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This form must be completed in order to make a claim for credit on the basis of Prior Learning which is Experiential (that is, uncertificated learning which did not result in the award of credit or a qualification).  
On receipt of Part 1 of this form, Registry will contact you with (1) any initial feedback to help you to decide whether to pursue the claim (NB it will be your decision whether to continue); and (2) arrangements for you to attend a tutorial or workshop with a course leader who will provide more detailed advice on how to put together a portfolio of evidence to support your claim (see over page for examples of evidence that might comprise the portfolio).  
	PART 1   SUBMISSION OF CLAIM OUTLINE


	SECTION A    Personal Details
	

	Surname
	Student Number



	Forename(s)


	Former Name (if applicable – proof of name change req’d)

	Title (eg Mr, Ms, Miss, Mrs)


	Male / Female

	Correspondence address

Postcode
	Telephone Number

Email (for current students, we will use your student email):



	SECTION B    Programme taking / applied for at Bath Spa University

	Award (please tick as appropriate):

(   Certificate in Higher Education

(   Diploma in Higher Education

(   Foundation Degree 

(   Degree (Ordinary) 

· Honours Degree

· Graduate Diploma


	Course Combination / Course Title:

Course A: ……………………………………………….

Course B (if applicable): ………………………………….

( Single Honours     (  Joint

Proposed Date of Entry 

 (   Sept                  Year ………….
Mode of Attendance

(   Full Time           (   Part Time


	SECTION C    Outline of Claim

	I wish to apply for APEL for the following module(s) (list any module codes where you think you will be able to demonstrate that you have met learning outcomes - module descriptors are published on the University website under ‘Subjects and Courses’):


	My prior  experiential learning is based on (summarise activities and experiences which would form the basis of your claim):


	I will be able to provide the following types of evidence of my prior learning (see over page for examples):
 


Now return Part 1 of this form to Registry.  Keep a copy for your own records.
During your tutorial with a course leader, you will be given guidance on how to complete Part 2 over page.

	PART 2    SUBMISSION OF FULL CLAIM 


	Assessment Criteria

	The course leader will advise you on how to put together a portfolio of evidence to support your claim.  The portfolio might comprise, for example, a curriculum of a non-credited course of study completed and certificate of attendance, or it might include job descriptions, dates of employment, character references, samples of work you have produced, reflection on relevant experience, and independent corroboration where appropriate.   

The portfolio is assessed against the learning outcomes of the module(s) for which a claim is made.  You will be expected to demonstrate broad equivalence of the learning outcomes. Strong evidence against some learning outcomes might be sufficient to make up for weaker evidence against others.  If the module is a prerequisite for another, or if it is a core or compulsory module within a programme, you must provide evidence to indicate adequate preparation for progression to the next module or level. There are five features which will be considered as part of the assessment: 

Content: does evidence indicate that the applicant has acquired the types of knowledge/understanding and skills developed in the module(s)? 

Level: does evidence indicate that the learning has been at the same higher education level as the module(s)?

Volume: does evidence indicate that the learning has been of sufficient volume to deserve credit equivalent to the module(s). NB This is particularly important in placement-type modules where the applicant must have a certain length of work experience.

Currency: is the learning still current, in relation to the module learning outcomes? As a rule of thumb, ten years is considered the maximum ‘shelf life’ over which the learning is considered current.  However, this will depend on subject. For instance, learning in subjects where there has been rapid technological development, or where professional requirements have changed, will have briefer currency.

Authenticity: is the evidence presented authentic? 

	You should complete the following grid, or provide an equivalent document that clearly maps materials in the portfolio against the learning outcomes for one module. If you prefer, you may create your own version of this section, following a similar format, and attach it to your portfolio.  You will need to attach additional sheets if claiming credit for more than one module.   Each piece of evidence should have a title and a label (eg a letter or number code).  If making a large or complex claim you may also find it helpful to provide an overall commentary on your experience. 



	Module code and title (list code)
	

	Module Learning Outcomes (list)
	Evidence (title and label)

	
	

	
	

	
	

	
	

	
	

	
	


Now return Part 2 of this form, together with your portfolio, to  Registry.
It is recommended that you submit your portfolio by hand, or by recorded delivery, and keep a copy of all materials submitted. 

Your claim will be assessed by the module tutor(s), who will submit a recommendation to the Registrar for confirmation.
Following this meeting, Registry will write to you to notify you of the outcome of your claim.
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