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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:
Bronwen Williams 

	Faculty/Centre/Department/School:
Institute of Management and Health

	Position: Academic Director 


	Role:
Academic Director 

	Length of Service at UWTSD:
15 years 

	Recognised by the HEA?        YES     


	Category of Recognition:

Senior Fellow of HEA




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 Kelly Andrews___________________________________________________

	
Please insert your reference here:


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

Kelly has been employed by UWTSD to lead on the work-based learning modules for the Police Qualification Education Framework courses delivered by UWTSD. UWTSD have been contracted to delivered the Police Constable Degree Apprenticeship (PCDA) and the Degree Holder Entry Programme (DHEP) for South Wales and Gwent Police forces. These programmes are two-thirds work based learning and Kelly has been instrumental in the design and delivery of these modules. Kelly had also been working on the modules from the other side as she was part of the development team as a member of Gwent police before making the move into Higher Education. This move has ensured consistency of design and development within these modules. Kelly has also been part of the team that have developed the asynchronous online sessions that make up the required learning as part of the College of Policing curriculum for the two programmes. As the two programmes have the majority of learning online, Kelly has had to develop her skills in digital learning, and the feedback from the forces has been excellent in the integrated and interactive nature that the sessions have been developed. 
Kelly has created content and assessments that cover all levels 4-6, and that comply with the Framework for Higher Education Qualifications of UK 
Degree-Awarding Bodies (FHEQ).


A2	Teach and/or support learning
Kelly delivers on programmes that have been designed to be mainly online, however there are elements that have been delivered on campus and face to face. She has also been involved in the undergraduate policing programmes that are offered by the university. As an experienced police officer her insights into policing in practice are invaluable input for the modules delivered at undergraduate level. Kelly has had to adapt and develop many learning styles to fit the appropriate teaching environment, and take account of the many diverse student backgrounds that these courses recruit. The PCDA takes police officers from many education backgrounds that vary from no qualifications to only having a level 3 qualification, and where the average age is over 25. This programme encourages widening participation to HE and Kelly works with the forces to support recruitment onto the courses through information days run by the police. The diversity of learner has meant that Kelly has had to adapt the teaching style to meet the needs of a more mature learner. 
All modules have require students to undertake a module evaluation, which allows all lecturers to acquire feedback and then use that feedback to improve and enhance the module. 

A3	Assess and give feedback to learners

As the PCDA and DHEP has very limited face to face delivery there is significant importance put on feedback. Kelly manages a team of markers and moderators this work, she has put in place training for the markers so that the  feedback that is given is consistent and follows the university wide assessment criteria and the need for feedforward feedback. Kelly sets the assessments for the work based learning modules and works with the forces to make sure that both occupational competencies are met alongside the academic rigour that is essential at this level of study. 

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

Kelly has developed a number of student sessions to provide guidance and support to the Policing students. This is very difficult when there have been over 700 students go through the PCDA/DHEP programmes, who are serving police officers and working different shift patterns. Kelly has been able to provide a number of different options for students so that they get the appropriate levels of support and guidance. These include online live sessions, face to face sessions, recorded sessions and comprehensive student guides. 

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

Kelly is a member of the College of Policing, who send curriculum updates on a regular basis, meaning that Kelly monitors how the updates impact delivery of the modules and makes sure that content is up-to-date. The College also provide CPD sessions for staff working on the PCDA/DHEP programmes, which Kelly attends. Kelly then incorporates any new learning into her own practice. Kelly has committed to her own professional development by undertaking a Masters degree, as well as taken the opportunities for training organised by the university to develop and enhance digital learning techniques, which Kelly then applies to the delivery of her programmes. 


















































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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