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‘Tutor guide to the Accreditation process’
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Introduction

This guide should be used in conjunction with the other OCN documents which have been specifically designed for the Kent HE Compact. A full list of these documents can be found in section 5 below.
See our website www.ocnkm.ac.uk/Aim%20Higher/Kent%20Compact.html 
1. The Accreditation Process
Step 1 – registering students on the compact


Students need to be registered on the Compact to be eligible for both the award of the Compact and the achievement of the credit which signifies successful achievement of Strand 1.

A spreadsheet for entering student information is available from the OCN Kent Compact web pages at www.onckm.ac.uk (follow the link to the Kent Compact page)

These spreadsheets should be sent to the Kent Compact Manager: pat.keeler@kent.gov.uk 

Step 2 – The RAC Form


You will receive back an RAC Form (Recommendation for the Award of Credit) from the OCN. This will have a list of students entered at your centre/school. Please check the details for accuracy and amend any spelling mistakes by hand. No need to return at this stage.
The student compiles her/his portfolio.

The tutor/assessor checks the portfolio and signs it off

The internal moderator
 samples the signed off portfolios for consistency etc.

Once the external quality reviewer (sometimes referred to as moderator or verifier) has visited your centre and has completed the external quality check, the RAC Form can be signed by both him/her and the centre for return to the Kent Compact Manager. Ensure that the unit ‘Preparation for HE’ which is marked on the RAC is ringed or otherwise indicated as having been achieved.
Step 3 – Certification for Students


Once the OCN receives these signed forms the certificates of achievement for the OCN Unit ‘Preparation for Higher Education’ 3 credits at Level 3, will be sent to centres for distribution to the students.

Achievement of this unit means that Strand 1 of the Compact activities has been completed and the student has achieved 20 Compact points. 

Contacts:


Kent Compact: Pat Keeler – Kent Compact Manager Pat.keeler@kent.gov.uk 
OCN: Kinsey Sutton – Development Administrator, k.sutton@ocnser.org.uk , tel 01227 827823

Kent Compact OCN web pages re accreditation: www.ocnkm.ac.uk (follow the links to the Kent Compact) or direct to the OCN Kent HE Compact Pages at: www.ocnkm.ac.uk/Aim%20Higher/Kent%20Compact.html 
2. Assembling the evidence for Strand 1


The document ‘Compiling the Evidence for Strand 1 - A Practical Guide ‘ provides an explanation to students on how to put together their portfolio of evidence for Strand 1.

The physical version of the student portfolio should be assembled in the Kent Compact Folder provide for this purpose. It should be arranged in as clear and logical a way as possible to facilitate the internal & external moderation process. Each student should then have a completed folder containing all of the evidence for Strand 1 ‘Preparation for HE’. The same folder can then be used to accumulate evidence for Strands 2 & 3.
An Example Student  Portfolio has been put together and is available separately and/or as a download from our website.
A set of student achievement sheets relating to each of the Learning Outcomes in the Unit ‘Preparation for Higher Education’ has been included in this pack. These can be used to divide up sections of the portfolio so that students can organise their work clearly in their folders.
The student can take responsibility for ticking the box for completion of each assessment criteria until the learning outcome is achieved. The tutor will then countersign the achievement sheet for that learning outcome to indicate successful achievement.

3. Internal Moderation 


This is the process whereby the marking/assessment of the portfolio is internally sampled by a named person within a centre, to ensure a consistent approach to the standards used in assessment. For the Kent HE Compact this role can be either undertaken by a tutor/teacher inside the school,
 or by a member of the Kent HE Compact Project team. Sample internal moderation forms are available from our web pages.
4. External Moderation/Quality Review


This is the external element to the quality assurance process for student achievement. A ‘quality reviewer’ has been appointed by the OCN for the Kent HE Compact. This person will liaise with the Kent Compact Project manager to sample portfolios across the participating schools. Upon completion of this process the student achievement will be signed off on the RAC Form and ‘Step 3’ in the Accreditation Process (see above) will be instigated.

5. Key Documents for the Kent HE Compact OCN Accreditation Process


	Title
	Description

	Tutor Guide
	Guide for staff re registering students, putting together the evidence etc.

	Example Student Portfolio
	An electronic file which contains an example of evidence for Learning Outcome 1 and related assessment criteria for Strand 1

	Compiling the evidence for Strand 1 – a practical guide for students
	A guide for students on how to assemble a portfolio of work for Strand 1

	Student Achievement Sheets
	A single Word document containing achievement record sheets for each learning outcome and related assessment criteria for the Unit ‘Preparation for HE’. These can be printed out as separate pages to divide up the evidence in the portfolio.

	Tutor Observation Template
	This Word document can be used by tutors/teachers/trainers etc to record the observation or assessment of a student undertaking an activity.

	Student Registration Form
	An Excel file for entering the student names and details for submission to OCN via the Kent HE Compact Project Manager

	OCN Unit Description for ‘Preparation for HE’
	The OCN Unit of assessment expressed in terms of learning outcomes and assessment criteria.


All the forms above are available from our dedicated web pages for the Kent HE Compact at www.ocnkm.ac.uk/Aim%20Higher/Kent%20Compact.html  follow the link to the Kent Compact
6. OCN Unit for Strand 1 ‘Preparation for HE’


UNIT TITLE: 
Preparation for Higher Education



LEVEL: 
Three 




CREDIT VALUE:
6




UNIT CODE:
To be confirmed
This unit has 6 learning outcomes.

	LEARNING OUTCOMES


	ASSESSMENT CRITERIA



	The learner will:


	The learner can:

	1. Have an understanding of and demonstrate necessary underpinning study skills for entry to higher education



	1.1. Plan a piece of written work which shows structure and coherence e.g. an essay, scientific report etc.

1.2. Present work which adheres to academic conventions for referencing e.g. use of recognised system of referencing, scientific reporting style etc..

1.3. Make structured and coherent notes in a lecture situation and from other sources

1.4. Prepare for and actively participate in a seminar discussion.

1.5. Evaluate effectiveness of own skills and respond constructively to feedback



	2. Understand the financial issues relating to being a student within the higher education system.


	2.1. Identify and explain the sources of funding for students whilst at university

2.2. Explain how to make financial plans to support attending an HEI

	3. Know how to use resources to support independent study
	3.1. Retrieve information from a library

3.2. Retrieve information from an intra or internet source

3.3. Explain how to use information technology to support independent study (e.g. computers, memory devices, the internet etc.)

3.4. Explain how the use of electronic media has led to an increase in plagiarism.


	4. Understand how to think analytically and solve problems
	4.1. Differentiate between analysis and description

4.2. Compare and contrast at least  two sides to a given argument or issue and produce a conclusion supporting one point of view

4.3. Produce an answer to a given problem showing the steps taken to reach the solution.

	5. Understand how to prepare for examinations
	5.1. Apply differing revision and exam preparation techniques with explanations for choice.
5.2. Reflect upon his/her own strengths and weaknesses in relation to taking examinations

	6. Know how to make an application for a place on an HE course
	6.1. Present evidence of relevant research for appropriate courses of study

6.2. Demonstrate how to use the relevant application procedures for an appropriate course

6.3. Critically reflect upon effectiveness of own application.

6.4. Present a positive image of him/herself via a presentational technique such as: interview, personal presentation, personal statement in support of an application, detailed curriculum vitae etc.





Assessment information

Guidance:

This grid gives details of the assessment activities to be used with the unit attached.
Please refer to the NOCN Centre Handbook for definitions of each activity and the expectations for assessment practice and evidence for moderation.

The assessment activities for this unit are indicated in the table below:

Key:
P = Prescribed – this assessment method must be used to assess the unit.


O = Optional – this assessment method could be used to assess the unit.

	Case study


	
	Project
	

	Written question & answer/test/exam


	0
	Role play/simulation
	

	Essay


	0
	Practical demonstration


	

	Report


	0
	Group discussion
	

	Oral question and answer


	
	Performance/exhibition
	

	Written description


	0
	Production of artefact
	0

	Reflective log / diary


	
	Practice file
	0


Signposting Key Skills

This unit offers clear opportunities for learners to provide evidence of achievement in Key Skills achievement in the following skill area/s:

	Key Skill
	
	Wider Key Skill
	

	Communication
	X
	Working with others
	

	Information Technology
	X
	Problem solving
	X

	Application of Number
	X
	Improving Own Learning and Performance
	X
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� This will be either another tutor from within the centre or will be the project manager (or other officer) of the Kent HE Compact


� but not one actually delivering the Compact for the students whose work is being sampled in the internal moderation process





PAGE  
2
Version 1 26/03/07

