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Centre for Trust, Peace and Social Relations 

Accreditation of Prior (Experiential) Learning [AP(E)L]
Student Guidance and Application Forms
MPA Global Diversity Governance

19 May 2016

Dear applicant,

Thank you for your interest in applying for Accreditation of Prior (Experiential) Learning [AP(E)L] in relation to one of the Centre for Trust, Peace and Social Relation’s (CTPSR) postgraduate programmes.

This documents provides official guidance on the AP(E)L process alongside the relevant application forms for you to complete in order to have your previous learning evaluated in relation to your proposed programme of study.

CTPSR’s policies and processes relating to AP(E)L are determined by broader Coventry University policies and processes on AP(E)L. We operate a fair, transparent and rigorous process for processing and evaluating AP(E)L applications overseen within CTPSR by our AP(E)L Co-ordinator, Dr James A. Malcolm.

If you have any enquiries relating to the AP(E)L process you should, in the first instance, contact CTPSR’s Academic Programme Manager, Samima Hussain, at: study.ctpsr@coventry.ac.uk or +44 (0)2477 659059.

Kind Regards,

Dr James A. Malcolm

Director of Postgraduate Taught Programmes & AP(E)L Co-ordinator, CTPSR.
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1. Process for the Accreditation of Prior Learning:
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2. Student Guidance for the Accreditation of Prior Learning:
Section B.1: Introduction 

This guide incorporates information on what you as the applicant have to do to provide the necessary evidence in support of an AP(E)L application and what happens after the application has been made.

For the purpose of this guidance AP(E)L refers to two types of claims:

Accreditation for Prior Learning (APL)

Accreditation for Prior Experiential Learning (APEL) 

· APL recognises learning undertaken with another educational or training establishment.

· APEL is the learning achieved by reflecting upon experiences outside the formal education and training systems. It is the outcomes of the learning and not just the experience of the activities alone that are being accredited. Whenever and wherever the experience occurred, evidence must be presented to demonstrate that learning has taken place.

Section B.2: General Information

The information contained in these guidance notes is provided to enable you to determine whether you are in a position to make an AP(E)L claim and it is advisable that you seek the support of the Faculty AP(E)L Co-ordinator (if appointed) or relevant Module/Course Leader or Admissions Tutor before you go ahead.

You should be aware that all types of AP(E)L enable you to gain academic credit towards a programme of study.  As such, you will be given CATS (Credit Accumulation and Transfer Scheme) points towards your award but no mark for the AP(E)L’d module(s).

Once your AP(E)L claim has been considered you will be informed of the outcome which will be recorded as accepted or rejected on the University’s student database.

You will not be able to count AP(E)L credits towards the overall classification for your award and this may affect a merit or distinction classification for a postgraduate degree or an honours degree classification for an undergraduate degree.  Further information/guidance can be sought from Registry in the relevant Faculty.

Section B.3: Specific Information

· When should I apply?
Your AP(E)L application should be made prior to the commencement of your course. Only exceptionally may it be considered once a course has started.

· The AP(E)L Process in Detail

Please refer to the process flowchart in Section 1 which describe the AP(E)L procedure step-by-step.
· Module Outcomes

The modules offered by the University all have identified learning outcomes.  You will need a copy of the outcomes for each module for which you wish to apply to be AP(E)L’d.  Copies of the learning outcomes can be obtained from the Module Information Directory or Registry in the relevant Faculty.

To claim credit for a module, the application must clearly show how each module learning outcome was achieved.  This is done through a portfolio of evidence which demonstrates how you have met the outcomes of the module for which credit is being claimed. 

· Can I seek advice?
You may ask for guidance of the Module Leader, Course Leader/Admissions Tutor or  AP(E)L Co-ordinator (if appointed) during the preparation of your claim.  It is advisable to do this by appointment, so that the person can give you the time and guidance you are seeking.

· What evidence will I need to present?

There are a variety of possibilities in terms of the evidence to be provided, but you will be given advice as to what is appropriate and acceptable, depending on your experience. For guidance, below are some of the things which may be required: 
For APL, as appropriate:

· original transcripts or authorised copies;

· module descriptors or equivalent;

· outline of the programme (if appropriate);

· assignments completed for the course with marks awarded and tutor’s comments (please discuss this particular requirement with the Module/Course Leader or Admissions Tutor);

For APEL:

a) evidence of learning from non-certificated course attended;

b) Work-based projects / assessment of learning by line managers;

· interviews (focussed interview or viva);

· artefacts;

· completion of a piece of work and a reflective account/diary of the learning achieved, or 

c) completion of the usual assessment used to demonstrate learning in the module / course / programme for which equivalence is being claimed

When compiling a profile to submit for AP(E)L, it is important to remember that the information you are presenting as evidence of prior learning, is:

Relevant
It must have direct relevance to the claim being made, it must be professionally relevant;

At the right level
The evidence must support the academic level of the claim being made.  Your course handbook will specify the level of each module and the marking criteria being used;

Authentic
The evidence must be authenticated by other material such as a manager’s testimonial;

Valid
The evidence offered should be accurate in its knowledge base and the arguments in the account should support the claim being made;

Sufficient
There must be sufficient material to justify the amount of CAT points claimed taking into account all pieces of evidence (the modules offered at Coventry University are made up of 20 CAT points each (single module);

Current
Normally the evidence must relate to current learning.

· Who do I submit my AP(E)L claim to?

You should submit your portfolio of evidence to the Module/Course Leader or Admissions 

Tutor, who is responsible for the module/course against which you wish to make a claim.  

This information will be available from the Registry in the relevant Faculty.

· The outcome of your claim

The Module/Course Leader or Admissions Tutor will review the evidence you have submitted to determine the quality of your evidence. This may also be made available to the External Examiner to comment upon. This person will look at a sample of AP(E)L applications as part of the assessment process.

3. Accreditation of Prior Learning (APL) application form:
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Accreditation of Prior Learning (APL)
Student Application Form

Please complete and return this form together with the portfolio of evidence to Samima Hussain at: study.ctpsr@coventry.ac.uk. 
If you would like credit from a previous CTPSR award-bearing course to be taken into consideration for exemption from modules of a programme of study within CTPSR, please complete this application form in full, prior to enrolment.  
	Please also help us to ensure that we receive sufficient information and documentation to assess your claim by completing the checklist at the end of this application form.  Failure to supply adequate evidence with your application will mean that we are unable to process your claim.
	Please note that, unless there are exceptional reasons, we will not consider previous studies that are more than five years old for the purpose of APL.  If your studies are more than five years old please refer to the University’s APL Guidelines before making a claim.

	If you are making an APL claim on the basis of studies that are more than five years old, please give reasons within Section C (approximately 500 words) why you believe your prior learning is still current for the purpose of credit transfer.
	


	PLEASE NOTE THAT COMPLETION OF THIS APPLICATION DOES NOT GUARANTEE THAT EXEMPTION WILL BE GRANTED


Section A:  Personal details
University Applicant/ID Number
___________________________________________________________________ 

Title


___________________________________________________________________

First Name(s) 

___________________________________________________________________
Surname


___________________________________________________________________

Address 


___________________________________________________________________





___________________________________________________________________





___________________________________________________________________



Postcode


___________________________________________________________________

Telephone No

___________________________________________________________________

Email

Course applied for/studying at Coventry that you wish to claim credits towards





___________________________________________________________________





___________________________________________________________________





___________________________________________________________________

Month and year of entry
___________________________________________________________________

Section B:  Details of previous studies for which you are claiming credit
Please provide details of all previous studies that you wish to be considered for APL, including any studies undertaken at Coventry University.  If you wish to claim for separate periods of study, then please complete a separate Section B of the application for each period of study.

1. Course Details

Name and Address of the institution where your previous studies were taken

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Qualification
__________________________________________________________________________

Course Title
__________________________________________________________________________

Period of Study
From ______________________________ To ____________________________________

Was the course completed?
     Yes _____  No _____ 

Date Qualification Awarded









(if the course was completed) ______________



2. Completed Course Modules

Please list the title, credit value, level and date of completion of all modules undertaken as part your previous studies below.  Please note that credit cannot be given for part of a module.

	Module Title
	Credit Value
	Level of Study
	Date Module Completed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




3. Course Structure

Duration of Course (or duration of the module(s) studied if the course was not completed) 

years _____ months _____

Mode of Study
Full-time _____   Part-time _____   Distance _____

Level of Study (Please specify below)

	Level C (Certificate)

For example, CertHE and first year of Bachelors Degree level 


	Level M (Masters)

For example , PG Cert, PG Dip and Masters degrees



	Level I (Intermediate)

For example, DipHE, Foundation Degrees and second year Bachelors Degree Level


	Level D (Doctorate)

Doctorates



	Level H (Honours)

For example, AdCert, BPHil and Bachelors Degree

(Honours)

 
	Total Number of Credits Required for Award of Qualification 




Section C:  Supporting evidence
1. Course Outline(s)

Please enclose with your application descriptions of any courses/course modules completed outside Coventry University that you wish to be considered for credit transfer.  You must provide as much information as possible about module content, course structure, methods of assessment and so on.  You should be able to obtain this information from your previous institution of Higher Education.  Alternatively, please provide a web address for this information below if it is available online.  Please note that you do not need to provide course outlines for studies completed at Coventry University.

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

2. Other Supporting Documentation

Once you have completed the sections above, please also enclose evidence of studies completed outside Coventry University with your applications.  That is, certified copies of transcript(s) and degree certificate(s).  Please note that you do not need to provide such evidence if your studies were completed at Coventry University, unless we ask you to do so after assessing your application.

If your claim is on the basis of qualifications obtained more than 5 years ago, please provide a statement below, explaining why you believe your prior learning is still current for the purpose of credit transfer.  You should describe ways in which you have kept your previous studies up-to-date, for example via work experience, and demonstrate how this subsequent learning relates to your studies.  Please ensure that you provide dates for any subsequent learning you are asking us to consider.  Please note that we may ask you to submit additional documentation in support of this statement at a later date.

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

Application checklist (Please tick the boxes on the right as applicable)
Before you return your application for credit to Admissions please ensure that you have:

Made an application for admission to a course at Coventry University prior to making this claim for credit transfer, and therefore have written your University Applicant/ ID number in Section A.

Included details of all previous studies that you wish to be considered for credit transfer, including any studies taken at Coventry University.

Attached adequate supporting evidence of the successful completion of any previous studies taken outside Coventry University.  That is, certified copies of academic transcripts, degree certificates and information about the course of module content.

Checked that your previous studies were taken at the same level as Coventry University studies for which you are seeking exemption. 

Included proof of any change of name, if relevant.

Signature ​​​​​​​​​​​​​​​___________________________________ 

Date _________________________________

Please return this form to the relevant Course Director or Admissions Tutor
4. Accreditation of Prior Experiential Learning (APEL) application form:
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APEL Application Form:
This form specifies the evidence required for the accreditation of prior experiential learning (APEL). The purpose of APEL is to take into account the diversity of prior learning experience possessed by potential students, whilst requiring adherence to basic principles necessary to ensure quality and standards.
To make an assessment on APEL a close examination of all application documents including this APEL application form is undertaken by the relevant CTPSR/Coventry University staff. If an application is determined to be both appropriate and of a sufficient standard an applicant will be invited for a formal admissions interview where their learning from previous experience will be analysed in further depth. It is only after completion of this formal admissions interview that a final decision on an application for APEL is made by the relevant programme leadership team. The decisions regarding the Accreditation of Prior (Experiential) Learning are a matter of academic judgement. Please note that where an application for AP(E)L is refused on academic grounds, an appeal will not normally be permitted. However, feedback on the reasons for the refusal will be provided to applicants on request.
An APEL application requires the applicant to demonstrate learning from experience, and this learning must be relevant to the specific programme which you wish to pursue. More specifically, we request that applicants reflect upon experiences outside the formal education and training systems. It is the outcomes of the learning and not just the experience of the activities alone that are being accredited. Whenever and wherever the experience occurred, evidence must be presented to demonstrate that learning has taken place and that learning outcomes relevant to your proposed CTPSR programme have been covered. The learning outcomes for an academic programme may be found in the Programme Specification, available from CTPSR. Ordinarily CTPSR awards AP(E)L as general Masters credits. 

It is expected that applicants provide substantial detail in this APEL application form and they must explicitly highlight where the concrete evidence for the claims made in this form are included in wider application documentation. Applicants are also strongly encouraged, where feasible and appropriate, to utilise external sources to deepen answers to the questions posed. Applicants may liaise with the CTPSR Academic Programme Manager and the relevant Course Director to discuss the AP(E)L process in further detail.

	Name of Applicant:
	

	Applicant’s Student Identification Number:
	

	Title of the proposed programme of study:
	

	Part 1 – Project Management:
Q: What project management experience do you have?

Please demonstrate and critically reflect on your competence in the planning and management of projects related to the subject-matter of your chosen programme of study. You should highlight some of the projects you have undertaken, explain how you have made decisions and give examples of how you have solved problems.


	

	External Source References:

(Please list any external sources used to support your answer).
Relevant Documentation:

(Please list the documentation within your application where the claims made in this section are supported).



	

	Part 2 – Lifelong Learning:
Q: How have your developed your lifelong learning during your career?

Please critically reflect and discuss a few events in your career (positive and/or negative) and explain what wider lessons you took from them. 

	

	External Source References:

(Please list any external sources used to support your answer).
Relevant Documentation:

(Please list the documentation within your application where the claims made in this section are supported).



	

	Part 3 – Subject Knowledge:
Drawing upon your experience, please demonstrate the extent of your existing knowledge relating to your chosen subject area by addressing a relevant question below.

Q: What are some of the challenges faced by services that work in, with or for diverse communities and how are they reflected in your work? 

	

	External Source References:

(Please list any external sources used to support your answer).
Relevant Documentation:

(Please list the documentation within your application where the claims made in this section are supported).


Student makes initial enquiry





Referred to Module Leader / Course Leader / Admissions Tutor 


for initial meeting.











Requirements and process explained, specific acceptable evidence is discussed and a date for claim to be submitted is identified.  The ‘Application and Guidance for Students’ documentation is provided.











Student complies and submits relevant evidence on agreed date.











Evidence is assessed by Module Leader / Course Leader / Admissions Tutor and the Consideration of AP(E)L evidence from is completed. 


Certificates and other original documents are photocopied and are kept together with the rest of the evidence for student’s file.








Module Leader / Course Leader / Admissions Tutor will:





Assess the Learning Outcomes for sufficient overlap;





Assess the appropriate level of evidence presented and map this across to the AP(E)L request;





Assess the amount of credits as to whether they conform with the University’s curriculum framework (credits can only be AP(E)L’d in modular chunks);





Consider the mandatory structure of the degree and determine whether general or specific credits need to be given.





Evidence and Consideration of APL form are handed to course administrator and retained on Filestream.








The AP(E)L results (both negative and positive) are fed into UNIVERSE by the relevant course administrator and student is notified in writing of outcome.








AP(E)L reported to PAB for ratification.










































































