
		UNIVERSITY OF WALES TRINITY SAINT DAVID
CONTINUING PROFESSIONAL DEVELOPMENT SCHEME

APPLICATION FOR ASSOCIATE FELLOW

SECTION ONE:

	NAME
	Victoria Watkins 


	INSTITUTE/CENTRE/UNIT

	Academic Office 


	POSITION (E.g. Lecturer/Senior Lecturer/Principal Lecturer/Director of Discipline/Other (please specify)

	Administrative Officer 


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

	Student Cases and Learning and Teaching 


	Referee
Please could you tick the box if you have sent in 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 meeting).
If your supporting statements are not included with your application, you must ensure your referees send their supporting statements to the Academic Office by the deadline. The Academic Office will not chase referees. 
	

Yes    √                         No ☐

	Date of Training
	2ND November 2022

	Mentor
	Errietta Bissa 



	
APPLICATION FOR ASSOCIATE FELLOW

In your application for recognition as an Associate Fellow of the Higher Education Academy (HEA), you are required to demonstrate how your continuing professional development allows you to meet the requirements for Descriptor 1, Associate Fellow status, as outlined in the Applicant Guidance Handbook, relating to the Dimensions of the UK Professional Standards Framework (UKPSF), that is, Areas of Activity, Core Knowledge and Professional Values.

In order to meet the requirements of Descriptor 1 (Associate Fellow), you must address at least two of the Areas of Activity, together with at least K1 and K2 from the Core Knowledge and appropriate Professional Values.

You should aim to include examples of your use of/commitment to relevant elements of the Professional Values and Core Knowledge throughout your account. Make clear how you apply appropriate Core Knowledge and how you demonstrate your commitment to appropriate Professional Values set out in the Framework.



	
General Principles to consider in preparing you application

· You will need to incorporate relevant subject and pedagogic research and/or other professional knowledge that shapes/informs practice and/or scholarship in your approaches. How you evidence this will be dependent on the context in which you are working and the nature of the subject, discipline or profession in which you teach. 

· Ensure you provide reasons for the choice of activities you describe and demonstrate that you reflect on your teaching practice and the students’ learning experience.

· Ensure that if you chose Areas of Activity A1-A4 that you incorporate how you have successfully engaged, where appropriate, in continuing professional development in relevant activity and professional practice. 

· The Assessment Panel recognises that there will be considerable variation in applications, reflecting differences in individuals’ experience, their job roles and contexts. The quality of your reflection is far more important than quantity.

· This application is a personal account so you should focus throughout on your own professional practice and decision-making.




SECTION 2: CONTEXT STATEMENT  

	Context Statement 

Briefly introduce yourself and outline your role(s) and responsibilities in teaching and/or supporting learning in higher education (300 Words).


	Write your evidence here

I am an Administrative Officer who has worked at Swansea Institute of Higher Education, Swansea Metropolitan University and more recently the University of Wales Trinity Saint David for 16 years.
My job roles have included quality, validation and Learning and Teaching work under Swansea Institute and Swansea Metropolitan University.   My first Job role in the University of Wales Trinity Saint David was Administrative Officer to the Enhancement Unit.  In all of these jobs I have worked with staff, students and Partner Institutions at Undergraduate level and Postgraduate level to support them with Learning and Teaching.  

My current Job Role is an Administrative Officer for the Academic Office.  I have been in this role for the last 4 years.  

The first part of my job role is undertaking administrative work for the Student Cases Team which involves supporting students with complaints and appeals and student cases and advise staff of the processes as well.   I give students advise on the appropriate Student Cases systems to access and sign post students to appropriate regulations which they need access to.  This helps with students and staff’s learning and teaching development.

The second part of my job is administratively supporting academic staff with their learning and teaching so that they can support students.  This is done through undertaking the administrative work of the University’s Advance HE Fellowship Continuing Professional Development Scheme, and undertaking administrative work for the University’s Nexus Learning and Teaching Conference, which allows staff to showcase their Learning and Teaching practise to other professionals who can learn from these ideas.   Also I undertake the administrative work for all learning and teaching training sessions that take place throughout the year. These sessions are for all staff across the University and Partner Institutions to support their learning and teaching. 
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SECTION THREE: 	Your reflective account of your Continuing Professional Development

The boxes below should be used to present your critically reflective (not descriptive) account of how your Continuing Professional Development (CPD) has enabled you to meet the UK Professional Standards Framework Areas of Activity.

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 and K2 of Core Knowledge and all aspects of the Professional Values 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 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.

	A1:  Designing and planning learning activities and/or programmes of study (700 words but no more than 800 words)
Identify how you contribute to the design and planning of effective, valuable learning experiences

	Engagement in a variety of learning activities, at a variety of levels e.g.
· Micro: individual/one-to-one or small groups
· Mesa: module sessions, course or programme level
· Macro: policy, HEI, professional body level

	Evidence might include:
· Development and enhancement of session plans
· Identifying and planning different kinds of interaction with learners in various contexts
· Design or redesign curricula, modules or programmes
· Involvement in validation panels
· Use of individual’s learning materials by others (e.g. within/beyond own institution)
· Contribution to the creation of learning resource packs and computer-based or open learning materials or the development of virtual learning environments


	Write your evidence here












	A2:  Teaching and/or supporting learning (700 words but no more than 800 words)
Identify how you engage with learners, whether in groups or individually. These encounters may be in a wide range of environments such as classrooms, seminar rooms, lecture theatres, labs, learning support centres, offices, etc.

	Engagement in appropriate teaching and learning strategies including:
· Use of a arrange of teaching approaches and modes of delivery
· Use of relevant assessment approaches with a variety of groups
· Selection based on educational evidence and values
	Evidence might include:
· Lecturing, tutorial or seminar work
· Studio, clinical, laboratory or work-based teaching
· Distance learning
· Peer assessment of teaching and or teaching observations
· Student feedback/evaluations
· Reflective diary/blog
· Learning outcomes-related indicators (e.g. relevant session plans/module materials)
· Material from online training
· Learning activities supported through the VLE (Moodle)


	Write your evidence here












	A3:  Assessing and giving feedback to learners (700 words but no more than 800 words)
Show how your assessment strategies and activities are appropriate to learning experiences; your approaches to marking and moderation and how these approaches ensure that assessment is reliable and robust; and your approaches to feedback and the extent to which students are involved in the feedback process. The assessment may be formative or summative, formal or informal. 

	Engagement with appropriate assessment strategies including:
· Use of assessments relevant to learning outcomes
· Appropriate assessments for the student profile
· Engagement in formal quality assurance processes relating to assessment
· Selection and use of appropriate feedback mechanisms
	Evidence might include:
· Appropriately targeted assessment tasks
· Student evaluations
· Peer reviews
· Observation feedback
· Learning materials
· Moderation documents
· External examiner activity
· Innovative approaches to assessment and feedback
· Student responses to feedback


	Write your evidence here







	A4:  Developing effective learning environments and approaches to student support and guidance (700 words but no more than 800 words)
This Area of Activity is about how you make effective use of both the formal and informal learning environment to facilitate learning. Show how your contribution to the design and development of learning environments has impacted positively on student learning and the practices you undertake to support learners including for example, tutor systems, advising, guidance and involvement in widening participation and inclusive initiatives and activities.

	Engagement with:
· Different media and technologies, both physical and virtual
· Different kinds of learners e.g. international, culturally diverse, special educational needs, disabled learners, home-based, full-time, part-time, etc.
· Different modes of learning e.g. distance-based, blended, work/practice-based, etc. 
· Personal and academic tutoring
· One-to-one advice
· Counselling

	Evidence might include:
· Reflective logs/diaries
· Peer review
· Formal and informal/unsolicited feedback from students and colleagues
· Observations of teaching/learning activities
· Evidence from electronic forms such as blogs and discussion forums

	Write your evidence here

An effective learning environment is made by ensuring that the environment is inclusive to all learners. I support staff in different locations in the UK and across the world; I make sure that everyone in the University feels included. I agree with Create Education (2023) that “Inclusivity in education is an essential element for fostering a positive and effective learning environment. By recognising and embracing the diverse backgrounds, learning styles, and abilities of students, educators can ensure that every learner feels valued and supported”. I am the first point of contact and manage all interactions in the Advance HE Continuing Professional Development (CPD) scheme.   As the CPD scheme is provided for staff and is essential for their job roles, it is important that they feel supported and welcomed into the scheme, as this is an individual process and can be very lonely. There are online materials and also access to an online community where applicants are able to speak to each other and to myself about the process.   This is all designed to be done at the applicant’s own pace and in the way that best suits them (V1, V2, V4, K1, K2, K3)

From the very start of the learner’s journey through the scheme my job is to support applicants and provide guidance to them on the correct pathway for their individual learning needs.  Any issues or queries that learners have throughout the process I answer personally and with the appropriate information.  I do this through the online discussion forum attached to the Moodle module and through email.   I provide links to online learning materials which staff can look at in their own time and also provide information on live online sessions.  I do this so participants are able to have the choice of how they interact with the training materials dependent on how they best learn and how they feel comfortable in engaging with the information.  I also provide at the start of the year all the submission dates for the scheme so that a participant is able to decide for themselves when the best time of year is for them to submit their application instead of feeling pressurised to submit on a single date due to their being different term times in different parts of the University.  I use a personalised approach in providing mentors for learners dependent on the subject area of the learner, and the geographical location.   I understand that mentors are busy and make sure that they are not overloaded with mentees as this can have a negative effect on the experience of the mentee and can lead to drop out from the scheme.  Having run the administrative side of the CPD scheme for 12 years I know and have experienced that the most stressful part of the process for learners is getting referred and how demotivating this can be if the feedback is not positive.  I alleviate this by ensuring that all the feedback forms are checked once the assessors have completed the process to ensure that the feedback to all learners is developmental and constructive.   I ensure that when I send the feedback to learners, I am available to answer any questions that they may have.  I do this to enable learners to have the confidence and the support to be able to re-submit their applications.  (V1, V2, V4)

I receive yearly feedback from the External Advisor on the CPD Scheme who makes comments on the running of the programme and the appropriateness of the running of the programme.  This feedback in invaluable to the running of the programme. An example of this is a meeting that I had with the External Advisor who had difficulty in being able to access the Onedrive folder and writing  comments on the form.  This caused problems with delays in applicants getting outcomes from the Panel.  This changed my practice as I sat down and worked out how to ensure that the External Advisor could access the folder and also added her as an editor to the folder so that she could add her comments on the form.  This reduced the stressful delays applicants had with receiving outcomes. (K5) 






	A5:  Engaging in continuing professional development, research and the evaluation of teaching and learning related professional development (700 words but no more than 800 words)
Show how your continuing professional development in your discipline and pedagogy, incorporation of research and scholarly activity, and evaluation of your professional practices supports and enhances learning. You should demonstrate explicitly connections between your research and/or scholarly activity and your professional practice, as well as how you evaluate the effectiveness of that practice.

	Engagement in:
· Self-reflective practice
· Proactive planning
· Participation in a range of activities to extend professional learning
· Successful involvement in/completion of relevant teaching-related qualification(s) 
· Presenting or participating in conferences on teaching and learning (often discipline specific)
· Attending workshops or training events
· Engaging in per observation or peer review of teaching
· Regular departmental meetings where the discussion is about learning and teaching issues
· ‘corridor’ discussions about teaching
· Bidding for and involvement in projects or research on teaching and learning
· Implementing new approaches
· Subject and other network activities
· Reading
· Visits to other institutions/organisations
	Evidence might include:
· Portfolios related to academic/professional development
· Reflective logs
· CPD records 
· Exemplars of proactive changes in teaching/supporting learning based on own learning and research/scholarly activity
· Evidence of changes in practice following engagement with initial and/or continuing professional development, including events, conferences, training, learning, seminars, workshops, etc.
· Conference papers/presentations/etc.
· Bid and project documentation

	Write your evidence here

I continually engage with Continuing Professional Development, so that I can expand my knowledge in different areas that support my job, through three different methods: training courses, reading policies and informal conversations with internal and external staff. 

The training I undertake relates mainly to my Student Cases Role.  Over the last two years, the Sexual Misconduct First Aid Responders Training, Safe Talk and Hate Crime Bespoke Sessions changed my practice because every time I receive an email, or form from a student I will read the documents more closely.  For example, after the Hate Crime Session my practice changed as previously, I would have looked at a complaint form and judged a case was harassment but now I am able to identify Hate Crime cases, deal with them appropriately and signpost students to support.  Another example from the Safe Talk session is about a student who stated in an Appeal Form that they were considering committing suicide.  Whereas before I would have asked my Line Manager to deal with, now I am pro-active and complete a Cause for Concern form for Student Services, followed by phoning Student Services to ensure receipt and further support for the student.  (K1, V1, V2, V4)

As the administrator for the AdvanceHE Continuing Professional Development Scheme I continually update myself with the Advance HE Accreditation Policy (2023), on changes that are coming; an example of this is the move to the PSF 2023 and how this will affect the future of the scheme. I have attending training by AdvanceHE on the new PSF 2023 so that I am aware of all the changes, and I have organised training for future applicants, assessors and mentors on the new changes the PSF 2023 will bring. (K1)

I often attend meetings with external stakeholders.  I attend the Advance HE Accredited Programme Leaders Network to learn about what is happening in the Sector.  For example, after a presentation on Fostering Belonging, Connection and Collaboration, I considered how the CPD Scheme could be enhanced to become a community of practice to support each other in applying for Fellowship. This has prepared me for the new system to ensure that HESA data on Fellowship is correct; I learnt to access new types of data and engage directly with all fellowship holders to check and updated their information on the AdvanceHE system. My practice changed as it is a more collaborative approach to working with Fellows to ensure that their data is correct.  Previously I worked with HR to ensure that the data was correct.  Now I work collaboratively with staff to ensure that the data is correct.  The HESA data being correct is important to my practice so that I can support staff who are currently FHEA or AFHEA to progress through the CPD scheme to become Senior Fellows or Fellows or to become mentors and assessors on the scheme. (K5, V3)

Since Covid I have utilised digital resources to a higher degree to undertake my job effectively.   An example is utilising Teams to be able to hold online Student Cases meetings which both staff and student could attend, due to different locations of students and staff. I attended appropriate training sessions that allowed me to gain the knowledge and skills to be able to utilise the Teams platform to set up meetings.  Once I undertook training, I could confidently set up Teams meetings for panels.  This system allowed students in all geographical locations to be able to attend Panels online instead of at specific locations.  This created an expansion in Panel membership from staff at other locations to expand their continuing professional development knowledge.  My practice changed and all Panels are online and Face to Face meetings only happen if required. All these methods have changed my practice and allowed me to expand my knowledge and keep up to date with new technologies to solve problems.  The changes I made saved the University Travel, accommodation, and postage costs. (K2, K4, V1, V2, V3, V4).







	Citations
(500 Words)

	
(Advance HE Accreditation Policy 2023, 2020 Advance HE Accreditation Policy 2023 1670835621.pdf (Accessed 22.06.2024)

Create Education, (2023), Creating an Inclusive Learning Environment: Strategies for More Effective Teaching, Creating an Inclusive Learning Environment: Strategies for More Effective Teaching (create-education.co.uk) [Accessed 10.07.2024]





SECTION THREE: 	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 the Higher Education Academy (HEA), or an appropriately experienced member of staff working for a UK Higher Education Institution (HEI). All Referees need to be familiar with the UKPSF.

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

	Referee:


	Name
	Professor Kyle Erickson 

	Job Title
	Director of Academic Experience

	Fellowship Status
	Fellow 

	Institute/Centre/Unit
	Academic Office 

	Email address
	k.erickson@uwtsd.ac.uk

	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://www.heacademy.ac.uk/my-academy-manage-your-higher-education-academy-experience  
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 FOUR: 	Declaration

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

	Signature 
	Vwatkins 

	Date 
	25.07.24
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