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GUIDANCE NOTE FOR REFEREES

This guidance note answers the following:

1. Who is this guidance for?
2. What is the function of the reference?
3. What information do I need to provide?
4. What should I look for in the application?
5. Is there a standard reference format?
6. Your information

Thank you for agreeing to provide a reference.

1. Who is this guidance for?

The guidance below is designed to help you prepare your reference for Fellowship applicant. You should be a Fellow, Senior Fellow, or Principal Fellow of the HEA, or an appropriate experienced member of staff working for a higher education provider. 

All referees need to be familiar with the UK Professional Standards Framework (UKPSF). If you have any questions, please do not hesitate to contact the Enhancement Unit team on HEAapplications@uwtsd.ac.uk or the Head of Enhancement Unit, Caroline Usei, on caroline.usei@uwtsd.ac.uk. 

2. What is the function of the reference? 

The function of the reference is to provide an informed peer review of the applicant’s work using your knowledge of their professional experience. You should be in a position to comment, substantiate and authenticate the applicant’s evidence of a sustained record of effectiveness in relation to learning and teaching. This evidence may incorporate, for example, the organisation, leadership and/or management of specific aspects of learning and teaching provision. If possible, please comment on the applicant’s most recent role and responsibilities.

To write an appropriate reference, please take time to read the applicant’s reflective account of their professional practice and comment directly on its content. You may also wish to refer to the Guidance Handbook for more information about Fellowship. Please note that it is particularly important for referees to confirm that applicants who work overseas are working at a level equivalent to higher education.

3. What information do I need to provide?

Your reference should primarily refer to the applicant's experience and achievements in learning and teaching and should refer to his/her research record only in so far as this directly informs their teaching. Please use your knowledge of his/her work to comment on how the applicant meets the Dimensions of The UK Professional Standards Framework (UKPSF) for teaching and supporting learning in higher education at the Descriptor of the application.


4. What should I look for in the application?

Descriptor 1:  Associate Fellow

The Higher Education Academy’s Professional Recognition for Associate Fellow aligns to the Dimensions of The UK Professional Standards Framework and focuses on Descriptor 1: An individual working in this category demonstrates an understanding of specific aspects of effective teaching, learning support methods and student learning.

Individuals should be able to provide evidence of:

· successful engagement with at least two of the five Areas of Activity;
· successful engagement in appropriate teaching and practices related to these Areas of Activity;
· appropriate Core Knowledge and understanding of at least K1 and K2;
· a commitment to appropriate Professional Values in facilitating others’ learning;
· relevant professional practices, subject and pedagogic research and/or scholarship within the above activities;
· successful engagement, where appropriate, in continuing professional development activity in relation to teaching and learning.

Descriptor 2:  Fellow

The Higher Education Academy’s Professional Recognition for Fellow aligns to the Dimensions of The UK Professional Standards Framework and focuses on Descriptor 2: An individual working in this category demonstrates a broad understanding of effective approaches to learning and teaching as key contributions to high quality student learning.

Individuals should be able to provide evidence of:

· successful engagement across all five Areas of Activity;
· appropriate knowledge and understanding across all aspects of Core Knowledge;
· a commitment to all the Professional Values;
· successful engagement in appropriate teaching practices related to the Areas of Activity;
· successful incorporation of subject and pedagogic research and/or scholarship within the above activities, as part of an integrated approach to academic practice;
· successful engagement in continuing professional development in relation to teaching and learning. 





Descriptor 3:  Senior Fellow

The Higher Education Academy’s Professional Recognition for Senior Fellow aligns to the Dimensions of The UK Professional Standards Framework and focuses on Descriptor 3: An individual working in this category demonstrates a thorough understanding of effective approaches to learning and teaching support as a key contribution to high quality student learning.

Individuals should be able to provide evidence of:

· successful engagement across all five Areas of Activity;
· appropriate knowledge and understanding across all aspects of Core Knowledge;
· a commitment to all the Professional Values;
· successful engagement in appropriate teaching practices related to the Areas of Activity;
· successful incorporation of subject and pedagogic research and/or scholarship within the above activities, as part of an integrated approach to academic practice;
· successful engagement in continuing professional development in relation to teaching, learning, assessment, scholarship and, as appropriate, related academic or professional practices;
· successful co-ordination, support, supervision, management and/or mentoring of others (whether individuals and/or teams) in relation to learning and teaching.

Your reference for a Senior Fellow application should support any claims made in relation to leadership and/or the management/organisation of specific aspects of learning and teaching provision within the context of the applicant’s role(s). Provide practical examples to support your comments wherever possible. Please comment on any innovative practice, mentoring, contribution to developments in learning and teaching at team/departmental/institutional level. Similarly, please comment on any innovative practice, contribution to developments in organising and leading learning and teaching within the applicant’s discipline. 

Descriptor 3 recognises extended good practice both within the classroom (or learning environment) and in supporting the student learning experience in a wider context. This would normally include evidence of a sustained record of effective and significant impact on students’ experience in learning and support, a positive influence / impact on the practice of others, and on the organisation/institution.

Summary

The HEA expects all the Dimensions – Areas of Activity, Core Knowledge and Professional Values – of the UK Professional Standards Framework for teaching and supporting learning in higher education (UKPSF) to underpin the practice of those recognised by the HEA. Please provide examples, if appropriate, of where and how this underpinning is presented in the account.



5. Is there a standard reference format?

There is compulsory standard form for references but you may find it helpful to use the template at the end of this document. The Dimensions of the UKPSF are also provided. 

6. Your information

Please provide an electronic copy of your reference to the applicant and ensure that it includes your verifiable personal information including: your name, job title, organisation (including department/faculty where applicable), email address and preferably your signature.

It is the applicant’s responsibility to collect the reference from you. The HEA recognises that this is a different kind of reference from one that is normally required for promotion or a job appointment, as they are looking for evidence of the applicant’s commitment to effective practice in teaching and/or supporting learning, rather than general academic achievement. The Enhancement Unit may contact you to clarify points in your reference.































HEA Fellowship Reference Form 

	Name of Referee: Stephanie Meyer


	Faculty/Centre/Department/School: Birmingham Learning Centre, London Institute


	Position: Academic and Centre Manager


	Role: Academic Lead / Line Manager


	Length of Service at UWTSD: 4 years


	Recognised by the HEA?        NO    (Please delete as appropriate)


	Category of Recognition:
(Where applicable)




Please note that when completing this reference form you should be familiar with the UK Professional Standards Framework (UKPSF). (Please see the Guidance Note)

Reference for _________Oluwaseun Adegbite__________________________

	
Please find below my statement in support of the application of Olu Adegbite for recognition as a Fellow of the Higher Education Academy. I have served as Olu’s line manager for 1 year, 8 months and the summary below is, to the best of my knowledge, a fair and accurate summary of my experience of her teaching and learning practice. 
I. Successful engagement across all five Areas of Activity
I have found Olu to be a highly effective academic, both in terms of his approach to learning and teaching and in terms of his approach to programme and learning design. As a Programme Manager for the BA International Hotel Management programme, I have found that Olu draws upon the full breadth of his substantial international experience as an educator in order to develop activities that are suitable for a range of learners. This is particularly helpful for a programme such as BA IHM, which has a significant number of learners for whom English is a second language. His programme design skills are firmly grounded, however, in Olu’s experience as a classroom lecturer. He has thrived in the Birmingham Learning Centre’s format of small classes and extended lessons, and has utilised this to the full in creating engaging sessions with a wide variety of in-class activities and use of current case studies. Olu’s unique role as a lecturer on one programme (BA Leadership and Management Skills for the Workplace) and a Programme Manager on another (BA International Hotel Management) has allowed him to develop a keen ability to “cross pollinate” resources from one learning area to another. He is particularly adept at the incorporation of practical activities and real-world examples into classroom learning. This talent served him well in designing the practical modules M4X01918 Food and Beverage Operations (Placement) and M4X01919 Operating Hotel Facilities (Placement) for delivery to the Certificate of Higher Education students. Olu’s unique approach to bringing the practical in line with the academic through dedicated use of activities, VLE and case studies allowed him to created a “simulated placement” experience for students to engage with and develop real world skillsets, a task with which many academics would have floundered. 
II. Appropriate knowledge and understanding across all aspects of Core Knowledge
Olu engages fully with all aspects of HEA’s Core Knowledge as a lecturer at the Birmingham Learning Centre. Nowhere is this more evident than in his role as Programme Manager for the BA International Hotel Management. He has taken an active role in all areas of quality assurance for the programme, including serving as the lead from Birmingham for the programme’s recent re-validation process. He has consistently worked to engage with internal learning opportunities such as participation in QA webinars delivered by UWTSD’s own Academic Office as well as external learning opportunities such as his participation in British Academy of Management workshops. He consistently draws upon the most up to date resources within his areas of expertise and uses this knowledge to deliver the BA International Hotel Management programme to the highest possible standard. 
III. A commitment to all the Professional Values
Olu represents the Professional Values of the HEA in both word and action as a lecturer and Programme Manager at the BLC. His learning materials are always a reflection of the diverse classroom environment in which he operates, and he takes every opportunity to include a range of voices in his development of learning materials. Olu has also shown himself willing and able to engage with alternative feedback mechanisms to ensure the learner voice is central to the design and delivery of learning. Upon discovering a low level of engagement from BA Leadership and Management Skills for the Workplace students with module feedback questionnaires used across the University, Olu engaged with learners to understand their own preferred feedback format and developed a new type of learner questionnaire, which is still in use through the Student Support team. This willingness to “meet students where they are” and to operate collaboratively alongside both academic and professional colleagues is a mark of the degree to which he holds the principles of Core Knowledge in esteem.
IV. Successful engagement in appropriate teaching practices related to the Areas of Activity
Olu employs a range of teaching practices in order to ensure his students are engaged and supported throughout their learner journey. The Birmingham Learning Centre caters entirely to “non-traditional” learners – those who are mature, come from a non-academic background, etc. – and Olu has consistently strived to make inclusive learning central to his teaching practice. His use of the six dimensions of class engagement is particularly helpful to him in ensuring that those students who might be less eager to engage with (or less able to engage with) traditional pedagogic methods are still engaged in his classroom. His consistent use of case studies and practical examples to model theory are especially helpful in these areas. When lecturing on BMSW4006 Managing Enterprise in the 21st Century Olu ensured that his students were able to regularly meet with guest speakers in order to bring their theoretical knowledge of key entrepreneurial concepts together with practical examples from local business owners. This practice is one that Olu has continued with other modules under his leadership, even taking several opportunities to bring students from M4X01918 Food and Beverage Operations (Placement) on “field trips” to observe the practical application of methods they learned in the classroom. 
V. Successful incorporation of subject and pedagogic research and/or scholarship
Olu consistently brings a range of subject and pedagogic research into his classroom teaching. This is particularly evident in his engagement with specific learning approaches to engage non-traditional students, such as Kolb’s Experiential Learning Model (Kolb, 1984) and Stice’s (1986) extension of this model to reflect learners in four categories. Olu further ensures to engage with the research being done by his colleagues and to draw that further into the classroom. His use of Amundam’s (2019) research on brining practical activities into the classroom has been particularly relevant, as he co-delivers several modules with the author. This engagement with colleagues and their own research into best practice and learner-appropriate pedagogies is something that sets Olu’s approach apart. 
VI. Successful engagement in CPD
Olu has engaged in many CPD activities since joining the Birmingham Learning Centre, across a range of areas. He has been an eager participant in all staff development activities at the BLC, showing particular interest in a recent session on Creating Learning Communities and brining that learning into the classroom. In preparing to take on his role as Programme Manager, Olu participated in CPD delivered by the UWTSD Academic Office to support him in taking on responsibilities as an Exam Board leader and the Birmingham representative in the programme’s re-validation. One area in which Olu has put specific focus is on his development of knowledge related to Academic Misconduct and Unfair Practice. Olu takes his responsibilities as Programme Manager seriously in this area, and has been a participant in all available webinars and development sessions in order to become more adept in “teaching out” both bad and unfair practice within his programme. 
VII. Successful co-ordination, support, supervision, management and/or mentoring of others
As a Programme Manager, Olu has acted as a supervisor and coordinator for those lecturers on his programme teaching team. His colleagues clearly look to him as a leader and go to him for advice in developing their own teaching materials. He demonstrated particular commitment in this area when he took the lead in designing a comprehensive schedule of peer observation within his programme team. While peer observation is a requirement for all academic staff of UWTSD, Olu took the process further by ensuring that all academics engaged more regularly than was required, and in classrooms contexts as far as possible from their own to promote a richer experience. This peer observation process has informed the development of lecturing staff into more well-rounded practitioners under Olu’s guidance. 

Kolb, D.A., (1984) Experiential Learning: Experience as the Source of Learning and Development, Englewood Cliffs, N.J.: Prentice-Hall.

Stice, J.E., (1986). “Using Kolb’s Learning Cycle to Improve Student Learning,” Engineering Education, Vol. 77 (5), pp. 291–296.





THE UK PROFESSIONAL STANDARDS FRAMEWORK (HEA)

Dimensions of the Framework

Areas of Activity

A1	Design and plan learning activities and/or programmes of study

A2	Teach and/or support learning

A3	Assess and give feedback to learners

A4	Develop effective learning environments and approaches to student support and guidance

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

Areas of Activity

A1	Design and plan learning activities and/or programmes of study

A2	Teach and/or support learning

A3	Assess and give feedback to learners

A4	Develop effective learning environments and approaches to student support and guidance

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





















Professional Values

V1	Respect individual learners and diverse learning communities

V2	Promote participation in higher education and equality of opportunity for learners

V3	Use evidence-informed approaches and the outcomes from research, scholarship and continuing professional development

V4	Acknowledge the wider context in which higher education operates recognising the implications for professional practice

Core Knowledge

K1	The subject material

K2	Appropriate methods for teaching and learning in the subject area and at the level of the programme

K3	How students learn, both generally and within their subject/discipline area(s)

K4	The use and value of appropriate learning technologies

K5	Methods for evaluating the effectiveness of teaching

K6	The implications of quality assurance and quality enhancement for academic and professional practice with a particular focus on teaching
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