
UNIVERSITY OF WALES TRINITY SAINT DAVID
CONTINUING PROFESSIONAL DEVELOPMENT SCHEME

APPLICATION FOR ASSOCIATE FELLOW

Before you start, you will need to refer to the following documents/guidance:
The Advance HE Fellowship Category Tool will help you to determine whether Associate Fellow is the most appropriate category of Fellowship for you at this point;
+ The Professional Standards Framework for teaching and supporting learning in higher education (PSF 2023) – the award of Fellow is based on the criteria of Descriptor 2 (PSF 2023) being evidenced;
+ Fellowship Applicant Guidance and Guide to the PSF 2023 Dimensions -  Associate Fellowship (D1).

Associate Fellow is based on meeting Descriptor 1 (D1) of the PSF 2023.

Your application for Associate Fellowship consists of a 1,400-word reflective narrative shared across two Areas of Activity plus citations (overall maximum of 1,600 words - please note that the online system will not exceed this limit), along with a Supporting Statement from one referee.

You will need to continue to refer to the applicant guidance and Descriptor 1 of the PSF 2023 as you draft your application to ensure that you are writing to meet the requirements. 

You must structure your reflective narrative on two of the five Areas of Activity. Please write your Reflective Narrative in each of the boxes below and change the heading to indicate each Area of Activity you have chosen to evidence, e.g. change the blue heading ‘A[ ]’ to be ‘A1’ if you are choosing Area of Activity 1.
 
D1 is suitable for individual whose practice enables them to evidence some dimensions. Effectiveness of practice in teaching and/or support of learning is demonstrated through evidence of:  
· D1.1 use of appropriate Professional Values, including at least V1 and V3 
· D1.2 application of appropriate Core Knowledge, including at least K1, K2 and K3 
· D1.3 effective and inclusive practice in at least two of the five Areas of Activity

When you have finalised your application, you will need to send the completed form to your referee so that they can write their Supporting Statement. Please direct your referee to the Fellowship Guidance for Referees writing a Supporting Statement. The referee needs to return their Supporting Statement for you to upload with your application. 

Your application is submitted first to the Academic Office via the appropriate submission link on Moodle (Advance HE Fellowship module).





SECTION ONE:

	NAME
	Mahammed Khan


	INSTITUTE/CENTRE/UNIT

	Institute of Inner-City Learning/Birmingham Campus


	POSITION
	Principal Administrative Officer (Weekend Campus Services)


	ROLE (E.g. Lecturer/Programme Manager/Admissions Tutor/Module Leader/Librarian/Student Support/Other (please specify)

	Operations (IICL)


	Referee
Please could you tick the box if you have submitted your referee’s statement?  (Please be aware if we do not receive your referee’s statement at the time of the submission or a maximum of 2 days after the panel submission date then your application will be passed to the next Panel submission).
If you supporting statement is not included with your application, you must ensure your referee sends their supporting statements to the Academic Office by the deadline. The Academic Office will not chase referees. 
	

Yes                            No √

	Date of Training
	December 2024

	Mentor
	Christine Jones





SECTION 2: CONTEXT STATEMENT  

	Context Statement (300 Words)


	Write your context statement here

I am currently employed as a Principal Administrative Officer (Weekend Campus Services Officer) at the University of Wales Trinity Saint David (UWTSD), Birmingham Campus, where I play a pivotal role in ensuring the efficient administration of the campus during weekend operations. My responsibilities encompass overseeing student services, coordinating administrative functions, and managing a team to facilitate a seamless academic experience for weekend learners. Given the diverse student population, I work closely with academic staff and professional services to maintain the same high standard of service delivery that students receive during weekday operations.
My role primarily involves supporting students enrolled in undergraduate and postgraduate programs across various disciplines. Many of these students are mature or international learners who rely on weekend study provisions to balance their education with other commitments. I manage student queries, provide guidance on academic policies, oversee administrative processes such as assessments, and ensure smooth coordination with key university services such as student support and campus operations. Additionally, I handle general campus inquiries, troubleshoot administrative issues, and ensure all necessary resources are available for students and staff.
A significant aspect of my role involves enhancing the student experience by providing high customer service and ensuring accessibility to learning resources and support services. I also line-managed the weekend administrative team, fostering a collaborative approach to service delivery. My experience in managing student services, handling administrative processes, and supporting learning environments aligns with the Associate Fellowship (AFHEA) objectives, as my work contributes to student engagement, learning facilitation, and academic success in a higher education setting.
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APPLICATION FOR ASSOCIATE FELLOW
SECTION THREE: 	Your Reflective Narrative

For each of the two Areas of Activity that you choose, you should demonstrate why you chose to undertake the approach, activity or technique and show how they relate to developing learner understanding. Whilst directly addressing the Areas of Activity, you should demonstrate how you meet at least K1,K2 and K3 of Core Knowledge and appropriate Professional Values, including specifically V1 and V2, and map these as appropriate. Your application should show successful incorporation of subject and pedagogic research as part of an integrated approach to academic practice as well as successful engagement in relation to teaching, learning and assessment and appropriate related professional practices.

References/citations should be included in an overall list at the end of section 3 of the document and is not included in your word count.

As you type in the document the sections will expand.

	First Area of Activity: A[…]

	Write your reflective narrative for your first chosen Area of Activity here. References and citations are to be listed in a dedicated field below:  

Introduction to A2
As a Principal Administrative Officer (Weekend Campus Services Officer) at UWTSD, I play a crucial part in supporting student learning by ensuring they have access to necessary academic guidance and resources. While my role is not directly teaching-focused, I provide essential administrative support that enhances students’ learning experiences by offering structured guidance, resolving academic-related issues, and coordinating key services during weekends. A significant aspect of my role involves engaging with students who require additional support in navigating academic policies, assessments, and institutional processes.
Through my work, I contribute to student engagement, accessibility to learning resources, and advisory support, ensuring students receive the guidance they need to succeed academically. My practice aligns with UKPSF A2 (support learning) as I work closely with students, faculty, and support services to create a structured and supportive learning environment. Additionally, my role is underpinned by V1 (respect for diverse learners), as I engage with students from different backgrounds and tailor support to their individual needs, and K1 (knowledge of subject material and processes), as I ensure students understand the academic procedures that impact their learning experience.

Providing Academic and Administrative Guidance to Students
A key part of my role involves advising students on academic policies, assessments, and administrative requirements. Many of the students at UWTSD’s Birmingham campus study part-time or are mature learners balancing work and education, which often means they require additional flexibility and clear guidance to navigate their academic journey. My role ensures that students receive accurate and timely information regarding submission deadlines, module registration, and academic progression. For example, students frequently approach me to clarify assessment regulations. By providing clear and accessible explanations of university policies, I help students manage their academic workload effectively. This supports K2 (appropriate methods for teaching and learning in the subject area and at the academic programme level) as I ensure students engage effectively with their academic responsibilities. Additionally, this work aligns with V3 (commitment to student development and achievement) as I help students overcome barriers to learning and ensure they have the necessary support to succeed.


Facilitating Student Support Services and Accessibility
Beyond administrative guidance, I also facilitate student support services, ensuring learners can access academic and well-being resources during weekend study sessions. Many students at UWTSD study on weekends due to personal or professional commitments, making my role critical in bridging the gap between weekday support structures and weekend learning.
For instance, students face difficulty accessing academic support services outside of standard weekday hours. In response, I have implemented procedures to ensure that students know the support available, including online academic skills workshops and digital learning resources. This reflects K3 (how students learn and the implications for practice) as I recognise the importance of accessibility in ensuring effective student engagement.
Additionally, I collaborate with academic staff to escalate urgent student concerns where necessary. If a student encounters issues with assessment submission or needs immediate academic guidance, I facilitate communication between students and relevant faculty members. This contributes to an inclusive learning environment (V1) by ensuring that all students have equal access to academic support regardless of their study schedule.

Enhancing Student Engagement and Problem-Solving
A major component of my role involves handling student queries and resolving issues efficiently, often requiring problem-solving skills and a proactive approach. One common challenge students face is a lack of clarity around administrative procedures, leading to frustration and disengagement. By acting as a liaison between students and the university’s administrative departments, I help streamline processes and improve the overall student experience. For instance, I recently supported a group of postgraduate students who were struggling to access key learning materials due to a system issue. By working closely with the university’s IT and library teams, I was able to resolve the issue promptly, ensuring that students could continue their studies without disruption. This demonstrates my commitment to V3 (student development and achievement) as I actively remove learning barriers.
Additionally, I have played a role in gathering student feedback to improve weekend academic services. I have contributed to policy adjustments that enhance the student learning experience by collating common student concerns and sharing them with senior administrators. This aligns with A2 (support learning) as it ensures students’ voices are heard and their needs are met.

Reflection and Impact on Student Learning
Reflecting on my practice, I recognise my work's impact on student engagement and academic success. My role ensures that students studying on weekends receive the same level of support as their weekday counterparts, which is critical for maintaining an inclusive learning environment. One key lesson I have learned is the importance of proactive communication. Many students are unaware of the resources available to them, and by actively promoting support services, I have improved engagement levels and reduced administrative barriers to learning. Moving forward, I aim to continue enhancing accessibility and exploring additional ways to support students remotely, ensuring that all learning remains seamless and inclusive.








	Second Area of Activity: A[…]

	Write your reflective narrative for your second chosen Area of Activity here. References and citations are to be listed in a dedicated field below:  


Introduction to A4
As a Principal Administrative Officer (Weekend Campus Services Officer) at UWTSD, I play a key role in creating a structured and supportive learning environment for students attending weekend sessions. Many of these students are mature learners, part-time students, or individuals with professional and personal commitments that prevent them from attending during the week. My role ensures that they receive equitable access to student support services, learning resources, and administrative guidance, fostering an environment conducive to their academic success. Through this work, I align with UKPSF A4 (develop effective learning environments and approaches to student support and guidance) by ensuring that students studying on weekends experience a seamless academic journey. Additionally, my role is underpinned by V1 (respect for diverse learners), as I recognise and accommodate the needs of students from different backgrounds, and K3 (how students learn and the implications for practice), as I facilitate accessibility and engagement strategies tailored to their circumstances.

Ensuring Equitable Access to Learning Resources and Support
A core part of my role involves ensuring that students studying on weekends have the same access to learning support as their weekday counterparts. Unlike weekday students who have direct access to faculty, support services, and on-campus resources, weekend learners often face challenges in accessing timely assistance. To address this, I have developed strategies to bridge this gap by facilitating and promoting digital learning tools and ensuring staff availability during weekend operations. For instance, I identified that many students struggled to access academic support outside of normal office hours, negatively impacting their engagement and success. To mitigate this, I established a clear point of contact for weekend students, ensuring they could access guidance on academic queries, administrative processes, and IT issues in real time. By implementing structured weekend administrative support, I have helped create a learning environment where students feel supported, reducing academic stress and enhancing their ability to focus on their studies. This aligns with K2 (appropriate methods for supporting learning at this level), as I recognise that accessibility is a key factor in fostering student success. Additionally, I ensure that students are fully informed about the digital learning resources available to them, such as academic writing tools. Many students, particularly mature learners returning to education, initially struggle with navigating online learning platforms. I have improved student engagement with digital resources by providing targeted guidance on using these tools effectively, supporting their independent learning journey. This reflects V3 (commitment to student development and achievement), as I actively remove barriers to engagement.

Creating a Welcoming and Inclusive Learning Environment
Beyond logistical support, I also contribute to building an inclusive and supportive atmosphere for students studying on weekends. Many of these students face additional challenges, such as balancing work and family responsibilities, and may feel isolated compared to weekday students, who benefit from more direct academic engagement. My role involves fostering a sense of belonging and inclusion to ensure that all students feel valued and connected to the university community regardless of their schedules. One initiative was when I actively gathered verbal feedback from students during weekend operations, as many shared their concerns informally while seeking administrative support. This has allowed me to identify common challenges, such as difficulties accessing academic resources and understanding university processes and relay this information to relevant teams. By addressing these concerns through clearer signposting and direct guidance, I have contributed to a more student-centred learning environment (A4) that adapts to students’ evolving needs. Additionally, I work closely with other university departments, such as student support services and well-being teams, to ensure that students facing academic or personal difficulties receive the necessary assistance. This is particularly important for students who may struggle with mental health challenges, financial stress, or disability-related concerns. By acting as a liaison between students and support services, I help create a holistic support system that enhances student well-being and academic success (V1).

Managing Weekend Administrative Operations to Support Learning
As part of my role, I also line-manage the weekend administrative team, ensuring that all services operate smoothly to support students’ academic experience. Effective weekend operations management is critical in maintaining a structured learning environment where students feel confident in accessing the support they need. For example, I help coordinate staff schedules to ensure optimal coverage of student services during weekends, preventing gaps in administrative support. This ensures that students can receive assistance promptly, whether they need help with enrolment queries, assessment submissions, or access to campus facilities. This work directly supports K3 (how students learn and the implications for practice), as it acknowledges the importance of an efficiently managed environment in facilitating academic success. Moreover, I ensure that staff have the knowledge and skills to handle student concerns effectively. By fostering a collaborative team approach, I contribute to a supportive and efficient administrative structure that enhances the overall student experience.

Reflection and Impact on Student Learning
Reflecting on my contributions, I recognise that my role goes beyond standard administration—it is integral to creating a positive, inclusive, and structured learning environment for weekend students. By ensuring equitable access to resources, fostering student engagement, and managing administrative operations effectively, I have directly contributed to student success and well-being. A key lesson I have learned is the importance of adaptability in addressing student needs. Higher education is evolving, and as student demographics change, so must the support structures in place. Moving forward, I aim to explore more digital engagement strategies, such as virtual drop-in sessions for weekend students, ensuring they receive even more flexible and accessible support options.









	Citations
(200 Words)
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Brookfield, S. D. (2017) Becoming a Critically Reflective Teacher. 2nd edn. San Francisco: Jossey-Bass.
Gibbs, G. (1988) Learning by Doing: A Guide to Teaching and Learning Methods. Oxford: Further Education Unit, Oxford Polytechnic.
Laurillard, D. (2012) Teaching as a Design Science: Building Pedagogical Patterns for Learning and Technology. New York: Routledge.
Tinto, V. (1993) Leaving College: Rethinking the Causes and Cures of Student Attrition. 2nd edn. Chicago: University of Chicago Press.
Zepke, N. and Leach, L. (2010) ‘Improving student engagement: Ten proposals for action’, Active Learning in Higher Education, 11(3), pp. 167-177.






SECTION FOUR: 	Referee

Your application must be accompanied by one supporting statement from a person who is in a position to comment on your teaching and learning practices and achievements.

The function of your Referee is to provide an informed peer review of your eligibility for Associate Fellow, using their knowledge of your work and the context in which you teach and/or support learning. The Referee are expected to authenticate your application by commenting directly on the content of your application and to make additional, relevant comments, as they wish.

Referees should be experienced staff and be able to comment knowledgeably, and from first-hand experience, on your current role and any other relevant activities recently undertaken.  Your Referee should either be a Fellow, Senior Fellow or Principal Fellow of Advance HE, or an appropriately experienced member of staff working for a UK Higher Education Institution (HEI). All Referees need to be familiar with the PSF2023.

Referees should be provided with a copy of the Guidance Notes for Referees – please speak to your mentor regarding this document.

	Referee:


	Name
	

	Job Title
	

	Fellowship Status
	

	Institution/Institute/Centre/Unit
	

	Email address
	

	In what capacity can this individual comment on your professional practice?









GDPR on data sharing with ADVANCE HE 
Following the implementation of GDPR you should be aware that successful recognition at UWTSD,  personal data including your name and email address will be supplied to Advance HE. This is in order to trigger your fellowship registration and certificate being recorded on their MyAdvanceHE database. 
https://my.advance-he.ac.uk/
Advance HE will make use of this data in the course of providing their Accreditation Services to UWTSD, and potentially in any reviews they might carry out of our accredited provision. 
By submitting your coursework and appendices you are confirming you agree to this data sharing.

SECTION FIVE: 	Declaration

Please sign and date in the box below to confirm that the application you are submitting is your own work.

	Signature 
	Mahammed Khan

	Date 
	28/02/25
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