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MAKING AN APPLICATION FOR RecoGNITION OF PRIOR ACHIEVEMENT [APA].
General Notes:

1. This form is for use by those who wish to seek recognition of prior achievement for its course/training etc. Please read the guidance on this form and in the tariff guide before proceeding.

2. Please note: This form is to be submitted electronically [preferably by email]. The form has been kept to a minimum and should be expanded to suit the award in question.  If in doubt as to what is needed, please contact ABBE or the officer assigned to your application.  The form can be extended to needed.
3. The grey shaded areas are for ABBE use only and must not be filled in by the applicant body.
4. All parts of the form must be completed.  Failure to do so will result in the application form being returned to the applicant. 

5. This is an application form for organisations wishing to make an APA application against an ABBE award[s]. An application to become an accredited ABBE HI Assessment Centre, should be made separately and is an entirely separate matter. It is a condition of accreditation, that all accredited ABBE Assessment Centres are honour bound to accept any APA gained by candidates irrespective of which accredited provider it may have come from.

6. In order for the awarding Body ABBE to make a valid and robust decision on applications for existing awards to be recognised or accredited, it will be necessary to undertake a careful analysis of organisations submitted course/training programme. 

7. Applicant organisations will need to submit succinct summary level details including a rationale which demonstrates how and to what extent the submitted course / award meets the requirements of the award and as specified in the document ‘Accreditation of Prior Achievement APA - A guide to making applications….’.  All information submitted is subject to verification by ABBE. Successful applications will be placed on the ABBE approved list and made available on the web site.  This list sets out details of those courses which have been successfully shown to cover parts of the award.  ABBE will assume that the applicant organisation has read and agreed to its terms and conditions.
8. All awards are reviewed from time to time and therefore ABBE reserves the right to review all agreements made as a consequence.
Application conditions.


1. It is a condition of approval that once an assessment centre has registered a candidate that they must honour the recognition that ABBE has authorised from any of the accredited providers.  As it the responsibility of the assessment centre to declare candidates as competent or not, they will need to check and validate all APA claims made by DipHI candidates before formally granting the prior achievement/learning. Refusal to allocate the expected APA can only happen if there are strong reasons for doing so which must be communicated to ABBE in writing for ABBE to consider before any further action is taken. 

2. All applicants must have a valid equal opportunities policy that covers the submission.

Application form
	Name of  applicant organisation
	

	Business address
	

	Name of person responsible for the application
	

	Post Code
	

	Tel Number
	
	Email
	

	Fax number
	
	Website
	

	Name of award for which the recognition of prior learning/achievement application is being sought:
	

	Name of ABBE award which the recognition of prior learning application is being made against:
	


	For office use only

	ABBE Officer name

	Business address

Post Code

	Tel Number
	
	Email
	

	Fax number
	
	Mobile
	


	Please give a brief overview of your organisation.  The following information must be contained within your response.

1. General structure

2. Main business activities

3. Names of the Organisations Management.  It will be assumed that submission of this application is a declaration that those listed have a clean disciplinary record and have never been under investigation by legal, regulatory or professional bodies now or at any time in the past and agree to ABBE making such enquiries as it needs to, to verify the information submitted.  If this is not the case, please give details.
4. The legal status of your organisation [ie: ltd Company, Trust, Charity etc]

5. Any links with the award other than the application [ie: declaration of interests such as involvement elsewhere in this and other similar or linked awards. For example:  The company is also already an accredited or approved provider, or is providing training to an assessment centre/accredited provider or another awarding body].

	


Extent of Coverage

Please use the blank form below to set out how the submitted course/training/membership grade covers to the ABBE award to the extent claimed.  Note that applications must be made in line with the general  APA arrangements as set out in the Accreditation of Prior Achievement [APA] - A guide to making applications’ and the award handbook  including any limitations in place for that award.  Please expand the form to suit.
Note:  ABBE finds it very helpful if the applicant organisation submits as a piece of supportive information a grid cross referencing how the submitted  course/training/membership to the ABBE award to  meets the ABBE awards evidence requirements to the extent claimed.
	


The following guidance may be helpful

Your application must demonstrate that the learning course/training etc that your organisation is submitting is:

1. relevant to the award requirements.

2. of an appropriate standard and quality.

3. at the correct level for the unit against which recognition is claimed.

4. delivered within and governed by a suitably robust quality assurance regime.

5. the learning is sufficiently current and up to date to have academic value. Learning completed in the last 3 years is generally accepted as valid. Learning programmes that go further back than this will need to demonstrate that there have been no material changes to the relevance of the learning in relation to the award in question.
6. the evidence of the learning outcomes of the programme submitted has been assessed and recorded and is of equal rigour to the assessment of the evidence presented by the candidate.  The assessment legend below shows some examples of assessment methods used.


· Desk-based examination
· On-line test
· Submission of 'product evidence'
· Interview with an assessor/assessment panel
· Observation on site
· Course-work/project work assessed by Tutor
· Individual learning
· Group-based learning
· Other, please state
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