[image: ]Part D submission template 2027: taught programme
Please complete one of these templates for each taught (credit bearing or structured non-credit-bearing) programme submitted. If submitting a programme that awards both Descriptor 1 and Descriptor 2 (e.g. programme consisting of three modules accredited at Descriptor 2, with module 1 accredited at Descriptor 1), please complete only one Part D template and use sub-headings as appropriate to distinguish between the two elements to be accredited. Please contact the accreditation team (accreditation@advance-he.ac.uk ) if you are unsure which Part D submission template to use.

Please note: Stakeholder guidance documents* (for participants, mentors, referees, assessors) provide the main information to address accreditation criteria 2-4 and are to be submitted as appendices to this completed template (*it is recommended that guidance documents are written before this template is completed, as that is the order that accreditation panel members will carry out their review).
This Part D template is designed to structure the commentary supplementing the stakeholder guidance documents (e.g. for participants, mentors, referees, assessors) to provide the additional information required to address accreditation criteria 2, 3 and 4 (accreditation policy, p2-3). The narrative in this template will provide information about the infrastructure in place for the programme that may not be relevant for participant-facing guidance it should NOT duplicate information within the guidance stakeholder guidance; please cross-reference to participant guidance instead of duplicating information if/where applicable (please use appendix title and page number to clearly signpost).
Please refer to the ‘Guide to addressing the criteria for accreditation 2026-27’ about the information required in stakeholder guidance documents.
Guidance about the information to include in this template is set out in the right-hand column in italic font; please write your narrative in that column and, once completed, delete the guidance. Provide succinct and pertinent information/evidence; use of tables, bullet points and diagrams/infographics is encouraged. Accreditation Panel members will not access hyperlinks. Please do not repeat any information; cross reference back to the first instance if/where appropriate.
	Ref
	
	Part D supporting narrative for taught programme

	T1
	Title programme(s) and categories of fellowship requested

(for accreditation certificate)

	Include the title(s) of the programme(s) to be accredited. Please be specific here – if the first module of the PGCert Programme is also to be accredited at Descriptor 1, provide the name for that module rather than asking for the PGCert programme to be accredited at both Descriptors 1 and 2
Note: Taught programmes can only be accredited at Descriptor 1 and/or Descriptor 2


	T2
	Confirm whether the assessment for fellowship is integrated within the design of assessment on the programme or involves a separate/ additional stage (disaggregated) 
	For programmes which bear academic credit, specify whether the programme is designed to either integrate or disaggregate the requirements for academic credit and the requirements for fellowship. List the modules/units taken in each case, and if disaggregated, also specify the additional element(s) of assessment required for fellowship to be awarded. These models are explained at the accreditation guidance events but please contact the accreditation team (accreditation@advance-he.ac.uk) if you wish to discuss the design of your programme further.
· Integrated: programme assessment is designed so that the requirements for academic credit and fellowship are both met simultaneously; the Descriptor criteria are explicitly embedded in the assessment process for the programme. The Fellowship External moderates both elements and both fellowship and academic credit are awarded by the examination board at the same point. 
· Disaggregated: programmes are designed so that assessment for academic credit and fellowship are judged separately; the timing of each depends on the nature of the programme, e.g. fellowship may be awarded part way through a programme or after the completion of the programme. There is a defined assessment process that explicitly applies the Descriptor criteria for the award of fellowship. Assessment design must make clear the elements of assessment being assessed for fellowship (e.g. programme assessment tasks plus additional fellowship task or stand-alone fellowship task). If the programme is disaggregated, explain how details of those achieving fellowship will be formally recorded (e.g. on transcript, official letter, exam board minutes, etc.).


	T3
	[bookmark: _Int_R8ov2IhA]Where will the programme be offered (location(s) and delivery mode)

If arrangements differ for campus locations this must be made clear in following sections of this template.

Cross reference to the accreditation policy Terms and Conditions (Appendix 1iii & iv, pp11-12)

	If the programme is offered at different sites/to different groups of participants by different modes of delivery, outline any differences in the design/structure of the programme and opportunities provided for participants (cross reference to information provided for institutional context in Part C). Sites may include collaborative partner sites, campuses that are some distance from the main site including overseas etc.
If the offer is online, give details about how this will operate – different time zones, synchronous/ asynchronous, local observers/mentors, etc.
Complete the table (adding additional rows if required) and provide any additional information below. Delete guidance above when completed:

	Location 
	Length of programme and delivery Mode
	Any Variation in Programme Arrangements (key points)

	
	
	

	
	
	

	
	
	








	T4
	Who is the target audience for this programme? 
(indicative 300-word limit

(accreditation criterion 2b)

Cross reference to the accreditation policy Terms and Conditions (Appendix 1 pp12-14)

	Identify the types of participants expected on this programme and explain how it leads to an appropriate category of fellowship for these individuals (note: refer closely to Appendix 1 of the accreditation policy (pp12-14) with respect to the Terms and Conditions of accreditation in relation to collaborative partner staff (iv), health profession educators (vii) and commercial sale (vi) ).
Explain how you will ensure that all participants will have sufficient appropriate professional practice in teaching and/or supporting learning (at an appropriate HE level) to be able to make a full claim against the requirements of the relevant PSF 2023 Descriptor (refer to the Advance HE Guide to the PSF Dimensions documents for examples of the types of practice appropriate to each Descriptor – Associate Fellow, Fellow
Write narrative below and delete above guidance when completed:


	T5
	Details of key members of the programme team and fellowship status 
(accreditation criterion 3c)
	Complete the table below to identify the members of the core team. The core programme team must hold at least Fellowship (Descriptor 2). 
Complete the table (adding additional rows if required). Delete guidance above when completed:
	Name
	Fellowship Status
	Role
	Location (where relevant)

	
	
	
	

	
	
	
	

	
	
	
	





	T6
	Comment on how all team members, mentors and reviewers are trained and maintain their currency in supporting and making fellowship decisions aligned with PSF 2023 
(indicative 700-word limit) 


(accreditation criteria 3c,3b,4b)


	Accreditation criteria 3c, 3d and 4b require the programme team, mentors (including those at different locations/ partners) and all assessing on the programme to engage in initial training and regular PSF 2023-related updating activities (e.g. standardisation using PSF 2023). This ensures that all involved in the operation of the programme maintain current knowledge and understanding of the requirements of the PSF 2023 and fellowship as appropriate to their role. 
Outline the PSF 2023 training and updating activities provided. Explain how the engagement of all relevant individuals in this training will be monitored and managed and what action is taken should an individual not engage.
Outline the approach taken to selecting appropriate mentors/others who support participants (e.g. those undertaking formal observations).
Outline how participation in external events contributes to the quality assurance of fellowship awarded e.g. Advance HE accreditation standardisation events and Accredited Programme Leader Network, etc. If colleagues have attended the Advance HE accreditation standardisation events to remain current with PSF 2023 requirements, please provide a list of staff and the events they have attended in the last 2 years.
Where there are different formats of assessment (e.g. written, oral, etc.), mentors and assessors need to be developed and have guidance to support and/or assess participants in each format.
Write narrative below and delete above guidance when completed:




	T7
	Numbers of fellowships awarded since last accreditation (available on MyAdvanceHE) 

(completed table plus indicative 250-word limit)

*Leave this section blank if applying for first time accreditation



	Where the programme has previously been accredited, complete the table below setting out the numbers of fellowships awarded at each relevant category (Descriptor 1 and/or Descriptor 2) in each academic year over the last three years. Include the number awarded for each category accredited (leave blank if not accredited at category). 
Where relevant please comment on participation, completion and success at each delivery location and for collaborative partner staff and for external health professional staff (note- other external participants sit outside the Terms and Conditions of accreditation - please refer to accreditation policy, Appendix, pp11-14). Where relevant provide analysis of Descriptor 1 outcomes and Descriptor 2 outcomes separately.
Where relevant explain any differences where programmes are taught online as well as face to face.
Complete the table (adding additional rows if required) and brief commentary below. Delete guidance above when completed:
	
	Associate Fellow
	Fellow 

	2023-24
	
	

	2024-25
	
	

	2025-26
	
	









	T8
	Complete the table to give the numbers on anticipated numbers of participants for the next 2 years


	Complete the table below setting out the numbers of participants anticipated at each relevant category for the next two academic years. This will enable the accreditation panel to review the resource in place to support the expected demand.  Include any relevant comments about different groups of staff/ locations/ partners that make up the overall number.
Complete the table and add relevant comments below (if needed). Delete guidance above when completed:
	Year
	Associate Fellow
	Fellow

	Year 1
	
	

	Year 2
	
	







	T9
	Reflecting on the past accreditation period briefly list aspects working well.

(indicative 750-word limit)

*Leave this section blank if applying for first time accreditation
	Include a commentary on the evaluation and analysis of: 
· Completion/Success rates.
· Feedback received from participants, mentors and reviewers.
· Changes to participants’ practice etc.
· Differences by location/ partner institution
· Any other relevant information. 
Write below (tabulate data and use bullet points as appropriate). Delete above guidance when completed:


	T10
	Identify changes/ enhancements being proposed.

(indicative 500-word limit)

*Leave this section blank if applying for first time accreditation

	Comment on how the analysis above has informed the rationale for the design and delivery of your proposed programme. What changes/enhancements will be made to address any issues derived from the analysis?
Write narrative below. Delete above guidance when completed:


	Please note: explanation about how the programme is designed to appropriately assess each PSF 2023 Descriptor (1 and/or 2) (accreditation criterion 2) is not asked for in this template as this needs to be fully explained in the stakeholder guidance (participant, mentor, reviewer/assessor and observer/referee as relevant) be consistently communicated across guidance documents and include appropriate rubrics/proformas that explicitly assess Dimensions specified in each summative assessment task at the scale and scope appropriate to the Descriptor; these guidance documents are to be included as appendices. The awards of Associate Fellowship and Fellowship must be based on evidence of genuine effective practice ‘already completed’ with HE learners (i.e. not microteach with peers); where assessment tasks on the programme include future facing elements (for example a redesign of a module assessment strategy that has not been implemented), it must be clear how evidence of participants’ effective and inclusive practice ‘already completed’ with their own students has underpinned the work. 
Please continue to refer to the ‘Guide to addressing the criteria for accreditation 2026-27’ about the information required in stakeholder guidance documents.  

	T11
	What support is provided for participants as they engage with the PSF 2023 and the relevant fellowship category? (accreditation criterion 3a)

(indicative 300-word limit)

	Identify support participants receive to make links between their practice, assessment on the programme and the PSF 2023. For example, this could include mentoring, work-place support, formative feedback, etc.
Confirm that support mechanisms offer equivalent help for participants on all sites/modes of delivery (where appropriate
Briefly outline support mechanisms below, signposting to stakeholder guidance documents (e.g. programme/module/unit guide). Delete above guidance when completed:


	T12
	How is practice authenticated for each category of Fellowship being awarded? (accreditation criterion 2d)

(indicative 200-word limit)

	Explain how authentication of practice forms part of the assessment process. Refer to accreditation policy section 4.2 (p4) for policy requirements at each category.
Explain how authentication of practice forms part of the assessment process. At Descriptors 1 and 2, formal observation involves a member of the programme team or mentor/expert peer who has current knowledge and understanding of the requirements of the relevant category of fellowship. A wide range of practice may be observed as appropriate to the context of the individual and category of fellowship; this is not limited to ‘teaching’ student groups but should reflect genuine practice and not be a ‘simulated’ session. Peer to peer observation is not accepted as authentication of practice in this instance. For online delivery, formal observation may involve a video recording. Note: where formal observation is used to authenticate practice, please identify the training and support in place for those carrying out observations. The formal observation should confirm that the participant is practising in line with the relevant Descriptor; should this not be the case, there should be a process in place for a new observation to be undertaken (note- the proforma used for observations needs to reflect this). 
If supporting statements are required to authenticate practice, explain how referees/advocates will be supported to understand the requirements of the PSF 2023 and the role their supporting statement plays in authenticating practice (and include the pro-forma and guidance used as an appendix). 
Briefly outline the mechanism for authentication of practice below, signposting to guidance documents (e.g. programme/module/unit guide). Delete guidance when completed:

	T13
	Signpost to institutional policies and/or processes in place to protect academic integrity and for participants to raise an appeal/complaint/matter of concern 

Refer to accreditation policy section 4.2 (p4) and Appendix 1xiv (p14)

	Signpost to the guidance participants receive that informs them about the institutional policies/ processes in place to protect academic integrity and how any potential misconduct will be investigated. Information may include guidelines for ethical use of AI, use of plagiarism detection software, etc.
Signpost to the guidance participants receive about an appeals/complaints procedure and procedure for raising a ‘matter of concern’ in a confidential manner, without disadvantage.
Complete table below. Delete above guidance when completed:
	Information 
	Location in guidance (e.g. document name and page numbers)

	Policies and processes in place to protect academic integrity
	

	Raising an appeal/complaint/matter of concern

	






	T14
	Is accreditation of prior learning permitted?
If so, how do you ensure this plus the remainder of the programme meets the requirements for Descriptor 2?
(indicative 200-word limit)

	Where accreditation of prior learning is possible, explain how any evidence provided in this process will build into meeting the requirements for PSF 2023 Descriptor 2 by the end of the programme.). Accredited prior learning procedures must include authentication of practice if a formal observation has taken place in the element of the programme that is credited (e.g. first module); in this instance, either a formal observation or two supporting statements need to be part of the APEL/APL process for participants joining the programme after the first module. Refer to accreditation policy section 4.5, pp6-7
Write narrative below and delete above guidance when completed:

	T15
	Numbers of assessors used to make fellowship decisions, for all formats of assessment offered. (accreditation criterion 4b) 

Refer to accreditation policy section 4.4.2, pp5-6
	The minimum number of required assessors and their fellowship status are set out in the accreditation policy. Complete the table below to identify the number of staff involved in assessing work contributing evidence towards fellowship on the programme and the fellowship status of these assessors plus the level of internal and external moderation.
Complete the table for relevant categories below. Delete guidance above when completed:
	Category of Fellowship
	Number of staff assessing on programme 
	Categories of Fellowship held by Assessors
	Level of internal moderation
	Sample size (% and minimum number) externally moderated

	Associate Fellow
	
	
	
	

	Fellow
	

	
	
	





	T16
	Explain each stage in the assessment for Associate Fellowship/ Fellowship
(accreditation criterion 4c)

(indicative 400-word limit)
	Provide a diagram and accompanying commentary that sets out each stage in the assessment for Associate Fellowship/ Fellowship with timeline.

In an integrated model (see T2 guidance above), explain where and how each required PSF 2023 Dimension is summatively assessed so that full evidence against Descriptor 1 and/or Descriptor 2 is assessed and signed off as met by the end of the programme; i.e. summative assessment of each Dimension at the depth required could take place in different assessment tasks across different module/unit assessments throughout the programme (be specific about which Dimensions are being summatively assessed in the guidance for each assessment task and include the relevant Dimensions in the assessment rubric) or all 15 Dimensions could be assessed in one final summative assessment (e.g. portfolio) at the end of the programme.

In a disaggregated model (see T2 guidance), explain how and when the PSF 2023 Dimensions building to the relevant Descriptor are summatively assessed and signed off as met; this involves an additional step at the end of the programme as academic credit and the relevant PSF 2023 Descriptor are assessed separately. If the assessment for fellowship is carried out by a different group of assessors to those assessing for academic credit (e.g. assessment carried out via an accredited scheme), this must be fully explained. 

Information should include the possible outcomes and the process and support in place for a resubmission (if necessary, including how this will be reviewed and documented). 
Provide a diagram and accompanying commentary below and signpost to the guidance participants receive that fully explains how assessment on the programme operates to assess the relevant Descriptor. Delete above guidance when completed:


	T17
	Provide details about your Fellowship External in relation to fellowship (completed table plus indicative 300-word limit)
(accreditation criterion 4d)


	Provide details of the Fellowship External with responsibility for quality assurance of the fellowship element of the programme (external moderation and formal reporting on the quality of fellowship judgements made). Note that there is a Fellowship External Resource pack on the Accredited Programme Leader Network Connect site.
If the programme has previously been accredited, comment briefly on how you have engaged with the Fellowship External as you prepared for accreditation.  Complete the table (adding additional rows if required) and provide information below. Delete guidance above when completed:

	Name of Fellowship External and Fellowship status
	Employing institution or independent
	Appointment Period

	
	
	

	
	
	





	T18
	Explain how quality assurance and enhancement occurs at a programme level. 
Refer to accreditation policy section 4.6, p7 

	Linked to T17 above, internal/external moderation processes should be explained. Moderation sample size should be included and should be appropriate to assure quality. Plans for moderation should consider sampling across the range of different assessors and different outcomes of assessment.  Explain the terms of appointment and mode of operation of the Fellowship External(s) in relation to fellowship judgements. Include details about external moderation sampling (e.g. selection of sample, sample size % & minimum number, across different reviewers, across outcomes, across formats of assessment).
The Institutional Submission Template Section N6 will contain the information about the mechanism for the Fellowship External to formally report on the quality of the fellowship judgement process within the programme – do not repeat here
Write narrative below and delete above guidance when completed:



	T19
	Show how judgement processes are clearly defined and supported by clear and transparent documentation that align with the relevant Descriptor. (4b,4c)

	Signpost to the rubrics/proformas that explicitly assess Dimensions specified in each summative assessment task at the scale and scope appropriate to the Descriptor in the participant-facing guidance documents (i.e. provide the document name(s) and page number(s))
Signpost to where participants are informed about the mechanism for archiving written applications/recording oral/dialogical assessment in order to facilitate sampling for internal and external review/moderation.


[bookmark: _Hlk137635414]


Part E – Appendices

To assist the accreditation panel members to locate evidence, please include a full list of appendices that accompany this programme in the table below, identifying the programme and title of each appendix. It is important to agree with the person leading the institutional submission about the numbering to use for these appendices to avoid different programmes in the submission using the same numbers. 

Contents should be carefully considered to ensure that only relevant information is submitted. For example, a set of separate appendices to accompany a taught programme might comprise the following: programme handbook plus module/unit handbooks (between them providing full guidance explaining the links between the PSF 2023 and assessment tasks), rubrics/proformas that embed relevant Dimensions/ Descriptor criteria and an observation proforma. Please ensure that each appendix includes page numbers and submit documents as separate files (i.e. do not combine appendices into one document).

Please refer to the ‘Guide to addressing the criteria for accreditation 2026’ for guidance on what information to include as well as what information is not required.

Please keep file names as short as possible e.g. E2.1_PGC_programme_handbook

Table of appendices:

	Appendix Number
	Programme
	Content of appendix

	e.g. E2.1
	PGC Learning and Teaching in HE
	PGC Programme Handbook

	
	
	

	
	
	

	
	
	

	
	
	


*Insert/delete rows as appropriate.
**Please limit the number of appendices submitted to ensure that only the information set out in the ‘Guide to addressing the criteria for accreditation 2026’ document is included. Appendices must include participant handbooks and full assessment guidance for each programme submitted.

Please refer to Section 11 of the Guide to addressing the criteria for accreditation 2026-27 for information required in Part E appendices to accompany this completed submission template. Do not submit additional information such as programme specifications, module descriptors, session materials such as PowerPoint presentations, marketing materials, staff CVs, full strategy/policy documents, etc.



Submitting the documents
Create a folder that contains this completed Part D template and all associated appendices related to this Part D programme; this folder will then form part of the submission (i.e. will be a sub-folder within the submission) emailed to the accreditation team (accreditation@advance-he.ac.uk) by the person acting as the key contact for the institutional submission. 
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