prior learning – to be 
submitted to the UWTSD RPEL and Accreditation Board and to enable the learner to evaluate 
and reflect critically upon their own learning experience – to be submitted to the WAPPAR 
Exam Board.  

  
LEARNING OUTCOMES  
  
Upon the successful completion of this module, the student should be able to:  
  

• reflect on a portfolio of evidence that supports a claim for academic credit accurately 
reflecting on their learning experience;  

  
• develop a vocabulary to define their own learning and relate this learning to the University’s 

assessment criteria;  
  
• critically analyse, evaluate and justify their higher-level learning experience;  
  
• critically evaluate a range of concepts, models and theories that underpin their own working 

practices and principles.  
  

INDICATIVE CONTENT  
  

• Learners will explore the concepts of learning through the use of discussion and personal 
examples, and will be introduced to the vocabulary that is used to define learning outcomes 
at different levels.  

  
• Learners will explore a range of academic concepts, theories and models that reflect on 

and underpin practice in their workplace setting.  
  
• Learners will receive guidance on how to evaluate and reflect upon their own learning 

experiences.   
  
• Learners will be allocated an academic advisor who will provide the appropriate academic 

framework within which the learner can identify the learning that has already taken 
place.  This will enable learners to define a set of associated learning outcomes. The 
academic advisor will also provide advice and practical guidance on how to:-  

• identify and evaluate the possible learning outcomes that exist within the CV and job 
description;  

• relate experience and working practice to the learning outcomes;   
• develop a portfolio of evidence of accredited and experiential learning.   
• source the evidence required to demonstrate achievement of the learning 

outcomes;  
• identify the academic level and likely credit value of the learning experience.  
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Study Time Allocation  
  
The study time for the module is divided as follows:  
  
Activity type  Hours  Percentage  
Scheduled learning  30  15%  
Independent learning  70  35%  
Placement learning  100  50%  
TOTAL  200  100%  

  
  
ASSESSMENT  
  
☐  Written exam  ☒  Coursework  ☐  Practical  

Mode of assessment  Volume  Weighting   

Reflective essay based upon a portfolio of 
evidence, analysing, synthesising and 
critically evaluating their own learning 

experiences, and identifying opportunities 
for increasing the impact of this learning on 
their own practice and that of others in the 

workplace.  

6 elements (4000 words 
equivalent)  100%   

  
Assessment Summary  
Activity type  Percentage  
Written exam  0  
Coursework  100%  
Practical  0  
TOTAL  100%  
  
  
INDICATIVE READING LIST  
  
Module 
Code  

BMPF6000 / BMPF6000D  

Module 
Title  

Recognition and Accreditation of Learning (RAL)  

Classifica
tion  

Reading List entry  Electron
ic*  

Essential  RAL Handbook  ☒  
Further  Argyris, C. and Schön, D. (1992). Theory and Practice: Increasing 

Professional Effectiveness. San Francisco: Jossey Bass.  
☐  

Further  Boud, D., Cressy, P. and Docherty, P. (Eds). (2006). Productive Reflection at 
Work. London: Routledge.   
Per-Erik Ellsrom (Chapter 4: The meaning and role of reflection in informal 
learning at work). In: Boud, D., Cressy, P. and Docherty, P. (Eds). (2006). 
Productive Reflection at Work  

☐  

Further  Kolb, D. A. (1984) Experiential Learning London: Prentice Hall.  ☐  
Further  Moon, J. A. (2004) A Handbook of Reflective and Experiential Learning:   

Moon, J. A. (2006) Learning Journals London: Routledge, 2006  
Moon, J.A. (1999). Reflection in Learning and Professional Development: 
Theory and Practice. London: Kogan Page. Theory and Practice London: 
Routledge Falmer.   

☐  
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Further  Raelin, J. A. (2008) Work-based Learning: Bridging Knowledge and Action in 
the Workplace San Francisco: Jossey Bass Wiley.  

☐  

Further  Schön, D. (1991) The Reflective Practitioner San Francisco: Jossey Bass.   ☐  
Further  Simosko, S. and Cook, C. (1996) Applying APL Principles in Flexible 

Assessment: a practical guide London: Kogan Page.  
☐  

Further  A Guide to Learning Styles, , http://vark-learn.com/the-vark-questionnaire/  ☒  
Further  Credit and Qualifications Framework for Wales, 

http://wales.gov.uk/topics/educationandskills/qualificationsinwales/creditqualifi
cationsframework/?lang=en   

☒  

Further  National Occupational Standards, 
http://www.ukstandards.org.uk/Pages/index.aspx  

☒  

Further  Peter Honey and Alan Mumford (1986), http://resources.eln.io/honey-
mumford-learner-types-1986-questionnaire-online/  

☒  

Further  Whitney, D., and Trosten-Bloom, A., (2010). The Power of Appreciative 
Inquiry (2nd Edition). San Francisco: Berrett-Koehler.  

☐  

Further  Wilson, E and Bedford, D (2009) Study Skills for Part-time Students, Harlow: 
Longman  

  

Further  Wolf, J. (1980). Experiential Learning in Professional Education: Concepts 
and Tools. New Directions for Experimental Learning, 8, p.17..  

☐  

  

http://vark-learn.com/the-vark-questionnaire/
http://wales.gov.uk/topics/educationandskills/qualificationsinwales/creditqualificationsframework/?lang=en
http://wales.gov.uk/topics/educationandskills/qualificationsinwales/creditqualificationsframework/?lang=en
http://www.ukstandards.org.uk/Pages/index.aspx
http://resources.eln.io/honey-mumford-learner-types-1986-questionnaire-online/
http://resources.eln.io/honey-mumford-learner-types-1986-questionnaire-online/
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Module Code  BMPF7080 / BMPF7080D  
Title  Recognition and Accreditation of Learning (RAL)  
Date  14/12/2022  
Level  7  
Credits  20  
Pre-Requisites  None   
  
  
AIM  

• To enable the student to compile a claim for academic credit based on prior learning – (to be 
submitted to the UWTSD RPEL Board) and to enable the student to evaluate and reflect 
critically upon their own learning experience – (to be submitted to the WAPPAR Exam 
Board).  

  
LEARNING OUTCOMES  
  
Upon the successful completion of this module, the student should be able to:  

• reflect on a portfolio of evidence that supports a claim for academic credit, accurately 
reflecting on their learning experience;  

• develop a vocabulary to define their own learning, and relate this learning to the University’s 
assessment criteria;  

• critically analyse, evaluate and justify their higher level learning experience;  
• critically evaluate a range of concepts, models and theories that underpin their own working 

practices and principles.  
  

INDICATIVE CONTENT  
• The student will explore the concepts of learning through the use of discussion and personal 

examples, and will be introduced to the vocabulary that is used to define learning outcomes 
at different levels.  

• The student will explore a range of academic concepts, theories and models that reflect on 
and underpin practice in their workplace setting.  

• The student will receive guidance on how to evaluate and reflect upon their own learning 
experiences.    

• The student will be allocated an academic adviser who will provide the appropriate academic 
framework within which the student can identify the learning that has already taken 
place.   This will enable the student to define a set of associated learning outcomes.  

• The academic advisor will also provide advice and practical guidance on preparing a portfolio 
that requires learners to *:  

• identify and evaluate the possible learning outcomes that exist within the CV 
and job description; (to be submitted to the UWTSD RPEL and Accreditation 
Board)   

• relate experience and working practice to the learning outcomes;   
• develop a portfolio of evidence of accredited and experiential learning.  and 

source the evidence required to demonstrate achievement of the learning 
outcomes; (to be submitted to the UWTSD RPEL and Accreditation Board)  

• identify the academic level and likely credit value of the learning experience.  
  

Study Time Allocation  
  
The study time for the module is divided as follows:  
  
Activity type  Hours  Percentage  
Scheduled learning  40  20%  



 13 

Independent learning  60  30%  
Placement learning  100  50%  
TOTAL  200  100%  

  
  
ASSESSMENT  
  
Assessment Component 1 (Tick one)  
  
☐  Written exam  ☒  Coursework  ☐  Practical  

Mode of assessment  Volume  Weighting   

Essay with supporting 
information  5000 words equivalent  100%   

  
Assessment Summary  
Activity type  Percentage  
Written exam  0%  
Coursework  100%  
Practical  0%  
TOTAL  100%  
  
  
INDICATIVE READING LIST  
  
Module Code  BMPF7080 / BMPF7080D  
Module Title  Recognition and Accreditation of Learning (RAL)  
Classification  Reading List entry  Electronic*  
Essential  RAL Handbook  ☒  
Further  Wilson J. (2006) . Experiential Learning: a best practice 

handbook for educators and trainers.  Kogan Page..  
☐  

  
Further  Boud, D., Cressy, P. and Docherty, 

P.  (Eds).  (2006).  Productive Reflection at Work.  London: 
Routledge.    

☒  
  

Further  Kolb, D.  A. (2015) Experiential Learning (2nd ed). London: 
Prentice Hall.  

☒  
  

Further  Moon, J.  A.  (2004) A Handbook of Reflective and Experiential 
Learning:  

☒  
  

Further  Moon, J.  A.  (2006) Learning Journals London: Routledge, 
2006  

☒  
  

Further  Raelin, J.  A. (2008) Work-based Learning: Bridging Knowledge 
and Action in the Workplace San Francisco: Jossey Bass 
Wiley.  

☒  
  

Further  Schön, D.  (1991) The Reflective Practitioner San Francisco: 
Jossey Bass.    

☒  
  

Further  A Guide to Learning Styles, , http://vark-learn.com/the-vark-
questionnaire/  

☒  
  

Further  Credit and Qualifications Framework for Wales, CQFW 
ebrochure Update (gov.wales)  

☒  
  

Further  National Occupational Standards, 
http://www.ukstandards.org.uk/Pages/index.aspx  

☒  
  

http://vark-learn.com/the-vark-questionnaire/
http://vark-learn.com/the-vark-questionnaire/
https://gov.wales/sites/default/files/publications/2022-03/220323-cqfw-brochure.pdf
https://gov.wales/sites/default/files/publications/2022-03/220323-cqfw-brochure.pdf
http://www.ukstandards.org.uk/Pages/index.aspx
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Further  Peter Honey and Alan Mumford (1986),  The 4 Honey and 
Mumford Learning Styles | Blog | ELN  

☒  
  

Further  Wilson, E and Bedford, D (2009) Study Skills for Part-time 
Students, Harlow: Longman  

☐  
  

  

https://www.eln.co.uk/blog/honey-and-mumford-learning-styles
https://www.eln.co.uk/blog/honey-and-mumford-learning-styles
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MARKING CRITERIA 

 

BMPF6000D - Recognition and Accreditation of Learning 

Module Specific Marking Criteria 

 

 

Marking Criteria 

An excellent critical analysis and evaluation of the learning experience and related activities 
which is supported comprehensively by the portfolio of evidence. The portfolio includes an 
annotated CV and  job description and includes evidence of learning experiences. These 
unmistakably associate the learning with work based practice.  Appropriate vocabulary has 
been developed to define the learning and this learning has been clearly related to the 
assessment criteria at the correct level and credits. The reflective essay based upon the 
portfolio thoroughly considers the concepts, models and theories which underpin practice and 
perceptibly identifies  opportunities for increasing the impact of this learning on their own 
practice and that of others in the workplace. An excellent standard of reflection based on a 
comprehensive portfolio of evidence and which critically analyses and evaluates the learning 
experience at an appropriate level.  

 

A very good critical analysis and evaluation of the learning experience and related activities 
which is very well supported by the portfolio of evidence. The portfolio includes an annotated 
CV,  job description and  evidence of the learning experience. These clearly link the learning 
with work place practice. Appropriate vocabulary has been developed to define the learning 
and this learning has been related to the assessment criteria at the correct level and credits. 
The essay considers the concepts, models and theories which underpins work practices and 
identifies opportunities where learning can possibly impact on own practice and that of others 
in the workplace. A very good reflective essay based on the portfolio of evidence provided 
which analyses and evaluates the learning exprience to a very good standard.  

 

A good analysis of the learning experience which is supported by the portfolio of evidence. 
This includes a full CV and job description which links the learning with the work place. Some 
evidence of the learning experience and other activities are also included in the portfolio. The 
vocabulary used has been developed to discuss the learning and this learning has been 
related to the assessment criteria and credits. The essay gives consideration to some 
concepts, models and theories which can underpin practice and refers to opportunities where 
learning could possibly affect the workplace. The essay is based on the portfolio evidence. 

 

The essay is largely descriptive and the portfolio of evidence is limited. There is some evidence 
of appropriate learning activities but these are not adequately linked to practice nor do they 
evidence the possible effect on the workplace. Some references are made to theory but this is 
very limited and the vocabulary used is not always appropriate. Further analysis and evaluation 
is required at this level.  
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Very insubstantial with serious deficiencies; for example, some components have been 
omitted or treated cursorily. The treatment is descriptive and not analytical, or yields no 
substantive conclusions or recommendations. Little understanding of the meaning of the 
reflection which is required in an academic essay of this kind. 

 

No focus on relevant aspects and little or no coherence. 

 

Insufficient evidence of engagement with the subject. No understanding of standard CV 
format.   

 

No work submitted. 

 

Allocation of grade / mark within each classification: 

 

Top grade: the work meets all the criteria. 

Middle grade: the work meets a substantial majority of the criteria. 

Bottom grade: the work meets the bare requirements of the criteria. 
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BMPF7080D - Recognition and Accreditation of Learning 

Module Specific Marking Criteria 

Marks Marking Criteria 

80%+ 

An exceptional submission which fully addresses all the criteria referred to in 
the 70-79% category below.  

Original work of publishable quality which displays mastery of the subject. A 
wide range of methods applied, with an argument covering all significant 
aspects of the subject; logically argued. Exceptional work and at a very high 
level in every respect. 

Presentation faultless, using correct referencing and subject and level 
appropriate vocabulary. The range of research methods used respond wholly 
to the agreed study. 

70 - 79 %  

An excellent critical analysis and evaluation of the learning experience and 
related activities which is supported comprehensively by the portfolio of 
evidence. The portfolio includes an annotated CV and job description and 
includes evidence of different learning experiences. These unmistakably 
associate the learning with work based practice.  Appropriate vocabulary has 
been developed to define the learning and this learning has been clearly 
related to the assessment criteria at the correct level and recognising 
appropriate credit value. The excellent standard of reflection thoroughly 
considers concepts, models and theories which underpin practice and 
analyses the portfolio content, synthesising and critically evaluating personal 
learning experiences. It also perceptibly identifies strategies which can 
increase the impact of this learning on personal practice and that of others in 
the workplace.  

Thorough and comprehensive knowledge of substantive content with some 
originality. Shows a sound ability to inter-relate concepts and ideas and to 
evaluate theory critically at the appropriate level. Makes points clearly and 
precisely, always uses a wide range of source materials which are 
appropriately referenced to substantiate points. Coherent argument which is 
methodically analysed supports a reliable conclusion based on discussion 
and examination. Evidence of independent thought. The reading cited is 
extensive and very relevant. 

Written work is very well planned and presented, is wholly relevant, clearly 
expressed and coherent in organisation, with evidence of reading and correct 
referencing and citation. Excellent use of language relevant to the study. The 
range of research methods selected are wholly appropriate for the study. 
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60 – 69% 

A very good critical analysis and evaluation of the learning experience and 
related activities which is well supported by the portfolio of evidence. The 
portfolio includes an annotated CV and job description identifying learning 
experiences and other activities. These clearly link the learning with work-
based practice. Appropriate vocabulary has been developed to define the 
learning and this learning has been related to the assessment criteria at the 
correct level and recognising appropriate credit value. The submission 
considers concepts, models and theories which underpin work practices and 
identifies opportunities where learning can impact on the workplace. The 
reflective essay based on the portfolio of evidence provided analyses and 
evaluates the learning experience to a very good standard. 

Sound knowledge of the topics and issues is evidenced through critical 
treatment of the material, inter-relating concepts, ideas and practical 
examples. Discussion is at an appropriate level. Points are substantiated with 
appropriate evidence. Content is relevant and links are made between all 
paragraphs and sections. Reading cited is very good and the conclusion 
relevant to the discussion.  

A very good standard of writing and presentation, coherent and relevant, 
based on a range of reading. Relevant points made are justified and 
referenced appropriately. Referencing is correct and citations follow the 
appropriate system. Use of language is very good with some minor errors. 
The range of research methods selected is appropriate for the study. 

50 – 59% 

The submission meets the criteria for a pass. The portfolio includes a CV and 
job description which identifies learning experiences. The evidence of 
appropriate learning is good and is clearly linked to practice. Associated 
evidence is included. The essay is largely descriptive but there are limited 
references made to theory. The vocabulary, analysis and evaluation is 
generally acceptable for this level.  

The content generally is relevant, showing evidence of acceptable knowledge 
and understanding of issues, but limited ability to apply theory and concepts 
critically. Line of reasoning not always clear and there is sometimes a lack of 
coherence. Work can be inappropriately descriptive for this level. There is 
some evidence of points made which are unsubstantiated and some 
examples of work not cited. 

Work is planned but there are weaknesses in the relationship between some 
sections. The presentation and expression are appropriate. Referencing is 
more often than not correct and citations follow the standard required, but not 
all are included in the bibliography. Use of language is good but there are 
some weaknesses which need to be addressed, for example errors on syntax, 
spelling and sentence structure needs reviewing. The research methods 
selected are in the main pertinent for the study. 
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0 – 49% 

(Fail)  

 

Reflection/discussion is generally at a very low level, being essentially 
descriptive rather than evaluative or yields neither substantive conclusions 
nor recommendations. Further analysis and evaluation is required at this 
level.  

Very insubstantial with serious deficiencies, for example, some components 
have been omitted or treated cursorily.  

No understanding of different approaches related to a wider context or within 
a work-based setting.  

No focus on relevant aspects and little or no coherence. 

Very insubstantial with inadequate evidence of knowledge and understanding 
of the topic. Much of the work is not level appropriate. 

No evidence of appropriate reading and investigation; descriptive only.  

Outcomes not achieved to the standard required.  

No evidence of planning. Background reading is very weak. Inadequate 
bibliography, and references are insufficient/unavailable. Use of language is 
very weak. The presentation is untidy and lacks any coherence.  

No work submitted. 
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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 on the Carmarthen, Lampeter and 
Swansea campuses during term time – no appointment necessary.  

 

Distance learning students are also able to access the Study Skills Distance service using e-mail, 
telephone or Skype.  Please see the Student Services study skills webpages for further details: 
http://www.uwtsd.ac.uk/study-skills/. 

 

LEARNER ZONE 
 

We have also included an area on Moodle for all of our learners called the ‘Learner Zone’, this can 
be found in the same section as ‘My Courses’. You will find items such as: 

• What to expect as a learner 
• Returning to learning 
• References, resources and the UWTSD Library 
• Plagiarism and referencing 
• Study Skills and support 
• Well-being and much more 

 

  

http://www.uwtsd.ac.uk/study-skills/
http://www.uwtsd.ac.uk/study-skills/
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Section 1: INTRODUCTION TO RECOGNITION AND 
ACCREDITATION OF LEARNING (RAL) 
 

UWTSD recognises that much learning is accomplished in the workplace and that valuing staff is an 
important facet of growth in all organisations. This module is designed to enable employed 
students to claim credit for the higher level learning that has taken place within their working 
environment and for organisations to recognise the level of learning that these students have 
acquired through their workplace. 

 

Credits gained through this module can form up to two thirds of a qualification, and has limited 
standing outside a recognised qualification. This is not a standalone qualification, but the credit 
you gain can be put towards a qualification. Most, but not all, people will use this credit towards 
their Professional Practice award (BA or MA).  

 

This scheme is relevant to all sectors as gaining accreditation on prior, experiential and certificated 
learning is non sector specific.  

 

The type of prior learning you submit to be considered as part of your Professional Practice award 
may be of two types and there are two processes to follow to claim this learning: 

• Formal learning on courses of study which has already been credit-rated, and that you 
have a certificate for.  If this learning is related to your current working practice you can 
ask the University to recognise this (complete PL3A)   
 

https://www.uwtsd.ac.uk/media/uwtsd-website/content-assets/documents/academic-
office/aqh-appendices/PL3A_RPL_Certificated_Learning_Application_Form_09-2018.docx 
 

• Experiential learning, for example, learning gained from work or other significant 
experiences. This module will support you to claim this learning. It will be described in 
detail through this process, you will compile a portfolio of evidence and complete a 
reflective essay. (complete PL3bB) 
 
https://www.uwtsd.ac.uk/media/uwtsd-website/content-assets/documents/academic-
office/aqh-appendices/PL3b_RPL_Experiential_Learning_Application_Form_07-2019.docx 

 

 

 

 

Whichever type of prior learning you claim credit for, and it can be a mixture of 
experiential or certificated, it must be relevant to the focus of any future 

programme of study you go on to undertake. 
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The structure 
 

The programme structure will enable you to identify learning from your work-based experience 
and to claim credit for it. This, in addition to any credit gained from formal education or training at 
the right level, will enable you to accumulate credit towards a qualification. Many people have 
found this to be a transforming experience.  

See https://www.uwtsd.ac.uk/wiwbl/learner-journeys/ 

 

 

Content 
 

This handbook and the Moodle page are organised into sections. Although the focus of the 
sections is on one area of the portfolio in particular, the material provided is pertinent to all 
sections and to the completion of the final portfolio and your overall reflection. 

This is a flexible learning module which you work through, completing the tasks and exercises in 
the virtual learning environment (VLE). A wide range of activities, discussion and information are 
available and are indicated at each stage of the module by the icons (see below). 

Each section has been organised following, wherever possible, a similar structure. The variations 
depend upon the content of the section. Generally each section will include the following: 

• Additional resources 
• Advice and/or hints 
• Background reading 

https://www.uwtsd.ac.uk/wiwbl/learner-journeys/
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• Exercises and Activities  
• Evidence 
• Introduction and key concepts 
• Portfolio Building 
• Power-point presentations  
• Reflection 

 

The information will be indicated clearly using the following codes. 

Table – Icons and colouring codes 

   

Icon codes 

 

 

Additional resources available on Moodle 

 

Advice and/or hints 

 

Background Reading 

 

Exercises and Activity 
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Evidence 

 

Introduction and key concepts 

 

Portfolio building 

 

 

PowerPoint Presentations 

 

Reflection 
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The handbook and Moodle are divided into sections, which include sources of information, key 
words, examples, exercises and tasks where appropriate. These exercises are designed to help you 
complete your portfolio. They should not necessarily be included in the portfolio, but we strongly 
recommend that you do them for your own benefit. 

The content of this module is built around your own experience, which you critically evaluate and 
organise. The structure is contained in the guidelines provided in this handbook.  

You have been allocated an Academic Tutor for the Recognition and Accreditation of Learning 
(RAL) module and it is important that you meet regularly, either face-to-face or electronically, and 
seek feedback on your draft work from this Tutor.  He/she is there to help advise you on your 
learning and guide you through the process to enable you to compile your claim.  All queries about 
your claim for credit should be directed to your RAL Tutor.  

You will meet your RAL Tutor at the Induction Day. 

These notes clarify what you, the learner, can reasonably expect from the RAL Tutor. Within the 
scope outlined below you should remember that the formulation and submission of the claim is 
your sole responsibility. 

The role of the RAL Tutor is to assist you in preparing and submitting a claim for consideration by 
the University’s Recognition of Prior Experiential Learning (RPEL) Board for accreditation. 

You should establish direct contact with your RAL Tutor and agree the pattern for future 
communication, it is recommended that you arrange to communicate on at least a monthly basis. 
If you are preparing a claim at a distance, face to face contact may not be possible so the contact 
will be a combination of telephone/Skype for Business discussion and electronic correspondence. 

 

Your RAL Tutor will: 
 

 be familiar with and able to advise on the standard format for RAL claims and instructions 
given to learners; 

 be familiar with and able to advise on UWTSD procedures for RAL; 
 assist in the identification of areas of learning, appropriate evidence and the statement of 

learning outcomes; 
 receive and comment upon a draft submission; 
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At draft submission stage the Tutor will gain an overview of the claim which can often enable 
them to: 

• suggest additional areas of learning hinted at within the claim but not explicitly put forward 
for assessment.  Such areas are often regarded by the learner as merely supplementary to 
an area of learning they have identified.  Typical "hidden" areas are IT, human resource 
management / planning and communication skills;  
 

• identify areas where additional or more appropriate evidence should be provided or where 
one piece of evidence could be used in support of a claim in more than one area of learning; 
 

• advise on the development of the claim against the learning outcomes of specific modules if 
the claim is for specific credit. 

Formative feedback from your Tutor is an essential part of this module. You may also write or e-
mail contact your Tutor for guidance. As Tutors are often away from their desks, it is useful to 
leave a message if you are unable to make contact by phone.  Feedback on work will be returned 
by e-mail.  

 
Schedule 
 

We suggest you quickly scan through this scheme to gain an appreciation of the overall content 
and structure before working through it in detail.  

To help you organise your time your Tutor will negotiate a schedule to indicate what would be a 
reasonable rate of progress. Please adjust according to actual start and deadline dates. As you 
work through your schedule, make good use of the links to all resources indicated at each stage. 
 

Our expectations 
 

 As a learner you are responsible for establishing contact with your Tutor.  
 When asking for guidance, you are expected to have thought about alternative options. 
 Plan your time and provide your tutor with advance notice of when you will be submitting 

a draft for review. Your tutor will allocate time to review the draft and provide you with 
feedback. 

 You should seek and act upon feedback.  Tutors have a maximum time per learner for 
personal academic support (face-to-face or by e-mail).  Use your time wisely.  

 You are expected to find out the Higher Education values of credits for any previous 
courses by contacting the provider and providing an original certificate or an appropriate 
statement. 

 You are expected to access and use the resources on Moodle which supports this module. 
This contains additional information, activities and background material. Information on 
accessing the Moodle is provided during registration. 
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Continuing your studies - registering for new modules 
 

Once accreditation has been achieved you may continue your studies to a full Professional Practice 
Award - your Tutor will be able to advise you on progression. 

 

Bibliography – Work-based Learning 

Raelin, J.A. (2008) Work-based Learning: Bridging Knowledge and Action in the Workplace San Francisco: 
Jossey Bass Wiley. 
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Section 2: ACTION PLANNING 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Most learners who enrol on this module have to juggle a number of competing responsibilities 
both at work and in the home, in addition to managing their studies. The aim of this exercise is to 
help you get a clear understanding of what is required of you in this module.  With this 
information at the outset, you are likely to be able to plan your time as efficiently as possible. This 
exercise is not an assessed part of your work, simply an aid to using your time effectively. We 
strongly advise you to make use of the exercise in the way that will be most helpful to you, and to 
update your plan as circumstances change. 

 

  

 

 

Developing an Action Plan 

 

Purpose 

• To give you an initial overview of what your portfolio must contain. 

• To make you aware of the tasks you need to do in order to complete 
your portfolio. 

• To help you to plan your time. 
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What is an action plan? 
 

An action plan is a document produced by you and designed to identify a route to a chosen goal.  
An action plan should be SMART: 

Specific 
Measurable 
Achievable 
Realistic 
Time bound 

What you should do 
 

Read the summary of each stage in the handbook. These give you an overview of what the 
handbook contains, stage by stage. Each of these summarises the content and tasks associated 
with a particular stage of compiling your portfolio. 

Think about the following information: 

The deadline for handing in your RAL portfolio.  If you do not know when this is refer to your 
Tutor. 

Your work and home commitments. 

The approximate percentages of your time required for the tasks involved in producing your claim, 
which are as follows. 

Using all the information above, write an action plan or timetable for you. Note that you will need 
to spend the largest proportion of your time on the tasks related to your areas of learning. As you 
write your action plan, you may want to ask yourself the following questions: 

Shall I set aside time each day or periodically (say, once a week) for this activity? 

Do I need to build in worry time or time for possible commitments I do not yet know about? 

Do I have a contingency plan? 

Is my plan SMART? 

Remember that you can revise your action plan as you progress through the module. 

      You may find the following template a useful document to use. 
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Individual Action Plan- Agreement of General Targets and Dates 
 

Activity By Comments 

CV - Annotation 

  

Job Description - Annotation 

  

Identify Learning Areas – 

Learing Area 1 

• Set Objectives 
• Evidence 
• Reflective piece 

Learning Area 2 

• Set Objectives 
• Evidence 
• Reflective piece 

  

Essay draft 

  

Submission of Portfolio 

  

Submission of Essay 

  

FINAL DEADLINE 
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Reminder - Remember that you need to allocate sufficient time to write a 
reflective essay. The reflective essay is equivalent to 200 hours of study and is 
the assessed element of this module. 
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Section 3: BUILDING AND REVIEWING THE PORTFOLIO  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Key words:  RAL portfolio 

Your RAL portfolio includes a number of documents about your past and current 
learning, following a specific format.  

It is the means by which you argue a case for why you may deserve academic credit 
for learning you have already acquired:  you are making a claim for credit in your 
portfolio. You will complete your RAL portfolio by completing each Section in this 
Handbook.  
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Content of the RAL portfolio 
 

To submit a claim for credit at UWTSD the elements of your portfolio must be as follows: 

 

Standard cover page - 

Application for Recognition and Accreditation 
of Learning 

Your full name and student number 

Date of submission 

Index Full list of contents including evidence 

Claim form  RPL3B 

Standard first page  

Curriculum vitae Annotated 

Job description(s) Annotated 

Credit rated learning and claim form  RPL3A (if applicable) i.e. higher education level 

Areas of learning 

(noting the level of learning and the total 
number of credits being claimed) 

 

Evidence  

Reflective Review  20 credit reflective essay 

Submission form  

 

The elements of the portfolio shown above are not equal in importance, though each element is 
compulsory. It is the ‘areas of learning’ that are the most important part of your portfolio, since it is 
for these that you actually make your claim for credit. 

Your claim should be word processed.  

Font, spacing and pagination 

Please use the Arial font. Text must be no smaller than font 11.  A minimum of 1.5 spacing must be 
used.  

Please ensure that the pages are numbered 

Please do not use plastic pockets for your portfolio in particular the learning areas and essay. You 
may use them for the evidence if absolutely necessary. 

Word count policy 

Learners must adhere to the word count specified for the Reflective Essay within a margin of -
/+10% of the total word count.  

 As a general guide, an A4 ring binder can contain an adequately sized complete portfolio.   
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Section 4:  CURRICULUM VITAE AND JOB DESCRIPTION 
 

 

 

 

 

 
 

 

Introduction 

Your CV is the first element in your portfolio and will act as a reference document for you 
when you start thinking about the areas of learning that you wish to claim credit for. It will 
also enable your Tutor to help you to develop areas of learning and act as an introduction 
and a context for assessment purposes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Key Words 

Annotated Curriculum Vitae and Job description 

 

 

Curriculum Vitae – your past experience  

Purpose 

The purpose of producing a CV in this context is to provide an overall picture of your 
past learning achievements, both formal and informal/experiential. This CV is 
intended to evidence all attainments. Although the content is factual it will need to 
fully inform the reader of your professional journey which will support the 
identification of learning areas (Section 4). Information should include dates and 
descriptions (including titles) of any posts, activities or awards.  
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Annotating your CV 
 

You may well have a CV from the last time you applied for a job. An existing CV is certainly a 
valuable starting point. However, information not only about your employment but also 
about any voluntary/unpaid work you might have done/be doing and your major leisure 
activities can also be valuable.  This is because the purpose of presenting your CV as part of 
your RAL portfolio is to provide contextualising information about the learning you have 
gained. In our experience, unpaid work (e.g. treasurer or secretary of a club or society, 
acting as school governor or voluntary work) and leisure activity (e.g. a serious hobby or 
interest) can be a significant source of learning achievement. Individuals often overlook 
this, as they do not automatically equate such activity with formal ‘academic’ learning.  

In order to gain the most from your claim it is important that your CV provides as full a 
picture as possible of your previous activities. Identifying what you achieved in each job and 
how it prepared you for the next one will help you to identify key learning from the 
previous work roles. This will then help you to identify themes of learning in your career 
and will help you recognise and describe your areas of learning. 

The annotation is factual and is intended to clarify the content for reader understanding. 

What you should do 
 

1. Write your CV.  It should include the following, in each case starting with your most 
recent activity and working backwards: 

• Education (post-16 only) 
• Employment  
• Unpaid work and relevant life experiences (such as study tours, hobbies) 
• Courses undertaken and conferences attended 

You may well have taken courses which do not carry academic credit, for example, short 
training courses: such courses may not carry credit value but they can be a valuable source 
of background evidence for one or more of your areas of learning. These should also be 
listed in your CV. Give details (date, duration, mode i.e. full or part-time, subject and 
whether there was any assessment involved) of courses/training programmes you have 
taken in relation to your job (do not go back beyond five years, since the task of writing this 
is to give a picture of your current activities). 

Attendance at conferences may also be a source of learning which can be included. 

When you start writing up your areas of learning (Section 4) you may wish to add to your 
CV anything that is particularly relevant to your claim and cross reference to your areas of 
learning. You can then refer the reader of your areas of learning to your CV for further or 
contextualising information. 
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Full guidance on writing a professional CV may be found in Chapter 11 
of Wilson, E and Bedford, D (2009) Study Skills for Part-time Students, 
Harlow: Longman. 

 

Additional resources are available on Moodle which can help you with 
planning your CV. 

 

 

Insert your CV in your RAL portfolio. 
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Job Description 
 

Your job description, like your CV, gives contextualising information about you to your 
Tutor and is likely to be a key source of information for you when you start to think about 
areas of learning for which you wish to claim credit.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Annotating Your Job Description(s) 
 

You should think of the term ‘job description’ as one which encompasses the work you 
actually do, whether it is paid or unpaid. A formal job description provided by an employer 
may be a starting point - but you will need to add to it to ensure that it gives as full and 
accurate a picture of your work role as possible.  However, if you do not have a formal job 
description or you are not currently in paid employment, now is the time to write one!  If 
you have more than one current job, or have been in your current job for less than a year 
and wish previous experience to be taken into consideration, you will need to prepare 
additional job descriptions in order to present as full a picture as possible of the work you 
currently do. 

The annotation is factual and is intended to clarify the context of your job for reader 
understanding. 

  

 

 

Job Description – Your Current Experience 

(There may be more than one Job Description which can be included) 

Purpose: To provide a picture of your current roles, responsibilities and 
achievements. 
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What you should do 
 

Write your job description(s), the following guidelines might be helpful: 

Provide an organisation chart showing your position (use job titles only) Ensure that it 
demonstrates who is accountable to you as well as who you are accountable to. 

Give an idea of the scale of your responsibility e.g. the number of meetings you are 
responsible for minuting, the number of people you are responsible for, the value of 
resources controlled. 

Provide a brief commentary on each aspect of your current work roles and activities. This 
should include a short description of each task and its relative importance within the whole 
job and your level of responsibility. Concentrate on the knowledge and skills which are 
required to do each task. 

Add functions and activities not covered in any official job description. 

 

 

 

 

 

 

 

 

 

 

When you start writing up your areas of learning, you may wish to add to your job 
description anything that is particularly relevant to your claim. You can then cross-
reference to your areas of learning and back to your job description for further or 
contextualising information.  

NOTE: Both your CV and Job Descriptions may be continuously edited and updated during 
the process. 

  

 

Insert your job description (s) in your RAL portfolio. 
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First tutorial - you should have a draft CV and annotated job description 
prepared to aid discussion. 
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Section 4: REFLECTION 
 

 

Reflecting on your learning 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

Key words / concepts:   
 

Reflection on learning: you will be expected to reflect on your learning to justify 
claim for credits for each learning area. 

Critical reflection: Reid (1993) in her definition noted reflection as an active process 
rather than passive thinking. She states ‘reflection is a process of reviewing an 
experience of practice in order to describe, analyse, evaluate and so inform learning 
about practice’ (Reid, B. (1993). “But we’re doing it already” Exploring a response to 
the concept of reflective practice in order to improve its facilitation. Nurse 
Education? Today 13: 305-309). 

Learning log/diary: a learning log is a journal, which evidences your own learning 
and skills development. It begins with a description of what you have done, but also 
needs to discuss what it is that you have learned and needs to include a critical 
reflection on that learning. 
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Reflecting on your working practice is an essential aspect in the verification of experiential 
learning and assists in the authentication of the evidence gathered.  The process and the 
supporting material will form an integral element of the portfolio. The RAL module requires 
that you reflect upon your personal learning based on experiences whilst working. There is 
an additional requirement that you write a reflective essay reviewing learning based on the 
portfolio; this is covered fully in Section 9 of this handbook.  Essential information on 
different theories and models of reflection which will support this process and further 
information is available on the Moodle page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A great deal has been written about the process and value of ‘reflection’ as an aspect of 
learning, especially as an aspect of learning from experience.  Some of the important 
literature in this field is shown at the end of this section.  

  

 

Aim 

Consider the concept of reflection as a learning strategy 

Objectives 

• Consider the concept and purposes of reflection; models of 
reflection; levels of reflection. 

• Analyse the principles of reflective practice 
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Kolb (1984), in particular, has usefully distinguished between four different abilities that 
learners need to use in a cyclical fashion in order to learn from their experience.  Learners 
need to have concrete experience. They then need to reflect on their experiences and 
generate abstract concepts or ‘theories’ in order to make sense of their experience. Finally, 
they need to test out their theories through active experimentation and engagement - in 
other words, use these theories to inform the decisions they make that will result in them 
having further concrete experience. Throughout the time that you take to undertake this 
module, we are asking you to reflect on your practice, through e.g your learning diary, 
through the work that you do in writing about areas of learning and through the reflective 
essay. 

 

 

 

Kolb & Fry (1975) 

In the reflective essay, we will be asking you to reflect on and make sense of the experience 
of putting together your RAL portfolio. This sort of reflection often involves you analysing 
the problem solving strategies you used to juggle the work and study commitments you 
had while undertaking this module. You may also use this process of reflection to clarify 
your reasons for taking the module, and to discover more about the particular ways in 
which you learn best. In addition new learning could also include the reading you may have 
undertaken in order to support the justification of both learning achieved and evidence 
provided. Any such sources identified will need to be referenced appropriately. 

Such reflection has more value than simply indicating the quality of your learning on this 
module, though this is the reason we ask you to write such an essay. Reflection develops 
self-knowledge - that is, informal theorising about your own learning patterns and styles - 
that you can take with you into future life experiences. 

  

http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiK3N6av-DVAhWFSRoKHaeZDAoQjRwIBw&url=http://prehospitalresearch.eu/?p=1550&psig=AFQjCNFGzT6d3N10mUpeKnh436OSGuCIjg&ust=1503135751767708
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Activities 
 

 

 

 

 

 

 

 

 

 

Activity 
 

Use one or more of the following templates, and respond to the questions, to critically 
reflect on a learning event. 

 

The evidence from these activities, at the appropriate level, can be included in your 
portfolio if appropriate. Using a model of reflection may also support the development of 
your reflection and analysis. 

 

 

                                  

Structured Reflection 

Activities - for personal development and to support learning 
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Activity 1: The Learning Diary 
 

Purpose: 

To help you focus on the learning that underpins your activities. 

To act as an ongoing aide memoire, this will be particularly useful when you write your 
areas of learning and find evidence to support them. 

To capture critical learning incidents and ideas as they occur which can then be used in 
your essay. 

What is a critical learning incident? 

A critical learning incident is an experience which is not routine which requires you to draw 
upon your knowledge/skills in order to respond to it and which tests/extends your learning. 
The diary is not a compulsory part of your claim but you may wish to use one as a way of 
identifying, recording and reflecting upon key learning experiences. We recommend 
spending five minutes at the end of each learning session/day/week to record your 
successes, outstanding issues and areas that you are having difficulties with, which will give 
you a framework for use when writing your essay. It will also save you time and probably 
result in a better essay.  

What you should do 

It is suggested that you keep a diary over the period covering all activities up to writing the 
essay. Remember it is not intended that you complete a diary sheet for each day but for 
each learning event. This may be a reflection upon a conversation at work, how you 
handled a work-based problem, a face-to-face tutorial, reading this workbook, using the 
website and so on. The diary will help you to identify the knowledge/skills you are required 
to use and get you into the habit of thinking about your activities and the learning involved. 
Keeping a record of your daily activities for a short period may also help you to annotate 
your CV and job description more easily, and identify areas of learning. 

Examples of diary headings are given in the templates in this section.  If you do decide to 
keep a diary you may submit one or more pages as evidence in your claim, if they illustrate 
the application of skills and/or knowledge for which you wish to claim credit. Keeping a 
diary will also strengthen your understanding of reflection and reflective practice and 
prepare you for the writing of your reflective essay. 
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Activity 2: Driscoll: What? So what? Now what? 
 

THE WHAT? MODEL OF STRUCTURED REFLECTION 

The model (Driscoll 1994, 2000), contains three elements of reflection: 

 

1. WHAT? A description of the event 

2. SO WHAT? An analysis of the event 

3. NOW WHAT? Proposed actions following the event. 

 

1. A description of the event  -WHAT? Trigger questions: 

• What is the purpose of returning to this situation? 
• What happened? 
• What did I see/do? 
• What was my reaction to it? 
• What did other people do that were involved in this? 

 

2. An analysis of the event - SO WHAT? Trigger questions: 

• What way did I act at the time? 
• How did I feel at the time of the event? 
• Were those feelings I had any different from other people who were also involved 

at the time? 
• Are my feelings now, after the event, any different from what I experienced at the 

time? 
• Do I still feel troubled, if so, in what way? 
• What were the effects of what I did (or did not do)? 
• What positive aspects now emerge for me from the event that happened in 

practice? 
• What have I noticed about my behaviour in practice by taking a more measured 

look at it? 
• What observations does any person helping me to reflect on my practice make of 

the change 
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3. Proposed actions following the event - NOW WHAT? Trigger questions: 

• What are the implications for others and me in practice based on what I have 
described and analysed? 

• What difference does it make if I choose to do nothing? 
• Where can I get more information to face a similar situation again? 
• How can I modify my practice if a similar situation was to happen again? 
• What help do I need to help me ‘action’ the results of my reflections? 
• Which aspect should be tackled first? 
• How will I notice that I am any different in practice? 
• What is the main learning that I take from reflecting on my practice in this way? 
• How can I evidence this? 

 

Responding to the questions, undertake a critical reflection of a learning event. 

Describe a scenario. 

Using the What? model of structured reflection to help you, describe on a sheet of paper in 
as much detail as you can remember, the situation or event (What?). You might just want 
to put in brief reminders, or phrases that were significant at the time rather than write the 
whole story.  

Next, take a fresh sheet of paper and again using the trigger questions to help you, analyse 
in more detail why for you such an experience happened in your practice (So What?).  

Now compare your findings with a colleague to disclose and share your practice with. 

Concentrate particularly on your Proposed Actions due to what you have learnt. (Now 
What?). 
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Activity 3: ‘DATA’ 
 

Peters (1991) describes a four-step protocol called "DATA" (Describe, Analyse, Theorize, Act): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1. Describe:  the basic elements of the problem, task or situation 

2. Analyse:  identify assumptions beliefs, rules, motives and any other factors underlying 
the current approach  

 

3. Theorize:  what alternatives are possible? What are their comparative merits and 
drawbacks?  

 

4. Act:  try out the new approach, evaluate the results 

 

Examples of evidence: 
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Boud et al. (1985, 7) note that experience alone is not sufficient for learning and pose the following 
questions: What is it that turns experience into learning? What specifically enables learners to gain 
the maximum benefit from the situations they find themselves in? How can they apply their 
experience in new contexts? They suggest that structured reflection is the key to learning from 
experience, and that reflection can be very difficult. ‘Perhaps if we can sharpen our consciousness 
of what reflection in learning can involve and how it can be influenced then we may be able to 
improve our own practice of learning and help those who learn with us’. 

Boud et al. (1985, 7) tie the timing of reflective activities to the three stages in experience-based 
learning: preparation, engagement, and processing; underscoring the importance of including 
reflective activity at each stage. In the preparatory phase, students examine what is required of 
them and the demands of their field site; during the experience, they process a variety of inputs 
arising from the field site; finally, they must consider and consolidate what they have experienced.  

Claxton and Murrell (1987) describe four 'layers' of learning style research - (1) personality types, 
(2) models of how people process information, (3) social interaction models, and (4) instructional 
preference models. One of the most widely used analyses of personality types is the Myers-Briggs 
Type Indicator (MBTI). Kolb's experiential learning model is an example of information processing 
models.  

John Dewey defined reflective thinking as ‘active, persistent, and careful consideration of any belief 
or supposed form of knowledge in the light of the grounds that support it and the further 
conclusions to which it tends [that] includes a conscious and voluntary effort to establish belief 
upon a firm basis of evidence and rationality’  (1933, 9).  

Daudelin (1996, 39) provides a definition of reflection that explicitly captures its relation to 
learning, ‘Reflection is the process of stepping back from an experience to ponder, carefully and 
persistently, its meaning to the self through the development of inferences; learning is the creation 
of meaning from past or current events that serves as a guide for future behaviour’. This definition 
suggests that reflection is integral to learning, when learning is defined as making sense of past 
experience in order to affect and understand future experience. 

Assessing Service-Learning and Civic Engagement: Principles and Techniques offers a broad 
overview of many issues related to assessment in higher education, with specific application for 
understanding the impact of service-learning and civic engagement initiatives. It builds upon an 
earlier publication from Portland State University. This version has been substantially revised and 
has been augmented with narrative addressing assessment issues and strategies; detailed 
discussion of learning from multiple research projects over the past six years about impact on 

 

 

Additional Reading: 
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multiple constituencies - students, faculty, communities, and institutions; and discussion of 
strategies for data collection, analysis, synthesis, and reporting. Specific assessment instruments for 
use with each constituency are provided, including suggestions for administration, preparation, and 
data analysis. This volume will assist individuals seeking a comprehensive resource on assessment 
issues, with applicability particularly in higher education as well as potential applications to other 
groups interested in assessment. 

Eyler, Giles and Scmiede (1996) examined students' experiences of critical reflection using in-depth, 
personal, semi-structured interviews.  

Continuous: Students commented that critical reflection must be an ongoing part of the service 
project. Continuous reflection involves reflection before, during and after the experience. Student 
interviewees often underscored the importance of reflective preparation as key to getting the most 
out of the service experience. Reflection during the experience was usually geared towards 
problem-solving and identifying actions. Reflection after the service tended to focus on evaluating 
the meaning of the experience, integrating old knowledge and new information, and formulating 
future course of action. 

Connected: Students repeatedly emphasized the importance of integrating service with classwork. 
Faculty can use reflection to connect service and classwork in two main ways. First, faculty can help 
students develop conceptual framework required for the service project. Second, faculty can guide 
students in applying concepts/theories to their project. Connected reflection results in more 
effective service and enhanced learning of the experience, integrating old knowledge and new 
information, and formulating future courses of action. 

Challenging: Students reported that challenging reflection pushed them to think in new ways, raises 
new questions, produces new understanding, and new ways of problem-solving. Faculty must 
challenge students while simultaneously providing support and creating a 'safe' environment where 
students are confident that their contributions and feelings will be respected. 

Contextualized: Reflection should be appropriate for the context and setting of the particular 
service-learning project. Service projects in courses lend themselves to formal, structured methods 
of reflection. Informal discussions may be more feasible in co-curricular programs. 

Communication Structured reflection can be enhanced by communication with peers and 
community organizations. Eyler, Giles and Scmiede (1996) found that the most common forms of 
reflection involved discussions, interactions with others and journals (48). They describe several 
reflection activities that involve interactions with peers and community partners including 
structured/unstructured discussions, presentations, interaction with community members and staff 
and interviews. 

Goldsmith (1995) suggests that reflection should be continuous, noting that ‘reflection should be a 
habitual activity, an ongoing conversation with the self (although the conversation may, at times, 
include others) that moves hand in hand with the experience’. 

David Kolb (1984) postulated that learning occurs in a cycle in which students engage in and then 
observe and reflect on experiences, assimilate reflections in a theory, and then deduce implications 
for future action from that theory. 

Lynch describes a skill-focused developmental model for understanding and assessing critical 
thinking and professional problem solving. This paper provides several references on the reflective 
judgment model and its use in understanding student problem-solving efforts and in designing 
appropriate coursework. 
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The 4MAT system relies on several theoretical foundations: the experiential learning model of Kolb, 
the concept of hemisphericity - the notion that varying skills and behaviours are more likely to be 
dominated by different areas of the brain or to be associated with neural activity in different areas 
of the brain - and in part the theory of Jung, which is most typically applied in education via the 
Meyers-Briggs Type Inventory. 

Learning involves two dimensions: perception and processing. Human perception refers to the ways 
people take in new information (experience and conceptualizing). Human processing refers to the 
ways people process new information (reflection and action). Four major phases are identified in 
the learning cycle based on these two dimensions (1) experiencing, (2) conceptualizing, (3) applying, 
and (4) creating learning. Briefly, the experiencing stage seeks to connect new concepts/skills to 
learners' existing knowledge and experience. The conceptualizing stage focuses on helping students 
acquire facts and expert knowledge. The application stage involves practicing new knowledge and 
skills including open-ended explorations in unstructured settings such as service-learning. In the 
final stage, students demonstrate and share learning, and explore extensions to other settings. 

McCarthy (1996, 120) recommends that reflection should occur before, during, and after the 
service experience. 

Jennifer A. Moon: offers guidance on keeping and using journals and gives step-by-step advice on 
integrating journal writing on taught courses and in training and professional development.  She 
also provides a useful guide to understanding and using reflective and experiential learning - 
whether it be for personal or professional development. 

Schön (1987, 17) suggests that students learn skills by practicing them. He suggests solving real-
world problems competently requires the artistry of problem-framing, implementation and 
improvisation in addition to technical expertise. Schön underscores the importance of the coaching 
process for learning the artistry of practice. 

Schon describes ‘The Ladder of Reflection’ as being a chain of interlinking actions.  Going up the 
'ladder' of reflection involves moving from an action to a reflection on that action. Moving down 
involves moving from a reflection to an action based on that reflection. Diagonal moves occur when 
one party acts on the basis of another's reflection or when one party's action triggers the other's 
action. For example, a student could reflect on the coach's demonstration. Or a student could try an 
alternative approach based on the coach's criticism. 
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Section 5: LEARNING STYLES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How adults learn and learning styles 
 

A learning style is the manner in which we receive and process information. It can be argued that 
most learners have a preference however most learners fall within one or more style. The literature 
suggests that learners who are actively engaged in the learning process will be more likely to 
achieve success.  Once students are actively engaged in their own learning process they begin to 
feel empowered and their personal achievement and self-direction levels rise.  

A great deal has been written about the way that individuals learn but there is no evidence 
to suggest that there is a unique individual learning style. A wide range of learning styles 
has been introduced in recent years and preferences need to be considered. These 
preferences also need to be related to a variety of considerations, e.g. what it is that the 
learner needs to learn, the different ways it is possible to learn and the available resources. 
Therefore it is important to understand what learning style preferences are, and how to 
address them when identifying learning achieved and planning further learning. Reflecting 
(Section 2) on these styles is an important factor in the learning process.  

 

Key words and concepts 

Learning styles The term ‘learning styles’ refers to the preferred way(s) in which 
individuals interact with, take in, and process new stimuli or information across 
the three domains of learning identified in the taxonomy of education objectives: 
cognitive (knowledge), psychomotor (skills) and affective (attitude). In other 
words, your preferred learning style is simply  

How you learn best. 
https://web.wlu.ca/learning_resources/pdfs/Learning_Styles.pdf 

Experiential learning: Learning through experience and analysis. 

 

http://www.wordiq.com/definition/Learning
http://www.wordiq.com/definition/Taxonomy_of_education_objectives
http://www.wordiq.com/definition/Cognitive
https://web.wlu.ca/learning_resources/pdfs/Learning_Styles.pdf
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Aim 

To introduce a variety of learning styles 

Objectives 

• Discuss personal styles of learning. 

• Relate the different styles to learning achieved. 

• Reflect on the learning achieved related to the different learning styles. 

 

For a Level 6 or Level 7 reflection on learning, a wide range of models should 
be discussed. 

The PowerPoint slides provide a comprehensive guide to a range of learning 
styles. Please recognise those which are relevant to yourself and use in 
identifying learning.  

Read and undertake some on-line questionnaires to understand a variety of 
theories and models:  

VARK Learning Styles Questionnaire http://vark-learn.com/the-vark-
questionnaire/ 

Honey and Mumford – Learning Styles Questionnaire –  

Honey and Mumford: Learning Styles Questionnaire (mycit.ie) 

 

http://vark-learn.com/the-vark-questionnaire/
http://vark-learn.com/the-vark-questionnaire/
https://www.mycit.ie/contentfiles/Careers/4.%20HoneyandMumfordLearningStylesQuestionnaire.pdf
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Despite the known benefits of using your preferred learning style, adults often neglect 
using their strongest learning style in more formal learning situations. Instead, many adults 
still tend to follow the standardised way of learning they grew up with in school.  

However our goals as adults may have changed, dramatically. Generic learning is no longer 
feasible in today's fast-paced world. How quickly you learn and process information may 
determine how valuable you are to your employer, and how successful you will be in 
managing your time and personal resources well into the future. 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Using the templates, and responding to the questions, undertake a critical 
reflection of a learning event based on your knowledge and understanding of 

learning styles. 

 

 

 

Reflection and the reflective essay (Section 9) Keep evidence of learning during this 
process to support your essay e.g. evidence of reading and reflection on learning 
styles; results of learning styles questionnaires 
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http://www.economicsnetwork.ac.uk/handbook/seminars/22
http://www.bbc.co.uk/keyskills/extra/module1/1.shtml
http://www.learning-styles-online.com/
https://www.youtube.com/watch?v=855Now8h5Rs
http://www.youtube.com/watch?v=l2QtSbP4FRg
http://danielgoleman.info/topics/emotional-intelligence/
http://danielgoleman.info/topics/emotional-intelligence/
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Section 6: UNDERSTANDING LEVELS AND ACADEMIC CREDIT 
 

 

The aim of this section is to provide an introduction to academic credit, levels of learning 
and level descriptors to help you to understand how your prior experiential and certificated 
can be used as part of your UWTSD award. 

Objectives 

To enable you to identify and use the different levels of learning; 

To help you to reflect on your learning and relate to appropriate levels 

 

  

 

 

Key words and concepts: - 

academic level – university academic credit is the formal recognition of 
learning, expressed in terms of a number of credit points, at a particular level 
(Level 4 = Certificate of Higher Education, Level 5 = Foundation Degree, Level 6 
= Bachelor (BA) Degree, Level 7 = Master (MA) Degree).  

academic credit - 1 credit point is equivalent to 10 notional hours of study. 

level descriptor - a level descriptor describes the complexity of learning 
expected at qualification level in higher education (university) levels (see SEEC 
(2016). Credit level descriptors on VLE) 

Underlying and informing the specifics of what you do, there will be generic 
skills, abilities and knowledge that you have learned. These areas of expertise 
can be categorised into themes or topics, which we are calling ‘areas of 
learning’ within this module. 
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The advantages of the Academic Credit Scheme to you - 

You can: 

Gain credit for relevant prior learning, including work-based learning - this could shorten the length 
of study required for a particular qualification and thus reduce the cost.  Your RAL portfolio is about 
gaining this kind of credit. 

Choose from the extensive range of modules offered by UWTSD and, within certain rules, 
determine an individual programme of study leading to a particular qualification. 

Take advantage of credit transfer to enter or leave a programme according to your specific need, at 
a variety of different points. 

Take advantage of ongoing credit accumulation to change your mode of study/desired qualification 
in response to differing work or individual requirements.  

Understanding Academic Credit 
 

Because you are about to make a claim for academic credit through the submission of your RAL 
portfolio the following notes have been put together to give you general background information 
on academic credit. You should begin to get an idea of what levels of credit there are and how much 
credit you think you can claim for. You do not have to understand it all now and it will become 
clearer as you work on your portfolio, particularly the ‘Areas of Learning’.  You can also discuss with 
your RAL Tutor for clarification. 

The Academic Credit Scheme  
 

Your RAL portfolio contains your claim for academic credit.  Your areas of learning will be matched 
against the ‘Level Descriptors’ with a view to awarding you a certain amount of credit at the 
relevant levels.  This may be at more than one level to reflect different degrees of complexity. 

Nationally recognised academic qualifications have standard values expressed in terms of credit 
points and levels. For example, a Masters degree (MA) requires 180 credits (of which 150 must be 
at Level 7 and 30 can be at Level 6 or above). The Qualifications and Credit Framework (CQFW in 
Wales) scheme covers the whole range of awards, from entry through to Doctoral level.  Within the 
Professional Practice range of awards at UWTSD up to two thirds of any award can be achieved 
through the accreditation of prior learning - RAL credit.  

Credit can be achieved in different ways, depending on what the individual has already achieved 
through certificated learning and/or can claim from work-based and experiential learning.  

The CQFW establishes that one credit roughly equals 10 learning hours which helps you to evaluate 
how many credits you may be able to claim through the RAL module. You will need to demonstrate 
your work-based learning in order to gain these credits. You should discuss the timescales with your 
tutor as you start to think about the areas of learning that you would like to consider.  1 credit = 10 
hours of learning.  
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The importance of level descriptors 
 

Level descriptors are used to determine the Higher Education level of your experiential 
learning. Details of requirements at your level are as follows:- 

 

 

 

 

If you are working at level 7 you are likely to - 

1.  Have full responsibility for methods, actions and immediate and wider impacts 
which extend beyond the immediate area of practice. 

2. Be developing thought through courses of action which take into account issues 
beyond the immediate area of practice. 

3. Be working effectively in problematic contexts which contain value-conflicts and 
uncertainties which extend beyond the immediate area of practice. 

4. Understand alternative implications of different issues and courses of action. 

5. Understand and manage dilemmas and value conflicts. 

6. Understand and act on interrelationships between wider systems in which your area 
of practice is located. 

7. Use mastery of knowledge relating to and extending into the wider context of the 
area of practice. 

8. Develop and critically evaluate a range of practical theories, ideas and models, 
including overcoming dilemmas and finding ways forward in problematic situations. 

9. Research, analyse and evaluate information to identify interrelationships between 
wider systems in which the area of practice is located. 

10. Undertake substantial investigation to address significant areas of practice, using 
methodologies which are consistent with their purposes and contexts. 

11. Critically evaluate thinking, action and structural factors which operate in your area 
of practice, including underlying assumptions, and identify implications for wider 
systems beyond your area of practice. 

12. Develop innovative ways forward in complex and unpredictable situations. 

13. Develop novel approaches to systems. 

  

Level 7 
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To assess your written work, i.e. the reflective essay, we will use assessment criteria which 
describe the academic expectations at different levels. These criteria are central to the 
Professional Practice Framework.  These are identified earlier in this handbook and are also 
shown on the Moodle page.  They are derived from the Quality Assurance Agency’s 
Framework for Higher Education Qualifications (FHEQ) http://www.qaa.ac.uk/en  

 

Credit rated learning 
 

Have you any relevant credit-rated learning? 

Your portfolio is to support your claim for experiential learning.  Credit rated learning is 
learning that has been recognised through a formal course and certified by a recognised 
Awarding Body.  This could be (but not solely) another course at UWTSD, any other UK 
Higher Education Institution or with a recognised professional body at HE level 4 or above.  
You may have completed a course which has already received academic recognition 
through the awarding of credit. This can be included within your Professional Practice 
Award if it is at an appropriate level and is relevant to your current working practice; you 
should discuss these credits with your tutor, who will support you through the claim 
process (RPCL). In this case, you are not asking UWTSD to give you credit for this learning, 
but to recognise the credit it already carries. 

The following points should help you decide whether you already have relevant credit rated 
learning. 

There are a number of different courses which are likely to carry academic credit - 
academic qualifications such as an HNC or postgraduate certificate; college courses or 
modules; partial completion of university programmes; industry recognised qualifications 
such as ILM or AAT; a course from an Open College programme. 

If a course carries academic credit, it is likely to say so on the associated certificate, and to 
indicate the level as well as the number of credits. 

Credit gained as a result of courses undertaken more than five years ago is not generally 
counted but it is worth discussing them with your tutor as the learning from those courses 
may still be relevant to your current working practice.  You could also discuss the learning 
within your portfolio and demonstrate how it impacts on your current working practice.  
These courses should still be listed in your CV.  It is best used within an ‘area of learning’. 
Here, you can show how you have applied the learning from these past courses, and thus 
how you now have more learning than was the case when you took the course. 

  

http://www.qaa.ac.uk/en
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Reminder - It is your responsibility to establish whether courses of study you 
have completed are credit rated or not. The way to do this is to contact the 
awarding body or HEI as appropriate and ask them for a statement of the 
award’s equivalence.  It is best to do this as soon as possible in case there are 
delays in getting a response. 

 

 

Reminder - check that any relevant non-credit rated courses you have 
completed are listed in your CV or job description as appropriate. Remember, 
you can use these as supporting evidence for areas of learning. 
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Section 7: DEVELOPING YOUR AREAS OF LEARNING 
 

 

What are areas of learning? 
 

You have looked at your experience in a familiar way - most of us have an idea of what a CV 
and a job description might look like. Both CVs and job descriptions structure experience in 
terms of roles and activities - they are about what you do. Underlying and informing the 
specifics of what you do, there will be generic skills, abilities and knowledge that you have 
learned. These areas of expertise can be categorised into themes or topics, which we are 
calling ‘areas of learning’.   

‘Areas of learning’ consist of non-overlapping categories of skills, abilities and/or 
knowledge.  This may appear somewhat artificial because, in your actual experience, the 
different parts of your learning are interwoven with each other and with your roles and 
activities.  

In developing a CV you thought about your work-based and other experience 
chronologically. In developing areas of learning you need to think thematically about your 
experience, and to pick out recurring themes of learning which you can then group 
together into ‘areas’. For example, you may look across your work experience and see that 
you have managed different teams in a variety of situations. You may have developed this 
area of learning through a number of activities, such as identifying individuals according to 
how they may contribute as a result of their experience; put a team together for a specific 
function or need or been allocated a team to run a particular project but each time that you 
have lead a team you will have utilised skills and abilities developed from your previous 
experiences, probably without you even thinking about it..  

It is the generic areas of knowledge and skill that you write up in your areas of learning, and 
these are assessed for the amount of academic credit, rather than the activities that you 
listed in your CV and job description. 

In summary, there are two ways in which we have asked you to think about your 
experience in developing your RAL portfolio, what you do and what you have learnt. 
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CV and job description 

 

 

Areas of Learning 

 

What you do 

 

 

What your knowledge and skills are 

 

Your specific activities 

 

The generic learning underpinning your 
activities, that is what did you need to 
learn, or did learn, in order to achieve 
these activities. 

 

Looking at experience chronologically 

 

 

Looking at experience thematically or 
holistically 

 

Purpose in portfolio: 

to provide contextualising information 
on your work and other experience 

 

 

Purpose in portfolio: 

to claim academic credit for experiential 
learning 
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Finding Areas of Learning 
 

To claim credit you must compile an ‘area of learning’. Areas of learning come from both 
experience and formal taught learning that you have acquired from a combination of 
sources, such as training days, experiences from work or voluntary activity, reading or 
investigating for specific activities such as projects. Sometimes it is not easy to find out 
where this learning started, but to be able to claim credits it is important to identify it, trace 
its development, and find the evidence that supports it, so that you can put together a 
sound claim. 

To start to find areas of learning (AOL): 

 

 

 

 

 

 

 

 

 

 

Now you have compiled and annotated an up to date CV and job description it is useful to 
consider the following points: 

In your CV 

• are there themes emerging, such as teaching, managing, counselling, budgeting or 
similar? 

• what sort of patterns of work activities are reflected in your job changes, 
promotions or career changes?  

• have you been doing particular types of work such as organising others, managing 
projects, providing administrative support? If so, where did this learning trail start? 
Can you see how your choices of work and activity developed particular knowledge 
and skills in you?  

• can you explain in your annotated CV how each job built on the previous one? 
• are you involved in particular types of voluntary work or hobbies? If so, are the 

activities you use for them similar to, or different from, the activities you do at 
work?  

• what continuous professional development or training have you been involved in?  
• what do you feel are your particular strengths?  

                                     

 

 

Review your CV and Job description 
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In your job description 

 

• what are you doing now that you were not doing 5 years ago? 
• what new things have you learned in the last two years? 
• what responsibilities do you have at work? 
• have you developed any trans-disciplinary skills e.g. negotiating skills, managing 

people? 
• have you developed specific skills such as communication or project management? 

Did these grow through specific work practices and activities?  
• what do you consider to be the routine parts of your work? How did you learn to do 

them? Did you need formal training or have you learned them over a period of 
time? Are there many people in your work environment who could do your job? If 
not, why not? 

• why do people ask your advice? What sort of things do they ask you?  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Make a list of all the things that you are particularly good at, your key 
strengths and your abilities. Can you group these strengths into key areas of 

activity? 
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Relevance of your areas of learning to your future plans 
 

Deciding on a list of areas of learning involves looking back over your experience to date.  
You are likely to have developed a great deal of skills, ability and knowledge over the years. 
How can you decide what to use as areas of learning in your portfolio? 

The answer to this is that your areas of learning should be relevant to where you want to 
go in the future - particularly to any further study you may like to do once you have 
completed this module. For example, if you are thinking of using the RAL credit you gain 
towards a Professional Practice qualification, you will return to your areas of learning 
throughout your programme: 

If you undertook the Work-based Learning Programme Plan module, you will have 
developed a customised programme of study to which your areas of learning should be 
relevant. You will also begin to think about a topic for your Work-based Project module. 
Your areas of learning should help to guide you towards a topic.  

In the Research Methods module you may develop an idea for your work-based project.   

Then you will complete the work based project itself.  

In short, your areas of learning can form a foundation on which you will eventually build a 
whole programme of academic study. In the light of your consideration of the above it may 
be a good time to re-visit your action plan. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Making a Provisional List of Titles for your Areas of Learning 

Purpose 

• To critically evaluate your past and current experiential learning for 
underpinning skills and knowledge 

• From this evaluation, to generate a list of possible titles for areas of 
learning. 
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What you should do 
 

Think about the information given above. 

Prepare a provisional list of titles for your areas of learning. In addition to the explanatory 
notes above, you will probably find the following suggestions useful: 

use your CV and job description(s):  

identify significant operational areas/ skills in your job description(s); look for areas of 
major work/interest/activity in your CV (including unpaid/voluntary and leisure activities): 

In order to be specific about knowledge, skills and learning outcomes, you might wish to 
think about your learning against related National Occupational Standards: 

http://www.ukstandards.org.uk/Pages/Search.aspx 

QAA Subject Benchmark statements: 

https://www.qaa.ac.uk/quality-code/subject-benchmark-
statements?indexCatalogue=document-
search&searchQuery=masters&wordsMode=AllWords 

and/or NVQ Standards; 

https://qualifications.pearson.com/en/qualifications/nvq-and-competence-based-
qualifications.html 

You should remember that such descriptions are only guides and that you are not 
necessarily seeking an exact match.   

You may want to ask yourself the following question:  ‘What topic might I want to explore 
in my work-based project if I go on to undertake a full university programme of study?’  An 
idea is appropriate at this preliminary stage. 

 

  

http://www.ukstandards.org.uk/Pages/Search.aspx
https://www.qaa.ac.uk/quality-code/subject-benchmark-statements?indexCatalogue=document-search&searchQuery=masters&wordsMode=AllWords
https://www.qaa.ac.uk/quality-code/subject-benchmark-statements?indexCatalogue=document-search&searchQuery=masters&wordsMode=AllWords
https://www.qaa.ac.uk/quality-code/subject-benchmark-statements?indexCatalogue=document-search&searchQuery=masters&wordsMode=AllWords
https://qualifications.pearson.com/en/qualifications/nvq-and-competence-based-qualifications.html
https://qualifications.pearson.com/en/qualifications/nvq-and-competence-based-qualifications.html
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Finding titles for your areas of learning 
 

Having read through the above you may already have identified a preliminary list of areas 
of learning and some titles may begin to emerge, such as ‘managing a budget’, ‘creating 
databases’, ‘working with people’. All titles should be short and unambiguous. Make a list 
of your titles so far and see where there are overlaps or similarities between titles. 

Examples of titles are:  

 

- Project management 
- Event management 
- Management of Third sector Health and Wellbeing Forum 
- Teaching literacy and numeracy 
- Building business relationships 
- Operational management 
- Strategic communication 
- Change management 

Begin to consider what evidence you could use to substantiate your claim for learning and 
achievement in these areas e.g. testimonials, reports, appraisal reports, correspondence 
from and to you, artefacts (e.g. photographs/video tape, products).  (Evidence will be 
covered fully in Section 8). 

Discuss your list of titles and evidence with your RAL Tutor.  It is essential to get feedback 
on your initial ideas for areas of learning before you start to develop them.  Your Tutor will 
be able to tell you whether or not your ideas at this stage are likely to result in areas of 
learning of appropriate size, content and academic level. 

Agree the areas of learning with your Tutor. This and your ideas about how to substantiate 
them with evidence will form the basis of your portfolio. (See also the exercises in Section 
5) 

Your areas of learning will form the core of your portfolio and inform the claim for 
academic credit which you will make from your experiential learning. 
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Learning Areas  

When you have identified and agreed the learning area titles, the following models 
(templates available on Moodle) will provide you with a structure through which to write 
your learning up. These models are for guidance, you do not have to use them but you may 
find that they help to provide a structure for your script.  The annotations in red provide 
guidance. 

  

 

 

Explore the range of templates for developing learning areas  
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Learning Area Example 1: 

Title of Learning Area:  Once the title has been agreed this will be inserted here:  

for example in this instance - Managing Technology Strategy 

Amount of Credit Claimed:      Number of credits     (RAL tutor will advise) 

Credit level:           Either 6 or 7.                                     

1. Learning achieved / identified:  

Note: - This is what you have learnt / can do. This is what you will claim credit for. Thus the claim 
for credit will need to be substantiated by the learning identified. If it helps begin the sentence 
with, I have learnt to ... or I know how to ... this might help in identifying what you have learnt. 
Keep each area focussed. Once you have identified learning achieved it will help the process of 
reflection and identifying evidence. You can, of course, return to these to adapt / develop as the 
need arises. 

These will be written in terms of learning outcomes, beginning with an appropriate verb. For 
example: 

1. develop, implement, monitor and review a technology strategy for an organisation. 
2. develop a strategy to promote the use of technology, in line with organisational values 

and customer needs. 
3. implement a strategy for promoting technology across an organisation.  
4. monitor and review the impact of an organisation’s technology strategy, in line with best 

practice 

 

 

2. Analysis of Learning and Relationship to Evidence: 

Description of what you do. An explanation which will ensure that the reader can understand the 
context of the learning, the level of the learning and be able to identify the learning in relation to 
the workplace. 

Analysis of the learning – the why? what? how? when? where? in relation to the learning 
outcomes (see 1 above). Identify knowledge, understanding and skills. 

Reflection on the learning. Use some of the theories / models provided on the Moodle, in the 
handbook or through your own research to work through the outcomes. You can reflect and 
analyse focussing on one outcome at a time or on one activity at a time related to some or all of 
the outcomes.  

Support your analysis by evidence of reading on the subject. (Note: - Identify evidence of new 
learning which could be related to this reading and which can be used in your reflective essay.) 
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3. Evidence to support learning including bibliography: 

The evidence identified to support learning will need to be included as appendices and referenced 
within the reflection.  

e.g.  

Minutes of meetings 

Technology Strategy 

Code of practice 
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Learning area example 2 

Title of Learning Area:  Once the title has been agreed this will be inserted here:  

for example in this instance - Managing Technology Strategy 

Amount of Credit Claimed:   Number of credits     (RAL tutor will advise)               

Credit level:                          Either 6 or 7.                                                                 

 

1. Learning achieved / identified:  

My experiences over the last XXX years have enabled me to – 

1. develop, implement, monitor and review a technology strategy for an organisation. 
2. develop a strategy to promote the use of technology, in line with organisational values and 

customer needs. 
3. implement a strategy for promoting technology across an organisation.  
4. monitor and review the impact of an organisation’s technology strategy, in line with best 

practice 

 

 

2. Analysis of Learning and Relationship to Evidence: 

 

Kolb’s Reflective Cycle 

Set the scene and explain the context of your learning 

What was your experience? 

Was this a positive or negative experience?  

What have you learnt from this experience? 

How does this experience relate to relevant academic theories or models? 

How have you developed your practice, having gone through this experience? 

What is your experience of your new found working practice? 
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3. Evidence to support learning including bibliography: 

The evidence identified to support learning will need to be included as appendices and referenced 
within the reflection.  

e.g.  

Minutes of meetings 

Technology Strategy 

Code of practice 
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Learning Area Example 3 

 

Title of Learning Area: Once the title has been agreed this will be inserted here:  

for example in this instance - Managing Technology Strategy 

Amount of credit claimed for learning area:   Number of credits (RAL tutor will advise)  

Level at which credit is being claimed:   Either 6 or 7.                                                                               

1. Learning achieved / identified:  

My experiences over the last XXX years have enabled me to – 

1. develop, implement, monitor and review a technology strategy for an organisation. 
2. develop a strategy to promote the use of technology, in line with organisational values 

and customer needs. 
3. implement a strategy for promoting technology across an organisation.  
4. monitor and review the impact of an organisation’s technology strategy, in line with best 

practice 

 

 

Context 

Summary of my level of knowledge/ experience beforehand: 

Analysis of learning and relationship to evidence: 

 

 

Learning Outcome 1: 

Acquisition and Application of Knowledge/ Learning 

My Role - What I did that relates to this learning outcome area: 

Analysis and Reflection – 

My Role – What did I Learn: 

How my involvement helped to develop new skills/ knowledge, and how I have applied 
same to help me to do things differently: 
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Learning Outcome 2:  

Acquisition and Application of Knowledge/ Learning 

My Role - What I did that relates to this learning outcome area: 

Analysis and Reflection 

My Role – what did I learn: 

How my involvement helped to develop new skills/ knowledge, and how I have applied 
same to help me to do things differently: 

 

 

Learning Outcome 3:  

Acquisition and Application of Knowledge/ Learning 

My Role - What I did that relates to this learning outcome area: 

Analysis and Reflection 

My role – what did I learn: 

How my involvement helped to develop new skills/ knowledge, and how I have applied 
same to help me to do things differently: 

. 

 

Learning Outcome 4:  

Acquisition and Application of Knowledge/ Learning 

My Role - What I did that relates to this learning outcome area: 

Analysis and Reflection 

My role – what did I learn? 

How my involvement helped to develop new skills/ knowledge, and how I have applied 
same to help me to do things differently: 

 

Summary of evidence included in the portfolio 

Bibliography 
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Prioritise your list of areas of learning 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Tutorials: keep talking to you tutor while you are developing your 
learning areas, particularly the first one. You should arrange a 

schedule of monthly tutorials. 

 

 

By this stage you should be able to confirm your areas of 
learning and write one of them up 

 

• Work on one area of learning deciding on the level and 
extent of the learning 

• Submit a draft of your area of learning to your RAL Tutor 
for feedback 

• Produce appropriate evidence 

• Work on your other areas of learning. 
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Explanatory notes and exercises 
 

The earlier notes should have given you general background to academic credit and help 
you to make a claim for academic credit in your RAL portfolio. You should be beginning to 
get an idea of what levels of credit you may have and how much credit you think you can 
claim for. You do not have to understand it all now and it will become clearer as you work 
on your portfolio, particularly in the ‘Areas of Learning’.  You can also discuss with your RAL 
Tutor for clarification. 

Dividing your learning into areas 
 

There is no single correct way of doing this. The areas of learning submitted and the overall 
size of your claim for credit will depend on how extensive your experiential learning is and 
on how much of it you wish to, and can, claim for - maximum of two thirds of your overall 
award (that is 120 credits for an MA).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

EXERCISE - Constructing an early draft of an area of learning 

Purpose 

To help you to distinguish between ‘learning’ and ‘activities’ read through 
your text and ask yourself’ “does this demonstrate how I learnt to…..?” 

To generate a vocabulary which articulates the different ways you learn. 
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What you should do 
 

You may now have identified several areas of learning from your CV and job description. 
You will probably find that some overlap in content or that they complement each other. 
Now you need to refine your ideas. You will need to think about what will go into each area 
of learning. 

There are a number of ways you can do this: 

Make a mind map / spidergram of each title and identify key learning associated with each 
title as an offshoot. In the example below you can see that several key points have been 
identified as contributing to the area of learning. 

The example below indicates four key activities that helped a learner develop knowledge 
and learning in ‘Budget holding’. The learner has usefully identified the starting point (a) 
and so can start to develop the content of the area of learning building upon each of these 
stages. 

You may find it helpful to think of these as ‘key learning points’ or ‘learning outcomes’, 
because they express specific outputs that can be expressed as outcomes which are 
measurable and which may be supported by specific evidence. There are also indications in 
(c) and (d) that there may be other areas of learning that might link or overlap with this 
one.  

Figure 1: An example to help plan and develop a learning area.  

 

  

AOL 1
Budget 
holding

d. Managing 
project funds

c. Making a 
bid for new 
staff costs

b. End of 
year 

accounts

a. Taking 
over the 

office 
accounts
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For example: ‘Making a bid for new staff’ might be part of a larger area of learning around 
managing people, or recruitment costs and selection. You will have to decide whether you 
put this learning outcome into this Learning Area and keep all things financial together, or 
whether to transfer it into a ‘people’ focused area of learning. Managing project funds 
suggests that this person has been running or managing projects and that there may be 
more learning in an area around project management. Again, you will have to decide as you 
progress with your areas of learning how to allocate your evidence and which specific 
learning outcomes you can emphasise. 

Identify specific achievements – you may have a specific example of something that you 
have accomplished such as project work, a document you have written or produced, an 
artefact you have created, or some publicity material you have designed. You will be able to 
use it as evidence too, to support your claim. 

By starting with the finished product, you can begin to reflect on the processes that you 
went through to create it and the learning that you gained from it. To help you discover the 
learning you gained from the achievement ask yourself specific questions such as: 

Why did I do this and how did I know how to do it? 

If I did this again how would I do it differently? Why? 

How did I know what to do in this situation? Where had that learning come from? 

Why did I do this in a particular way? What would the consequences be if I did it 
differently? 

What went well, what went wrong and why? 

Have I done this like this before? Would I do it the same way again? Why? 

Identify a newly acquired skill or work activity – this may emerge from reviewing your job 
description and identifying something that you have had to learn recently from job changes 
or developments. You may be starting a new project and are learning the basics of it as you 
prepare your area of learning. This is an ideal opportunity to keep a learning log over the 
next few weeks where you record the new things you are learning to add to your claim. 

Review training documentation - or other evidence such as minutes of meetings to help 
you trace the development of learning. If your routine work is different to that of other 
people and has grown in a specific direction you may be sought after as an expert on some 
issues.  

To help you find that learning ask the following questions: 

What would someone else need to know in order to do my job? If I handed it over to 
someone tomorrow what would they need to know? 

What is the context of my work? How does this influence what I do? 
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Are there policies / legislation/ procedures that I must be acquainted with to practice / 
work safely? 

Do I have to address specific types of problems? How do I go about this? How did I learn 
how to tackle them? 

What specific responsibilities or professional updating must I ensure are included? 

Building on the early draft of an area of learning - Once you have identified the area of 
learning and some of the key points you want to include, this is where the hard thinking 
and reflection start as you begin to write your learning journey for that area of learning. 
Writing up an area of learning is far more time consuming than you think.  

These activities may help: 

Carry a notebook and keep a record of some of the things you do at work during the day  

Jot down why you made certain decisions, or how you knew what to do in both routine and 
unusual circumstances – where did that learning come from? Can you provide evidence for 
it? 

Ask yourself questions such as; what did I learn from that training day? What have I started 
to do differently because of it?  

Allow yourself lots of time and some quiet to reflect and write out specific learning 
incidents that come to mind. 

You may find it helpful to write lots of notes to start with, just to tell the story of how your 
learning grew over time or to develop a timeline to demonstrate the key points in your 
learning journey.  

Remember, we are interested in what you have learnt, how you learnt it and the 
consequences of your learning, and not just the experience you had. Be careful not to focus 
only on your achievements as it’s the ‘learning’ that you are receiving credit for, not the 
‘doing’.  

Writing about the key learning points, or your specific achievements from your plan or 
timeline, will help you remember what happened, but you will need to include some 
analysis of your learning. You will need to write drafts and later edit them, but rather than 
stare at a blank page it is better to write something, so using key learning points is a good 
way to get started to describe your learning journey. (Use the templates on Moodle to 
help.) There are no word limits to areas of learning they need to be sufficient to justify and 
evidence learning.  Organising your thoughts clearly and in an orderly manner will be to 
your advantage as you are likely to gain more credits by doing so, but be careful not to 
‘waffle on’ and miss the focus of your learning.  When you read back through your work, 
ask yourself whether your text shows how you learnt to do your job rather than what you 
actually do. 
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Analysing your learning - Analysing your learning means to explore the different 
parts that contribute to the whole area of learning and explaining how each part 
contributes to it. If you are able to interweave into the narrative how you applied your 
learning and link it to relevant evidence this will also improve your narrative.  

A common difficulty is that learners describe their learning, but forget to include what the 
consequence of their learning was: 

- did the organisation work better?  
- were they more able to do the job?  
- what would they/have they done differently the next time this 

occurred and why?  

To overcome this, an effective way of showing that you have learned and understood 
something is to illustrate how you have used the learning. For example, when you managed 
a project the first time you did not allow sufficient time for interdependent activities to run 
alongside it, so when other people’s contributions did not come in on time the project 
deadline was delayed. This means that next time you ran a project, you remembered the 
difficulties that late contributions made, and so you allowed extra time in your plans. In 
other words, you have thought through the consequences of your actions. If when you 
write your area of learning you make sure that you have stated what you have done, why 
and how and what the outcomes were, it will help you. This will also help you to define or 
analyse the learning and help you to discover a lot of knowledge that you take for granted. 
Some reflective thinking models may help you to do this, so that the conclusions that are 
drawn from the learning are made explicit. (Section 3) 

If you get stuck and are not sure what to include, look at the level descriptors for the 
academic level you are trying to gain credits for and think how to include aspects of your 
learning that reflect these.  

For example: 

- do you have to make ethical choices? (further details on ethics may 
be found on the Moodle) 

- what kind of planning are you involved in?  
- how do you make decisions?  
- how many people are influenced by your work or impacted by your 

actions?   

Alternatively you may find that reviewing your evidence and deciding what you needed to 
know to create it may help you identify your learning. 

When analysing your learning you should consider researching relevant academic models 
and theories that relate to your chosen learning area. Discussing these theories in your 
script will support and strengthen the academic rigour of your claim. You will find indicators 
of appropriate academic models and theories for the more common areas of learning on 
the Moodle website and your tutor will help you to identify appropriate research in other 
areas.  A full time student would cover the academic research as part of their academic 
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studies and then apply that learning once they enter the workplace, in your situation you 
have actually completed the learning in the workplace already, this process asks you to 
consider how those models and theories relate to your experiences, and for you to identify 
how your further understanding of them may affect your working practice in the future or 
not.  It is perfectly acceptable for you to disagree with the academics! 

How many areas of learning do I need? 
 

The number of areas of learning that are needed depends on the amount of experience you 
have and the amount of credits you may wish to claim. The more credits needed, the more 
detail and information that will be required. You may not need more areas of learning, but 
if you make them as comprehensive as possible then you may get more credits. However, 
depending on the extent of your experience, you may find it more manageable to divide 
one area of learning into two or more separate areas. Read ‘Making the most of your claim’ 
at the end of this section to ensure you maximise the credit from your learning. 

What will the assessor want to know about in your areas of learning? 
 

The assessors on the RAL Accreditation Panel will want to know exactly what you are 
claiming credit for. Consequently, within each of your areas of learning, there must be a 
detailed breakdown of the learning for which you are claiming credit. This should come in 
the 'Analysis of Learning' section. Within the requirement that you structure each area of 
learning in the format described in the next exercise, you are free to present your areas of 
learning in the way that you think will make most sense to the assessors. 

The assessors are likely to find it helpful if you: 

- Divide up the analysis of learning section in some way. Two methods learners 
commonly use are either bullet points, or sub-headings, followed by a brief 
analysis, for each skill/type of knowledge claimed. 

- Cross-refer to your CV, job description or other areas of learning, where 
appropriate. 

- Substantiate each item of learning with evidence. 
- Make it very clear which piece of evidence refers to which item of learning 
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Remember … 

In order for the learning that you detail in your RAL portfolio to be 
accredited, it must be clearly presented in a standard format. The ‘Analysis 
of Learning’ part in each area of learning is the most important part of your 

whole portfolio. 
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What you should do 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

          

EXERCISE - Writing up one area of learning 

Purpose 

• To prepare one area of learning as fully as you can, for feedback from your RAL 
Tutor 

• Once you have discussed your area of learning with your Adviser and revised it as 
necessary, it will provide you with a template for writing up your other areas of 
learning 

Format and content of each area of learning  

Each area of learning must include the following headings and information: 

a. Name of the Area of Learning 

b. Introduction: A short paragraph introducing the area of learning. This should cover 
how you acquired the learning. Ask the reader to refer, where appropriate, to your 
CV and job description, rather than repeat information here. You may want to 
selectively expand parts of your CV or job description(s) in order to give more 
detailed contextualising information about an area of learning. Make sure you 
explain why this learning is important. 

c. Relevant courses attended:  List any relevant training or professional 
development courses attended in the last five years, (for each give date, duration, 
outline content and form of assessment, if any). If these include courses you are 
submitting as ‘credit rated learning’, refer the reader to where you have listed 
them. This could also be cross referenced to the CV. 

d. Analysis of Learning:  Itemise the learning you are claiming credit for in this area of 
learning.  This should be a fairly extensive breakdown of the knowledge, skills and 
abilities you are claiming credit for. You may want to explore wider implications and 
examine how this learning can be used in other settings e.g. managing conflict can 
be used at work, at home and also in any voluntary organisation you work with.  

e. Evidence: You need to supply evidence for each area of learning.  The same pieces 
of evidence may be used in more than one area of learning as long as the focus is 
different. More information on evidence is given below. 
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Use the format described above to make a first draft of one of the areas of learning that you have 
listed. You are likely to find the following resources useful: 

• RAL level descriptors (Moodle) 
• Example of Learning Area’s (Moodle), 
• Learning Area Templates (Module Handbook and Moodle) 
• Bloom’s Taxonomy (Induction Pack) 

 

It will help you, if you take note of the following points: 

 The title of your area of learning should be succinct and reflect the learning you are making 
a claim for. 

 The 'analysis of learning' section is the key to your claim for credit.  What is required here is 
not a bald statement of what you have done but identification of the intellectual activity 
involved. Ask yourself what decisions you had to take when 'doing something', what factors 
you had to take into account and, most importantly, if you were 'doing' this again what 
would you repeat or do differently and why.   

 It is vital that you support the claim for credit that you make in the ‘analysis of learning’ 
with appropriate evidence (see below). 

 For the ‘analysis of learning’, you may want to express your learning using terms outlined in 
Bloom’s Taxonomy and commencing with an appropriate verb, e.g.: 

Knowledge:  "(I am able to) list/state/outline ... (for example) the key principles of..." 

Understanding:  "(I can) discuss/explain/clarify/identify ... (for example) the policy 
of/procedures for..." 

Application:  "(I can) illustrate/demonstrate/apply ... (for example) the process of..." 

The three above are suitable to introduce an area but the ones below will show the greater 
depth of learning we require. 

Analysis:  "(I know how to) distinguish/contrast/compare/calculate ... (for example) the 
effectiveness of..." 

Synthesis:  "(I am able to) organise/set up ... (for example) ...plans for..." 

Evaluation:  "(I know how to) evaluate/appraise/assess/review ... (for example) the causes 
of..." 

When you have drafted one area of learning, make contact with your RAL Tutor to discuss.  

• Revise as necessary, identify appropriate evidence and highlight within your text (e.g. see 
Appendix 1 for Business Plan). 
 

Using this area of learning as a guide will help you write up your other areas of learning.  If you need 
further assistance, you can arrange a tutorial with your Tutor. It is not an admission of weakness or 
uncertainty to contact your adviser. We expect it and it is planned into our work schedule.  
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What does a good accreditation claim look like? 
 

Claims that are good have the following qualities: 

- the context in which learning occurs is explicit, and factors affecting the 
situation are captured without being too descriptive; 

- the task or role that was being undertaken is clearly explained and situated 
within the context and work activity; 

- when problem solving is used there is a clear rationale for the choices and 
decisions made; 

- self-awareness is shown, together with an understanding of the implications of  
one’s own and other people’s behaviour and actions; 

- where appropriate, reference to academic theories or knowledge is included to 
support decisions and actions, and is referenced accurately using academic 
conventions; 

- the learning is clearly identified an discussed and is shown to be progressive, is 
built upon and the outcomes are explicit; 

- there is evidence of reflection and analysis within the area of learning; 
- it is well written, concise, organised and tightly worded; 
- evidence is carefully selected, referred to and linked with the narrative, and 

demonstrates how the learning was used. Where there is limited available 
evidence, illustrations, such as case studies within the text show how learning 
was applied and developed, witness testimony may also be appropriate; 

- each piece of evidence may be used in several ways to demonstrate different 
aspects of learning, thus reducing the amount of evidence but showing 
discrimination towards those pieces that support several aspects of learning; 

- A timeline is included to illustrate the duration of the piece of 
work/project/activity where learning has been achieved. 

Making the most of learning in your RAL claim.   
 

People use the term ‘volume descriptor’ to describe the ways in which you can look again 
at your claim, and draw out more from your areas of learning, which can in turn lead to you 
gaining more credit. Because you are closely involved in your work, you may not 
immediately recognise all of the learning that you have gained through your work activities. 
So volume descriptors are designed to help you get the most credit from your claim, and 
they explain the qualities the assessors will look for when awarding credit.  

An awareness of the volume descriptors below will help to maximise the credit from your 
RAL claim. Although they should help you to get as many credits as you can, they do not 
automatically guarantee extra credits. You must be explicit within each area of learning to 
optimise the credit awarded.  Not all descriptors will be applicable to every area of learning. 
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Guide to Volume Descriptors 

Incremental learning over time, demonstrates broadening or deepening of learning 
and knowledge with application to practice 

Explicit outcomes or product(s) that may correspond to: 

a validated module or  

accredited learning activity or 

WBL project outcomes 

Presenting your claim with sections or components that reflect learning outcomes (LO) 
or specific learning incidents  

Demonstrates building levels of learning from first principles through increasing 
complexity e.g. includes reflection and analysis of learning and / or consequent impact 
upon others is clearly evident or applied in several contexts 

Demonstrates learning from formal training/ education hours, or qualification older 
than 5 years. (10 learning hours = 1 credit for accredited training). N.B. Same training 
days can only be counted once per RAL portfolio 

Draws on a variety of sources of knowledge and/or demonstrates originality / 
uniqueness / creativity 

High quality evidence presented and annotated appropriately 

 

 

 



87 

EXPLANATORY NOTES – Volume descriptors  

  

Incremental learning over time, demonstrates broadening or deepening of learning and 
knowledge with application to practice. 

This is an opportunity for you to demonstrate what you have learnt over a period of years. 
You may find that recent learning, such as in the last two years, is easier to recall, e.g. if you 
have just begun to access knowledge through searching the internet. More importantly, 
you may have started a new job within the last two years, and therefore be very aware of 
what you didn't know when you started in the job as compared to what you know now. 
Alternatively, you may have started this learning a long time ago, more than five years, and 
therefore how you learnt it may not be so easy to recall. You may also be very proficient at 
this area of learning now, and be able to express this in a way that demonstrates you have 
a lot of expertise and knowledge. This means that your assessors are likely to give you high 
level credit for this learning, but as an undergraduate you will also need some credits at 
lower levels, 4 and 5, and therefore it is a good idea to try to recall and record how your 
learning grew over a period of time. This should show that you started off with a small 
amount of learning, and that you have built on it to make more knowledge. If you are able 
to do this, your assessors will see if you can be awarded a range of credits within the claim. 

Learning usually develops over time. For example, you may have started in an office and 
being responsible for the stationery order. To broaden your learning, you may have 
extended this learning into how to order other types of equipment required in the 
department, or perhaps taken additional responsibilities related to hiring of equipment. 
When you are analysing this learning in your claim, you would state the starting point that 
you began at, and then explain the learning that you developed in order to broaden your 
skills. Be careful not to describe in too much detail but try to provide a concise summary. 
An example of deepening your learning might be how you developed the ordering of 
equipment in your department into understanding the budgetary and financial implications 
associated with it. This may have developed your learning yet further into understanding 
cash flow in the department. Make sure your learning progression is explicit within your 
claim, as assessors cannot award credits for learning that is hinted at, rather than fully 
presented. Illustrate with examples to show what you can do now as opposed to where you 
started.  

Explicit outcomes or a project. 

This category is used when you can demonstrate that you have produced an outcome or 
carried out a project that is similar to a specific module. Your Tutor will be able to help you 
with this, but if you have undertaken a project at work, you should be able to describe what 
you have learned from the process of undertaking that project. One way of doing this is to 
think about how you would do it differently next time if you were to do it again, and the 
reasons why learning took place.   
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You may not think you have done a project at work before, because it hasn’t been called 
that, but you may have been involved in developing things like: a protocol, a policy or 
procedure, or an information leaflet, a newsletter for your organisation or perhaps a 
teaching package for new staff. All of these activities will have given you learning 
opportunities, so by reflecting on these you can identify what you learnt from the process. 
By stating the outcome of the learning very clearly, such as in the form of a product, it may 
be possible to equate this learning with an equivalent taught module and therefore gain 
credits that reflect a formal module outcome. 

For example you may have undertaken training in the workplace, such as Health and Safety 
or Risk Assessment training. These training programmes may not have formal accreditation 
but UWTSD may have awarded credits to similar programmes elsewhere, and therefore be 
able to award your training experience with similar credits. Remember, it is the learning 
that we are interested in, not just the experience, so make it clear as to what you took 
away from that training programme and how you were able to apply it at work. 

The amount of credits that you are awarded for a particular claim may be related to the 
fact that a number of other learners have submitted similar areas of learning in the past, 
and therefore there may be some precedent, which will guide the award of credits. For 
example, previous learners may have submitted a particular area of learning, and it has 
always been awarded a specific amount of credits. This may be because it reflects a taught 
module of a similar nature, or the assessor feels that this reflects the usual amount of 
credit awarded. You may be tempted to compare the results of your claim with other 
learners, but this may not be doing yourself justice, as other learners will present their case 
differently and will be awarded credits accordingly. The feedback from your Tutor after 
your draft will give you some good pointers as to how you can make the maximum credit 
from your claim. 

Presenting your claim in sections or components 

When you make your RAL claim, you should try to break each area of learning into 
component parts. Sometimes these components may relate to specific learning incidents. 
These learning incidents can sometimes be expressed as outcomes which indicate 
particular activities, or, as educators express it: ‘learning outcomes’, which arose from this 
time of learning. For example, you may be compiling a claim regarding communication 
within your organisation. This area of learning is likely to consider aspects such as; verbal 
communication, written communication, electronic communication, dissemination of 
information, standards and procedures to communicate key issues and such like.  It may be 
that a critical learning opportunity occurred during the time you that you learnt the skills, 
and was a key influence in what and how you learnt. A critical learning opportunity may 
have been an incident or a particular issue that demonstrated how well or how poorly 
communication systems were working, and therefore provided you with a learning insight 
that helped you to develop your skill in this area. 

Critical learning incidents do not need to be a negative experience but can also be positive 
experience and may result from feedback from your workplace or colleagues. There may be 
several separate incidents that contributed to your area of learning but it is not a guarantee 
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that the more learning incidents you include, the higher the number of credits will be, but it 
will help you to analyse your learning in more depth, and that should contribute to the 
amount and level of credits you gain. 

Demonstrates building levels of learning from first principles through increasing 
complexity. 

If you are experienced in a particular area in which you are making a claim, you may be able 
to articulate your learning in a way that demonstrates you are able to think at a high level 
of academic ability, as indicated by the level descriptors. This may mean that you are clearly 
thinking and explaining your learning at graduate or postgraduate level. However, if you are 
an undergraduate, you will also require credits at level 4 and level 5 which are equivalent to 
first and second year undergraduate level. You will need to gain credit at these levels as 
they are not awarded automatically even if you have made a claim that reaches a higher 
level. This can be achieved by explaining what knowledge you had at the beginning of this 
area of learning, and what you have learned over a period of time. You should demonstrate 
that you have the underpinning knowledge which is reflective of the lower levels of 
academic ability, and therefore several levels of academic credit may be awarded for the 
same claim.  In order to make the best of this, you will need to be analytical and to explain 
more fully as to how your initial learning developed. Showing how you are able to use your 
learning in a variety of contexts is another way of demonstrating higher level learning. Your 
assessor may be able to see this when they look at a draft of your claim, but you need to 
think about it as you write to show how your learning has grown. 

Very often claims at all levels have not been made explicit within the written text, and 
although the assessor will be able to see that you could have more knowledge within the 
claim they would be guessing what you have learnt and therefore it is not possible to award 
credits. If the learning is implicit, credits cannot be awarded.  Therefore you need to review 
the area of learning critically when you have drafted it, and demonstrate that learning has 
occurred and is progressive so that all possible learning is captured. 

You need to be able to demonstrate reflection and consequent learning from a situation, 
and be able to analyse your learning particularly well for the award of credit. If you are able 
to demonstrate the extent of the impact of your learning and how it has involved and 
affected other people, this too may be beneficial in justifying learning. 

Learning from formal training. 

Attending training days does not guarantee that you have learned anything.  You need to 
be able to explain what you have done with the learning following the training. Training 
days can only count if you show what you do with the learning afterwards. This means that 
any evidence of formal training, such as a certificate, cannot guarantee credits. You need to 
make it clear what you have learned from that training and how it has impacted your 
practice. You may want to use the same training days as evidence for several areas of 
learning, but they cannot be counted more than once, so if you include them in several 
areas of learning, you must indicate that they are repeats. Remember that it is not 
"experience" that is being accredited, but your learning. You must show how that learning 
has affected your work and that will enable recognition of the training time. Awarding 
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credits for training days is rare unless supported by reflection on the impact of that 
training. 

There are occasions when a formal programme of study has been undertaken over 5 years 
ago. It may carry credits and you may have the transcript to prove that you did the training. 
Because it was over 5 years ago, you will need to show the assessor that the learning is still 
in use and that you have maintained its currency, and built on it. A typical example is a 
Certificate in Education, which can carry different amounts of credit, depending on when 
and where it was studied. If it is over 5 years old and you have not used it in the last few 
years, you cannot expect to have the credits from it acknowledged in your claim. If 
however, you didn’t use it for a while, but have returned recently to teaching, and have 
evidence that you have updated yourself and refreshed your skills, the original credits may 
still be awarded. It is your responsibility to gain a transcript of credits from the awarding 
institution, and you need to be aware that you may not be able to use all the credits in the 
transcript, depending on College regulations as to how much credit you can use at every 
academic level. 

Variety of sources of knowledge used and/or demonstration of originality, uniqueness or 
creativity. 

If you are able to demonstrate the use of a variety of sources of knowledge in your claim 
such as reading, work shadowing, searching the Internet, gaining additional training, or the 
use of a variety of published information, this will demonstrate that you have drawn on a 
wide variety of learning resources which will encourage the assessor to consider awarding 
more credit. 

There are occasions when you may be able to present an unusual area of learning, or be 
particularly creative in how you make a claim for your learning. This is encouraged, and 
may be recognised as part of the credits. Don't forget that you may have learning from 
activities outside paid work that you may be able to claim for, such as a position as a club 
secretary, a school governor, or perhaps you've travelled and worked abroad and learned 
things about different cultures. You may also have learned from a project that you have 
completed at work. These activities can contribute significant learning and be included in 
your claim if you are able to demonstrate transferable skills from one context to another. If 
you're unsure how one of these activities might contribute, contact your tutor to discuss. 

High quality evidence presented and annotated appropriately. 

You must present your evidence appropriately. For example, very clear evaluation of 
learning related to the evidence which will illustrate learning. Similarly different   evidence 
may be used to illustrate your learning effectively. However, careful selection of evidence 
should show that you can discriminate between one piece of evidence that illustrates a 
number of aspects of your learning, as compared to a lot of evidence that says very little.   

Good organization and planning of evidence demonstrates an ability to think through your 
learning and shows that you have considered how you want to present it to others and 
maximise its potential. The inclusion of testimonials should be to confirm other evidence 
and should not be considered as adequate evidence in itself. You must also ensure that 
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evidence protects the confidentiality of your workplace, colleagues and anyone else 
involved. If you specifically want to use something as evidence that involves others, such as 
photos, a written agreement from the person involved will suffice as consent. You will need 
to get written parental consent, and the consent of the child, if you are using any material 
that involves children. Failure to protect others in your evidence may mean that credits 
cannot be awarded. 

Making your planned programme explicit 

If you know that you require a specific number of credits from a claim you must make sure 
you have discussed this with your Tutor before you submit a claim. However, your Tutor 
may not remember this much detail, and it is essential that you take responsibility for 
ensuring that you have made your needs clear. If you have to submit an additional claim it 
is important you should include a list of areas of learning already achieved so that the 
assessor can understand where this new claim fits in. This means that they can become 
aware of the amounts of credits that you will need to complete your programme and they 
will consider this as they assess your claim. If you need a large number of credits, then you 
need to show that your additional claim fulfils all the criteria for both level and volume of 
credit by following some of these guidelines, so that you can maximise your learning from 
it. The assessor will try to ensure that the credits that you are awarded reflects the learning 
that is presented, but it is your responsibility to make is as clear as you can.  

These guidelines only give you some help with preparing your claim. They do not guarantee 
particular amounts of credits but will depend on how you demonstrate the learning within 
it, and the evidence that you use to support it.  
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Section 8: EVIDENCE 
 

 

EVIDENCE 

Evidence should substantiate the claim for credit you make in each area of learning. 
Without evidence the assessors cannot know whether what you are claiming is true. 

What is meant by ‘evidence’? 
 

Your claim for academic credit must be supported by evidence which demonstrates the 
knowledge/skills for which you are seeking credit. You must link evidence clearly to each of 
your areas of learning.  In doing this, it is important to think not only about what evidence 
to use, but how to use it to illustrate your learning - since the assessors will want to 
evaluate the extent to which you can analyse your learning. 

Types of evidence 
 

Evidence can be in many different media, for example: 

• Photographs 
• Videos 
• Audio tapes 
• Written work 
• Signed observations of practice 
• Testimonials 

Your evidence might include examples of items you have produced yourself, for example: 

• Business plans showing objectives and results 
• Financial forecasts/plans 
• Monthly/annual reports 
• A work product. 

 

Your evidence might include information gathered from others about what you can do, for 
example: 

• Certificates 
• Evidence of attendance at staff development events certified by the trainer or your 

line manager 
• Correspondence you have received e.g. from colleagues, customers/clients, 

suppliers 
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• Witness testimony - a statement by a line manager or other independent source 
familiar with your work 

 

Your evidence might include case studies. What is required here is that you describe a 
particular case or critical event in which you have been involved, and discuss in detail how 
it demonstrates the learning you are claiming for in a particular area of learning. This is a 
very useful way of providing evidence for some areas of learning (often related to practical 
skills), where it can be difficult to provide physical evidence. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your evidence may include the writing up of an activity in your learning diary, or it might 
include a discussion of how you have applied learning gained on a course to your work or 
other activities. Certificates from courses may be used as a supplement to such a 
discussion, or other evidence that that demonstrates you have applied the learning from 
the courses in your subsequent work. 

Using Evidence 
 

Possible areas of learning may develop from the evidence that you have in your work 
environment. By looking at evidence of your daily work you may be able to gather 
significant evidence to support your learning just by looking at: letters, emails, minutes of 
meetings, diary of events, certificates, products or artefacts, books, reports, articles, 
policies and procedures.  

 

 

Example: a learner responsible for firefighting on an oil tanker showed 
how he simulated events for planning and training purposes. This was 
accompanied by an analysis of the simulated event in order to learn 
from the experience. The documents used were signed off by a senior 
officer to indicate that the learner was responsible for and had 
completed the activity. 
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A few tips about evidence: 
 

• Evidence does not speak for itself so make sure you choose it and use it 
appropriately, linking it to specific learning outcomes in areas of learning. You can 
use it more than once if selected well. 

• Make sure that each piece of evidence you use clearly identifies your role – use 
annotation, highlighters, post-it notes etc 

• Show the quality of thinking by your choice and use of evidence by selecting 
carefully and explaining it clearly. 

• The quality and annotation of evidence can make a significant difference to your 
credit; explain why each piece is in there and what learning it shows. 

• Seek to protect anyone/any organisation named in the evidence by keeping it 
confidential and anonymous unless you get written permission to use it – include 
the permission as part of the evidence. This is particularly important if you use 
materials that relate to children or vulnerable adults. 

• Be sensitive to the implications of your evidence; are you exposing internal 
problems or placing anyone in a bad light?  

• Where evidence is sensitive, your tutor can view evidence in situ and provide a 
witness testimony for your portfolio. 

• Provide a context for the evidence – how does it fit into your work and learning? 
• If you are short of evidence, you can always write more; use illustrations to show 

how you have used your learning. It can bring a claim to life by illustrating a point 
you are trying to communicate. 

• An example of using evidence might be as follows: you may have made a point 
about managing a project, such as forward planning. You might support this with a 
variety of evidence such as: 
 A project plan – this provides the context 
 The project report – this explains the process that you learnt from 
 Minutes of meetings – this demonstrates your communication and planning 

skills 
 E-mail conversations – this demonstrates communications that supported 

the project 
 An illustration/portrait/cameo of the project process, such as: - ‘I have learnt 

that when I manage a project there are other departments involved in it who 
do not work to my timescales, so therefore I have to factor in extra time to 
take account of that; e.g. I have had particular problems with the finance 
department who will not process payments on some days because there is 
only one person available to do it.  I now plan to invoice them on specific 
days to work around their competing deadlines’.   
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Ethical considerations 
 

Work roles and the information generated through work are inevitably important in 
deciding on evidence to use in your RAL portfolio. It is possible that you may wish to use 
sensitive information originally gathered for a different purpose as evidence.  Where this is 
the case, it is essential that you comply with the professional, legal or moral standards 
appropriate to the nature of the information used.   

It is your responsibility to find out what these standards are from appropriate sources. 
However, you will find the following points a useful guide, if you wish to include 
confidential material as evidence: 

Ensure consent for the use of material is obtained from all people involved, e.g. team 
members, clients. Details of the consent obtained should be included with the evidence 
itself, e.g. legible signature on organisational headed paper. 

Consider how to anonymise material adequately. For example, you may wish to re-present 
names and addresses using pseudonyms. Striking names through with a pen or painting 
them out is not sufficient, but photocopying and then using a thick black felt pen is more 
effective. Specific care must be taken with materials referring to children or vulnerable 
adults. 

You may wish to use simulations to demonstrate situations and get them corroborated by a 
line manager as representative of your work. 

Always check the legal status of material before using it. 

If in doubt, check with both your Tutor and your organisation or line manager 

How to present evidence 
 

Evidence is never self-explanatory. How you intend your evidence to be understood must 
be explicit to the assessors. The evidence must be identified in the narrative and 
appropriately coded e.g. provided with an appendix number. A list of appendices should be 
included in the Index to the portfolio. 

The evidence you use to support the learning for which you are claiming academic credit 
should be illustrative. Remember that quantity of evidence does not equate with quantity 
or quality of learning.  

It is often possible to find a piece of evidence that demonstrates several skills or that can be 
used in more than one area of learning. Be sure to cross-refer clearly in this case. 

  



96 

 

 

 

 

 

 

 

 

 

 

Evidence can also be effected by describing what you learnt and writing a short narrative 
illustrating the learning in practice. This is sometimes called a ‘case study’, ‘vignette’ or 
‘cameo’. 

  

 

Example: the fire fighter from the previous example may choose 
“managing people” and “managing resources” as two areas of learning 
which will both use evidence from his firefighting activity.  
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What you should do 
 

1. Use the information given above to make a preliminary selection of evidence for 
each of your areas of learning. Be discriminating in your evidence; quantity does not always 
mean quality. 

2.  It is important to check this selection against the following criteria:  

Validity 
Evidence must be directly related to the learning claimed for in a particular area of 
learning.  If you claim you have an ability or skill, your evidence is only valid if it 
illustrates that skill or ability. 

Authenticity 
It must be clear that evidence submitted originates from you, or refers specifically to you. 
One way is to ensure that each piece of evidence is signed and on appropriate headed 
paper. 

Currency 
Evidence should be recent, and dated if possible. Where you are claiming for prior 
learning, supplementary evidence may be necessary to show that you are still 
capable of achieving the same level of learning. Evidence more than five years old 
should only be included if you are able to demonstrate that the learning has been in 
use more recently and, if appropriate, has been updated.  

 

EXERCISE - Supporting your Areas of Learning with Evidence 

Purpose 

• To decide on the evidence you will use to support the learning you 
claim for in each of your areas of learning. 

• To link each piece of evidence clearly to the appropriate area of 
learning. 
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Sufficiency 
You must submit enough evidence to cover the range of the learning that you are 
claiming for in any particular area. You can use evidence for more than one area of 
learning if appropriate. e.g. a letter may support communications skills, 
organisational activities and administrative procedures 

Reliability 

You should be able to show that learning you claim for can be repeated, that the 
evidence provided from one instance could be repeated in another instance. 

 

3.   Put each piece of evidence into your portfolio appropriately identified.   

4.  As your write your area of learning, link it to the evidence 

5.  If you are putting evidence into plastic inserts please do not place multiple sheets 
into one insert. 

 

When you have drafted your area of learning, make your own assessment of it:  

 Have you analysed your learning?  
 Have you shown how your working practice has developed and changed?  
 Does your evidence show what you learned? 
 How have you used the level and volume descriptors? 
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The format, content and assessment of your RAL portfolio and ongoing reflection upon 
your practice. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

At this stage you need to be absolutely clear about what your RAL portfolio 
must contain, how to lay it out, and how it will be assessed. It is also 
important to continue to reflect upon your learning diary in preparation for 
your reflective essay (Section 9). 

 

What you need to do now: 

• Understand the necessary elements of a RAL portfolio. 

• Read the explanatory notes on the format, content and assessment of 
your portfolio (you will need to refer back to these again when you 
begin to write up your portfolio). 

• Annotate your CV with a description of your work based activities 

• Work in the same way on your job description, tracking and reflecting 
upon your work based learning and competences across the two 
documents. 

• Complete the exercises. 

• Reflect upon your learning diary. 

• Draft your Learning Areas 

• Collate your evidence 

• Meet your tutor 
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Section 9: THE REFLECTIVE ESSAY 
 

 

THE REFLECTIVE ESSAY 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Explanatory notes and exercises 
 

As a starting point, re-read the discussion about reflection  

Your reflective essay is an evaluation of your learning throughout this process and is 
required in order for you to complete the module.  Your essay will be marked in accordance 
with the UWTSD specific assessment criteria for this module which is included at the 
beginning of this handbook.  If you are successful you will receive your mark and 20 credits 
towards your Professional Practice Award following the relevant Examination Board.  
Examination Boards are held 3 times per annum, you will be advised of the date of the 
Exam Board for your submission.  The mark for these 20 credits will count towards the 
overall grading of your Professional Practice award. 

 

  

 

 

Writing your reflective essay 

Purpose 

• In order to successfully complete the module, you are required to submit 
an essay in addition to your portfolio 

• The essay is your personal reflection upon what assembling your claim 
has involved and what significance your workplace learning has for you - 
in other words, what you have learned from undertaking the module and 
preparing your RAL portfolio. 
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Guidelines for your reflective essay 
 

It should be the correct word length.  Look at the module descriptor to identify the correct 
length for the level you are working at. 

The essay must be received by the deadline date for completion of course work, otherwise 
it will not be able to be submitted to the Examination Board. 

Your essay is a separate piece of work from your portfolio and it will be assessed 
separately, but it should be submitted at the same time as your portfolio. See the next 
section for details on submission. 

Your essay will be assessed according to the assessment criteria. Look at for details of how 
we assess academic work. This is important if you are to meet the academic criteria and 
ensure that your effort is appropriately directed. 

 

 

 

 

 

 

 

 

 

 

 

Format and content of the essay 
 

The essay is your own reflection on what you have learned from the module.  
Consequently, there is no right or wrong way of structuring your essay.  It will help you to 
decide how to write your essay to know that the assessor will want to evaluate your essay 
in terms of: 

the development of a reasoned train of thought (typically answering the questions ‘how?’, 
‘why?’ and ‘with what consequences?’); 

sufficient analysis to suggest that you have seriously reflected upon the learning process 
involved in compiling your RAL portfolio; 

the effectiveness of your communication.  

 

 

Look at information in the Handbook Annexes regarding 
guidelines on presentation and how to avoid plagiarism. 
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What you should do 
 
Write your reflective essay using the information provided. You may find the 
following resources and suggestions useful: 

• Your diary, if you kept one; 
• Reading on ‘Reflection’ (Section 2); 
• Consideration of your learning and learning style;  
• Relevant theories on reflection, learning and from your learning areas (see 

Moodle); 
• guidance on essay writing techniques in Wilson, E and Bedford, D (2009) 

Study Skills for Part-time Students 

You may find it helpful to ask yourself the following questions:  

a. Why did you wish to take the module? 
b. What were your initial expectations?  Did this change during the course of 

developing your portfolio? 
c. What did the process of assembling the claim involve (the emphasis should 

focus on any problems encountered and how you coped with them, how did 
the process develop)? 

d. Have you discovered anything about yourself or your work role from your 
claim? 

e. Has it changed the way you approach or think about your work? 
f. Have you discovered new areas of learning you and/or your employer had 

not previously recognised or fully used or has the process confirmed what 
you already knew? 

g. How easy/difficult was it to identify learning and provide evidence of it?  
h. Has the identification of areas of learning made you think about areas you 

wish to focus on in future? 
i. Has the development of the portfolio and your reflection on it influenced/ 

altered how you view yourself, your work role(s) and/or your career 
aspirations? 
 

It is essential you refer to appropriate theories of learning and reference these 
correctly. Refer to the guidelines on Moodle, your Student Handbook, or Wilson and 
Bedford (2009) for guidance on referencing techniques. 
 
Submit a draft copy of your reflective essay to you tutor for feedback prior to your 
final agreed submission date.  
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Section 10: SUBMITTING YOUR COMPLETED PORTFOLIO 
 

 

Submission Checklist  

Within your Learning Area/s, have you: 

☐ Made reference to a range of academic models and theories and adopted the Harvard 

Referencing guide? 

☐ Included a reference list? Listed alphabetically? Dated websites? 

☐ Referred to appropriate items of evidence within your Learning Area/s?   

When reviewing your evidence ensure that: 

☐ All evidence is numbered and can be easily cross referenced to the Learning Area/s. 

When submitting in electronic format please ensure that you include the following: 

1. Portfolio (saved as a Word/pdf document), consisting of 5 separate documents so that 
each document can be uploaded to the appropriate Turnitin link: 

  

• Document No.1 – CV, JD/s, 

• Document No.2 – Reflective Essay plus reference list 

• Document No.3 – RPEAL RAL Cover Sheet (saved as a word doc) 

• Document No. 4 – PL3b form (saved as a word doc) 

• Document No.5 – Learning Area/s plus a reference lists for each Learning Area. 

 

All of the above to be submitted through Turnitin via Moodle 

 

2. Employer letter of support plus Evidence - Must be submitted electronically to 
ppf@uwtsd.ac.uk and please copy in s.loxdale@uwtsd.ac.uk  

You will receive feedback and your provisional mark from your tutor within 20 term time 
days of your submission for claims less than 60 credits. For 60 credits or more feedback will 
be provided within 30 term time days. This mark will be verified by UWTSD Registry after 
the full Quality Assurance and Examination Board process has been completed. 

See Appendix 1 for further guidance on submission deadlines. 

mailto:ppf@uwtsd.ac.uk
mailto:s.loxdale@uwtsd.ac.uk
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APPENDIX 1: Assessment deadline dates 
 

UWTSD has strict submission deadline dates that must be adhered to.  The submission date for your 
RAL portfolio will be agreed with you at the start of your programme but please confirm with your 
tutor what your deadline is.  

The University’s procedures for determining compensatory measures for students with a long-term 
impairment and the University’s procedures for handling claims where extenuating circumstances 
have adversely affected a student’s performance is available on the University's website at: 
http://www.uwtsd.ac.uk/academic-office/ 

 

 

 

  

http://www.uwtsd.ac.uk/academic-office/
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APPENDIX 2: Written assignments: terms and presentation 
 

Writing Assignments - what’s required? 

 

Assignments require learners to demonstrate their knowledge and understanding and/or skills 
related to the topic being studied.  They are usually take the form of written instructions around the 
approach to be taken to address the assessment criteria.   It is important that learners understand 
what they are being asked to do, as the misinterpretation of instruction terms can lead to the 
wrong approach and ultimately failure to meet the assessment criteria.  Sometimes even 
experienced students get it wrong and can become confused between terms like “analyse” and 
“assess”. 

We hope that the following glossary of commonly used instruction terms will help you to 
understand the approach to take when completing your assignments. 

 

Instruction term 

 

 

What’s required 

 

Analyse 
To examine something in great 
detail in order to understand it 
better or discover more about it 

 

Begin by breaking an issue into its constituent parts.  Then 
look closely at each part, considering how they are linked.  
Use relevant evidence and supporting arguments (for and 
against) to back up your overall view of the issue or subject.  

 

Assess 

To examine something in order to 
judge or evaluate it 

 

Examine closely, in a balanced way the strengths and 
weaknesses of a theory/practice or situation.  State your 
conclusion, and justify your judgment clearly. 

 

Compare and contrast 
To look for similarities and 
differences between two or more 
things. 

 

 

Present the similarities and the dissimilarities between two 
or more things – these may be theories or practices or 
approaches.  Identify and consider reasons for significant 
similarities and differences.  

Note: Compare and contrast often feature together but may 
be asked for separately.  

 

Consider 

To think carefully about something 
in order to form an opinion 

 

 

Look at the topic from alternative viewpoints and express 
your own opinions based on relevant evidence and your 
personal experience.  
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Critically evaluate 

To question information and 
opinions in the text in order to 
evaluate or judge its worth overall. 

 

 

This involves considering research texts, propositions and 
statements and the extent to which they are valid and/or 
the extent to which you agree with them.  It is important to 
look at evidence taken from a wide range of sources which 
both agree with and contradict an argument. You should 
come to a final conclusion which must be based on your 
judgment about the most important factors, and which you 
can justify  

 

Define 

To give a precise meaning to 
something  

 

 

Clearly express and/or describe what is meant by 
something, and discuss any limitations of the definition 

 

Demonstrate 

To show, explain or describe how 
something works or how to do 
something 

 

You may be asked to demonstrate a skill by performing a 
task under observation. 

This could also involve providing a written explanation or 
description of how something works or how something 
could be done.  If asked to demonstrate through writing it is 
useful to provide concrete and practicable examples 

 

Describe 

To give an account of something 

 

You may be asked to briefly describe or to give a detailed 
description of something or some event.  Take note of how 
much detail is required and provide information about what 
something is, or what is done and how it is done, as 
appropriate. 

 

Discuss 

A written consideration of a topic 

 

Think of discussion as a written debate. Present arguments 
for and against a proposition or advantages and 
disadvantages of a given approach.  You will need to show 
that you can present a reasoned argument backed up by 
evidence and you must include your conclusion/s.  

 

Evaluate 

To assess the value or worth of 
something 

 

This involves looking at how well or successfully something 
has been done or carried out.  This could refer to theories, 
policies or practice.  Use qualitative and quantitative data 
and independent assessments as measures of success 
where appropriate. 
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Examine 

To inspect or study something in 
detail 

 

Look at the topic closely in order to establish the most 
important facts and information related to it.  Explain why 
you think these are important and also acknowledge any 
possible alternative interpretations of the facts. 

 

Explain 

To make the meaning of something 
clear 

 

 

Give an account of something with sufficient clarity and 
detail to be understood by someone else.  You may be 
asked to briefly explain or give a detailed explanation, but 
the overall aim is to help the reader to understand. Focus 
on the how and why, define key terms, and clarify context.  
Break down complex procedures so that they can be 
understood.  It is sometimes useful to give an example to 
provide further clarity. 

 

Explore 

To make a careful investigation or 
study of something 

 

This involves consideration of a range of views, and raising 
questions about them.  It is not always possible to come up 
with definitive answers, but, if possible, draw conclusions 
based on the weight of supporting evidence. 

 

Identify 

To be able to determine what 
something is 

 

Usually asked for in the context of identifying key features 
or characteristics of something.  Unless specifically asked to 
do so, do not simply produce a list as you need to state the 
relevance and/or function of the thing/s you have 
identified. 

 

 

Illustrate 

To clarify through the use of explicit 
examples or comparisons 

 

If you are asked to illustrate your answer, you are required 
to clarify something by providing concrete example/s.  
These are used to show how something works or happens 
in reality. 

 

Outline 

To convey the main points of a 
topic 

 

Provide a general account or plan of something, 
concentrating on the main features or points and inter-
related themes, but ignoring fine detail. 

 

Review 

To look at something critically 

 

This could involve studying and assessing something e.g. 
books, articles, and presenting an opinion on them.  It could 
also involve surveying past (and/or on-going) actions, 
performance or events to measure outcomes and success.  
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Reviews should not be merely descriptive, but should be a 
critical assessment of the topic 

 

State 

To express clearly and briefly 

 

Write in clear terms the key points related to the subject.  
Be factual rather than descriptive and avoid adjectives.  

 

Summarise 

To concisely state or re-state the 
main points of something 

 

Provide a brief statement of the key facts or points of the 
subject, avoiding unnecessary information or detail.  You 
might be asked to summarise something that you have 
covered in detail earlier in an assignment. A summary is 
often used at the beginning of a substantial report to 
provide a shortened version of what has been written.  

 

This list is not exhaustive.  If you are unsure of what required of you, speak to your tutor who will 
provide clarification for you. 
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Essay structure 

 

Introduction (Tell them what you’re going to tell them) 

• Open the doors to your discussion 
• Explain the implications of the question 
• Define any key terms 
• Outline how you propose to answer the question ie identify the key headings or topics 

within your discussion 
• Keep it general 

Main body (Tell them) 

• Make your points in order 
• Link them to form an argument 
• Illustrate your ideas through using quotations/back up your points with academic sources 
• Keep referring back to the question at key points 

Conclusion (Tell them what you’ve told them) 

• Sum up what your discussion has proved 
• Don’t be afraid to admit that some issues cannot be solved 
• Make your (evidence-based) opinion clear 

 

Bibliography 

Ensure that you collate your references and bibliography from the start (Please refer to the 
module handbook guidance notes for further assistance.  

Referencing – (in the main text and in the bibliography) – please use the Harvard 
Referencing System. See handout or Moodle for further guidance.  

Appendices 

You should not include appendices for your Reflective Essay. 
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APPENDIX 3: How to get a good mark 
 

Good marks are awarded for work which: - 

 

• Meets the set criteria (learning outcomes in the module descriptor) and follows appropriate 
conventions 

• Shows understanding of the key issues and reflects on them 
• Is well structured and organised 
• Demonstrates good background reading 
• Develops a strong argument and presents a clear position on the issue 
• Uses evidence and examples to support arguments, points and conclusions 
• Indicates the relationship between issues and concepts within the subject area 
• Reveals some thought and reflection 
• Is succinct, well-expressed, properly referenced and error-free 

 

Even better marks for these in addition to the above:  

 

• Engages actively with subject-related debates in a thought-provoking way 
• Demonstrates a deeper and more subtle understanding of the significance of the issues and 

evidence, drawing out complexities or nuances 
• Synthesises material well. 
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APPENDIX 4: Descriptive writing v critical writing  
 

Descriptive writing Critical writing 

States what happened Identifies the significance 

States what something is like Evaluates strengths and weaknesses 

Gives the story to far Weighs one piece of information against 
another 

Outlines the order in which things happened Makes reasoned judgements 

Instructs how to do something Argues a case according to the evidence 

Lists the main elements of a theory Shows why something will work (best) 

Notes a method used Identifies whether something is appropriate or 
suitable 

States when something occurred Identifies why the timing is of importance 

States the different components Weighs up the importance of component parts 

States options Gives reasons for selecting each option 

Lists details Evaluates the relative significance of details 

Lists in an order Structures the information in order of 
importance 

States links between items Shows the relevance of links between pieces of 
information  

Gives information or reports findings Evaluates information and draws conclusions 
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APPENDIX 5: Good and bad critical reflection 
 

(Taken from: Cottrell, S. 2011. Critical Thinking Skills. 2nd Ed. Palgrave, Hampshire.)  

 

Aspect Good critical reflection Poor critical reflection 

Experience Draws on personal, group or 
workplace experience as a means of 
testing out theory or learning new 
lessons, looking at experiences with 
a critical eye. 

Assumes ‘experience’ is an end in 
itself; that one’s own experience is 
typical of others’ without good 
evidence that this is so; that 
experience equates to ‘insight’, 
without bringing a critical eye to it.  

Personal 
responsibility 

The best critical reflection 
demonstrates integrity both in 
focussing on one’s personal role, 
such as the assumptions brought to 
a situation or actions taken or 
omitted, and in taking responsibility 
for the consequences of these. 

Poor critical reflection finds ways 
of deflecting blame onto other 
people or the context itself for the 
way events unfolded. Alternatively, 
personal responsibility is addressed 
in a superficial way, so that the 
relation of action and consequence 
is not considered in depth. It is also 
poor practice to assume personal 
responsibility and guilt for matters 
that are not simply down to 
oneself.  

Focus Selects a focus such as a particular 
time-period, set of events, specific 
kids of incident or examples of 
interactions. 

Rambles around or covers too 
many dimensions so it isn’t clear 
what the focus of the reflection is. 

Scale The focus is broad enough to offer 
challenge and meaningful insights 
but can be reasonably explored in 
the timescale and word limit.  

Is either too narrow to provide the 
insights needed or too broad to 
look at things in any depth.  

Direction However it may start, good critical 
reflection beings to take direction as 
the person starts to identify, and 
then focus on, selected themes for 
closer attention. 

Rambles or hops about rather than 
finding a direction. 

Depth Delves below the surface: it picks up 
on initial thoughts and insights, 
analysing these further with the aim 
of gaining deeper insights or broader 
applications. 

Is superficial. It doesn’t 
demonstrate any interest in 
burrowing beneath the surface to 
understand more.  
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Challenge Usually tackles a difficult area or 
enters difficult terrain, such as 
matters that are personally difficult, 
or issues that are complex and don’t 
lent themselves to easy answers 

Tends to stay within safe territory 
or deals with difficult issues in a 
superficial way or doesn’t seem to 
take the person forward in their 
understanding.  

Theory Draws on relevant theoretical 
standpoints, research, or established 
professional practice in ways that 
demonstrate how these have helped 
understanding. Where relevant, it 
relates the particular incident to 
broader social and political issues.  

Draws only on the person’s own 
ideas experiences and anecdotes, 
or makes superficial passing 
references to theory and research.  

Critically Brings a searching, critical eye to the 
focus of the reflection, to emerging 
insights, and to any theories or 
sources of information. This critically 
is used to take the person forward in 
their understanding of the core 
emerging issues, such as by 
challenging their own ideas and 
actions, or showing how their 
experiences supports or challenges 
existing knowledge.  

Is preoccupied mainly with 
describing situations, content or 
events. May include critical analysis 
but this doesn’t seem to be used in 
a way that really develops an 
understanding of the core 
emerging issues. 

Insight The reflection takes the person 
forward in their understanding, such 
that they can make more sense of 
their situation, work or study, 
manage better within it, do things 
differently, apply understandings to 
new contexts etc.  

The reflection gives little indication 
that the person has moved forward 
in their understanding of the 
context or issue, or self-knowledge. 

End-points The process of reflection may take 
the person in many different 
directions. However, by the end, 
they have stood back, drawn out the 
key messages of what they have 
learnt, and summarised these as 
conclusions or recommendations.  

The reflection reads more as 
description of a process or 
rambling free association. The 
lessons learned are not drawn out 
clearly as conclusions or 
recommendations.  

Audience If this is to be used in academic, 
work or public contexts, the writing 
up of reflection demonstrates a 
sound understanding of ethical 
considerations and stylistic or 
academic contentions that may 
apply. Issues of confidentiality have 
been addressed appropriately.  

The reflection is handed in or made 
public without all due care being 
taken to ensure that confidentiality 
and other data protection issues 
area addressed; no thought is given 
to how to make the reflection 
manageable for others to read.  
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APPENDIX 6: Bloom’s Taxonomy 
 

Bloom's taxonomy can be used in improving academic writing from the purely descriptive to more 
evaluative thus addressing the higher level writing requirements.  

Bloom’s taxonomy was created by a group of psychologists in 1956, with Benjamin Bloom at the 
helm. A mechanism for the classification and categorization of different levels of learning, teachers 
can apply the six-staged diagram's principles to intellectual learning in the typical classroom 
environment.  

The six levels of bloom's taxonomy, in order (lowest to highest), are knowledge, comprehension, 
application, analysis, synthesis and evaluation. All of these stages slot into the cognitive domain, 
which relates to how the brain processes information and thoughts. 

Knowledge, the bottom level, is the ability to show memory of topics that have been studied in the 
past, by recalling facts; using related terminology; knowing patterns and trends; and having an 
awareness of different attitudes and theories on the subject. 

To progress from here, the ability to make comparisons through pinpointing similarities and 
differences is required, whilst being able to interpret information more readily - comprehension. 
The third stage, application, requires the pupil to use pre-learned information in a slightly different 
way, perhaps by applying it within a variety of new circumstances. 

Analysis is a key stage - a platform that enables students to access the higher-end of bloom's 
taxonomy. Information must be looked at and broken down - rather like picking something apart. 
By doing this, reasons for an event and new evidence to support it happening can be unveiled. 

The next stage, synthesis, takes things that extra step further. Here, it is demanded that the pupil 
uses more of their own initiative, introducing their own ideas to provide solutions to a problem. 
This requires planning, through which the student has to consider how best to put together pieces 
of information. 

Finally, the highest level of this classification is applied: evaluation. This typically involves looking at 
other people's ideas, and being a critique of them - in addition to assessing your own perspective. 
Evaluating something is about making judgments, based on a given brief, theory or statement. Here, 
it's essential that the student gives reasons for and against - making a more balanced argument 
than is required further down the pyramid. (Teachnology, ND). 

http://www.teach-nology.com/tutorials/teaching/blooms.html  

**The tables below show the different words that can used to write at a higher level, and the 
questions underneath each column can be considered as a way of progressing an academic 
discussion. 
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BLOOM’S TAXONOMY – USEFUL WORDS TO IMPROVE ACADEMIC WRITING  
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