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1. Introduction

1.1 ABBE stands for ‘The Awarding Body for the Built Environment’.  ABBE is a Vocational Awarding body approved by QCA to offer higher-level NVQs and VRQs principally in the Built Environment area.  ABBE approves and monitors a network of assessment centres whose job it is to assess the candidates for their competence against the required standard.  They may also offer training to assist.


2. The ABBE APA scheme – General Information

2.1 Individuals can often arrive at an assessment centre having already achieved a level of performance or knowledge that a candidate on one of our awards is required to demonstrate.  This performance and/or knowledge evidence [which when combined gives the competency required], can have been gained form an academic course, by being a member of a relevant professional body or from training received via their employer etc. The ABBE APA scheme is a formal way of recognising this.  Assessment Centres whose candidates can prove they have already established these defined levels of competency or knowledge will be allowed to sign off the candidates for those parts of the award covered on this previous occasion. 


2.2 The Standards upon which ABBE awards are based are reviewed periodically and are therefore subject to change.  Equally industry practice, Government statute and/or regulations are also subject to change. As a result ABBE has to reserve the right to review all agreements made as a consequence. 


2.3 The following terms are used to describe organisations that have had their courses / training recognised by ABBE in some way:


2.3.1. The term Accredited Organisation is used where the candidate will present themselves having achieved the required level of competence in the units stated (and by implication the required knowledge).


2.3.2. The term Accredited educational courses or training is used where the candidate will present themselves having achieved the required level of knowledge and understanding in the units stated (but not their level of competency).

3. General principles governing the APA scheme.


3.1 All information submitted must be clear.  Credit cannot be awarded if the information submitted is not clear and transparent.  These criteria must be satisfied before ABBE will consider an application.

3.2 The following general criteria are well established vocational assessment principles by which to judge evidence by.  ABBE also uses them to assist it in assessing APA applications.


3.2.1. Authenticity:  ABBE must be assured that the learning can be linked directly to the learner.

3.2.2. Relevance:  The learning is related directly to specific requirements of the ABBE award in question.

3.2.3. Quality: The learning is of an appropriate standard and quality.

3.2.4. Currency:   The learning is sufficiently current and up to date to have academic value.  Learning completed in the last 3-5 years is generally accepted as valid.  Claims for programmes, which go further back than this, will need to be substantiated fully.

3.2.5.  Level:  The learning is of an appropriate level for the aspects against which credit is claimed.

3.2.6. Practical and Theoretical ability.  The course submitted must demonstrate an understanding of the theories and practical application of the learning as it relates to those aspects of the ABBE award for which a credit is sought.


3.2.7. Assessment.  The assessment methods will be required to demonstrate their fitness for purpose.  ABBE will be ensuring that the different approaches used are comparable in the demands made of the candidate across the various submissions.  In addition, ABBE must be assured that the assessment methods used ensure that all students on the submitted course have been assessed to the same extent


3.3 APA limitations:  There may be a limit to the amount of APA that a candidate can bring with them to an assessment centre from an Accredited Organisation.   If a limit has been set, this is set out in the appendices at the back of this document and will be specific to each award.  This guide is available on the ABBE web site.  One reason for setting limits is to ensure that where necessary at least some of the core evidence which must be submitted by the candidate is produced and assessed whilst the individual is registered with an ABBE assessment centre.  


4. The awards currently governed by this scheme are:

As set out in the table in 5.4

5. Organisations are granted approval in the following ways:


5.1 Accredited organisations

Employer organisations, Professional Bodies or training providers can apply to ABBE to have their membership/course/training etc recognised as covering parts of the awards performance evidence and also therefore parts of the knowledge evidence requirements.  An application form is available online.  Organisations that succeed in their applications are granted APA and known as ‘Accredited Organisations’ by ABBE.

5.2 Recognised educational courses/training

In addition there are a number of other organisations, typically academic institutions, whose courses are unable to generate performance evidence that can be offset against the award.  However they often provide most of the necessary knowledge evidence for the award in question.  Having already achieved this level of knowledge will be useful to candidates when it comes to generating the performance evidence they will need for the award.   The current list of ‘Accredited organsiations’ and ‘Recognised educational courses/training’ is available on the ABBE web site. 

5.3 Credit acceptance


All credit must be accepted unless it becomes clear from the assessment process that the credit should not be given.  In such cases ABBE must be informed before this is implemented.


5.4 APA limitations against the ABBE awards
Recognised educational courses/training establishments can apply for APA for the knowledge and understanding for all the units in any ABBE award included in the APA scheme.

Accredited organisations can be accredited with the units and performance aspects listed in the table below: 
	ABBE award
	Unit credit availability
	Performance aspects  credit availability
	Knowledge and understanding aspects credit availability

	DipHI L4
	Units 1 and 2
	Up to 7 HCRs
	All 5 units

	DipDEA L3
	Units 1 and 2
	Up to 3 EPCs
	All 5 units

	DipOCEA L3
	Unit 1
	1 EPC
	All 4 units

	DipNDEA L3
	Unit 1
	1 EPC
	All 3 units

	DipNDEA L4
	Unit 1
	1 EPC
	All 4 units

	DipDEC L3
	Unit 1
	1 EPC
	All 4 units


6. Initial considerations prior to a formal application.

6.1 ABBE strongly encourages organisations who are considering developing courses or training programmes that they feel already cover parts of an ABBE award to seek accreditation sooner rather than later.  This is to enable the assessment centres to know as soon as possible what value to place on the course/training as ABBE will have specified this via the APA process.  It also allows candidates to make intelligent choices in the first place.  Where non ABBE approved courses/qualifications/training are submitted by HI candidates, the assessment centres will have to scrutinise the alleged learning closely on a case by case basis.  Centres are advised to seek guidance from ABBE in such circumstances. 
6.2 In general organisations should self-assess their own chances of gaining accreditation prior to seeking advice from ABBE and certainly before sending in any formal application.  This will enable the applicant organisation to determine for themselves in a simple way whether their course/training etc does seem on the face of it to cover some of the ABBE award evidence requirements.  Initial self assessment can be done at least in part by comparing their course/training to the requirements of the ABBE award in question using the vocational assessment principles stated in point 3 above. Assessed outputs from the course/training are of especial importance as it is these which often show the individual has proven skills or knowledge.  Group work has to show how each individual has the same level of competence. Educational establishments should make an application for accreditation only after the course or training has gone through the establishment’s internal validating process.  Professional bodies and other organisations are able to make applications at any time but should provide current assessment and quality assurance material with details of any impending changes likely to affect the application.
6.3 If after having undertaken this basic self assessment exercise the organisation does feel that their course/training does cover parts of the knowledge and understanding and/or performance required by the ABBE award, they should make contact. Once the applicant organisation has contacted ABBE initial discussions usually establishes whether the initial self assessment made by the applicant organisation seems to have real merit and whether the application is worth proceeding with or not.

6.4 ABBE recognises that the precise nature and format of submissions may vary considerably.  Applications from Educational Establishments, Professional Bodies and Industry (such as employers), will therefore look and feel different.  Irrespective of the origin of the application the main issue remains a matter of subject/evidence coverage and whether the methods of assessment deployed on the course/training are and will continue to be of the same or a similar level to that expected of the ABBE award candidate.  The applicant organisation needs to focus on submitting succinct summary level information to ABBE that proves the claims made are justified and should seek advice from ABBE in doing this.
6.5 The following list shows typical documentation which HE applicants may look to in support of their application. 

· Course Document / syllabus
· Student Course Documents
· Module documents/ detailed specification
· Applicable QA Regulations, and any APL regulations where this facility might be used.
· Current Annual Course Report 
· The internal validation report;
· Current external examiner’s reports (if available);
· Current Higher Education Quality Council (HEFCE/SHEFC) / Quality Assurance Agency (QAA) reports (if available)

6.6 A professional body might seek to look to the following:

· Course accreditation (to conofirm the standard academic base and associated underpinning knowledge)
· Initial professional development procedures such as log books, portfolios or professional development packages
· Professional assessment procedures
· CPD regulations and monitoring
· Experiential routes to memberships  
7. The Application process – pre submission.

7.1 ABBE requires all applicant organisations to submit by electronic means only, relevant summary documentation relating to Operational Quality Assurance Systems and details of the course or training provision including the assessments made.  It should be kept to a minimum at all times.  ABBE or the Officer ABBE passes the application to can/will advise on the information required at the initial stages or if further information should be sent at a later date to clarify some aspect of the application.

7.2 The accreditation process requires the organisation to:

· Complete a current credit tariff application form

· Provide evidence to support the application claims; and 

· Permit an accreditation visit by ABBE to the establishment if required.

7.3 Final submission of the application form and supporting documentation must be submitted electronically to the Research and Development Manager at the ABBE Office at least 4 weeks before the meeting unless otherwise agreed. This must be accompanied by a cheque made out to ABBE Ltd.  The cost is set out on the Costs and Fees guidance sheet available on the web site or from the ABBE office.
7.4 Applications must be signed by someone who is willing and able to be held responsible for the application and who can attest to its validity and should be addressed to the ABBE Research and Development Manager. 

8. Application process – formal consideration

8.1 Applications are assigned by ABBE to an ABBE staff member, consultant or one of its partners represented on the board, who has appropriate occupational expertise and who will act on its behalf.  Along with the R&D Manager, this person will be the applicant’s main point of contact with the awarding body up to and including the application being brought before the ABBE APA Committee for consideration.  This Officer will be responsible for scrutinising the application assigned to them, making all necessary judgments and conclusions regarding the merits of the application and for the recommendations to the Committee as to what extent the application has proved it should be awarded credit.

8.2 Applications should be made electronically and supported with focused, succinct supportive data that can be easily forwarded in an email.  The applicant body can still support their application in person but this will need to be agreed in advance with ABBE.  Exercising this option may result in a delay in the consideration of the application until the next scheduled meeting of the APA committee.  The diagram below shows the application process.
	APA Application process



	Principal Documents required

1. APA Application form.

2. APA Application Guide.

3. Summary information about the course/training you wish to gain APA recognition for.
4. Applicants supportive information

Please ensure that all information to support the application should be focused and succinct so as to keep the amount of supportive info to a minimum.  If in doubt – please ask.


	Process stage DipHI 
	Additional Guidance
	Indicative Timescale


	Application enquiry

Organisation makes an application enquiry
	Advise potential applicant
	N/A

	Application stage 1

Application submission

Assigning an ABBE officer to the application. 


	1. Please ensure that ALL material has been submitted to ABBE electronically.

2. Please check that the application form has been fully filled in.

3. Please check that all the supportive information you wish to submit with the application form have been attached.

4. ABBE will notify the applicant of the name of the Officer assigned to their application.
	Normally within 10 working days of receipt.

	Application stage 2 

The ABBE Officer considers the application.


	1. The ABBE Officer assessing the application may wish to communicate with the applicant organisation to ask questions or clarify understanding.

2. The ABBE Officer will compile a draft report and recommendations and will consult with committee members.
	Normally no more than 15 working days after stage 1.

	Application stage 3

Consideration  and approval of final Report and credit award.


	The Committee considers the Officers final report and credit award recommendations.
	Normally no more than 10 working days after stage 2.

	Application stage 4

Application result dissemination
	The applicant is sent the committee’s application decision.
	1. Normally no more than 10 working days after stage 3.  ABBE will then issue:

a. Credit agreement covering letter.

b. Formal acceptance document [for signature].

c. Credit agreement.

	Application stage 5

Credit Agreement formal acceptance return


	The person who has responsibility for the application should now sign the two copies returning one to ABBE.


	N/A

	Application stage 6

Formal logging and implementation of the agreement
	ABBE will file the application and will add the new APA agreement to the APA agreements document and the updated document put online. 
	Within 5 working days of receiving the signed formal acceptance document from the applicant.


8.3 Applications are considered by the APA committee made up of members who are occupationally competent and come from Industry, Academia and other relevant backgrounds.


8.4 Organisations that have applied to ABBE for accreditation will be notified of the outcome within 10 working days of the decision of the APA committee unless otherwise notified.  ABBE reserves the right to use such analytical tools as will assist it in scrutinising the applications and their merits and to request further information to verify the information set out in the application and any supporting evidence.  This scrutiny will allow ABBE to give feedback to the applicant organisation that will specify to what extent the course or training programme submitted has met the knowledge and understanding, and performance ability where possible, required by the ABBE award.  Any conditions that need to be met before the credit could be awarded will also be specified.


8.5 Successful applicants will receive:

8.5.1. a covering letter.

8.5.2. an ABBE APA agreement sheet [2 copies – one to keep and one to return to ABBE

8.6 Unsuccessful applicants will receive a letter setting out the reasons why the application was unsuccessful and which may give advice as to how the application could be improved if submitted again.  


8.7  Successful applicants will need to be ready to confirm details of successful students/members with ABBE assessment centres who will be seeking to validate the claims made by individual candidates. Note that ABBE may require to see names and details of successful students/trainees, in case of any problems or issues with the recognition by Assessment Centres of students/trainees holding accredited awards.

9. Post accreditation monitoring

9.1 Recognition of Prior Achievement is granted on a continuing basis, subject to maintaining the standard and form specified in the original application and/or updated applications.  ABBE will therefore monitor the accredited and approved provision on an on-going basis.  This will be done by an ABBE Officer, who will ensure the APA agreement continues to be justified. This will be done on an annual basis.  All accredited/Accredited educational courses or trainings must submit the Annual APA monitoring return by the end of August each year [see appendix 1 at the back of this guide.  ABBE may also from time to time make visits to all its assessment centres and accredited/Accredited educational courses or trainings to the same effect at short or no notice.  The ABBE Officer will be a serving EV, member of the ABBE board, or another occupationally competent person as identified by a member of the ABBE Management team.   APA agreements that have been in place for 6 months or less by the time the end of august in the year they were approved will not be required to send back an APA 

9.2 Alterations to accredited or approved provision.  All APA agreements are conditional on the submitted information remaining as valid as it was at the time of the application.  Formal notification of any significant changes to the accredited/approved provision would have to be notified to ABBE at least 6 weeks ahead of the changes being initiated unless otherwise agreed by ABBE.  Significant means changes of more than 10% to the overall programme or to any of the core aspects that were part of the APA agreement or require a resubmission to their academic board or equivalent.  It is the responsibility of the applicant to notify ABBE of any significant changes. 

9.3 On receipt the APA provider annual monitoring return, ABBE will scrutinise it and where necessary, request additional information and/or clarification of any pertinent or unresolved matters. If any such outstanding matters cannot be quickly resolved, ABBE may initiate a visit by the ABBE QA officer and/or External Verifier to investigate further. It is therefore in everyone's interest that the annual return contains sufficient information to permit ABBE to sign off the annual return without requiring any such further investigations. The Accredited/Accredited educational courses or training will not normally be contacted after receipt of the return unless there is some reason for ABBE to do so.  It should be noted, though, that even when the return has been signed off as satisfactory, ABBE retains the right to initiate QA and EV investigations and visits as part of its ongoing monitoring responsibilities.
9.4 ABBE reserves the right to conduct any reasonable post accreditation monitoring activity it feels requires attention and to withdraw accreditation at any time if the provision is found to be falling short of the standards specified in the APA agreements both original and subsequent.  Visits will be made by an ABBE Officer and/or External Verifier. ABBE therefore reserves the right to conduct such monitoring activities as may be necessary to establish the facts.

9.5 All panel members will be known to the organisation in advance and any potential conflicts identified and dealt with appropriately. It is ABBE’s policy not to use panel members with either prior knowledge of the course or who might be perceived as having a conflict of interest (e.g. as a competitor). An Accredited Organisation has the right to request a panel member be changed if it feels, and can satisfy ABBE, that the panel member is not appropriate. 

10. Appeals

10.1 Appeals against the decisions made by the ABBE APA Committee or its representatives must be made in writing within 20 working days of the formal report being received by the applicant organisation.  This must state clearly the grounds on which the appeal is made.  ABBE will assign another Officer to reconsider the submission, its decisions and recommendations.  The officer will then report back to the APA Committee stating their findings.  The findings will also be communicated to the appellant.  If the appellant organisation wishes to make further appeal, it will be heard by the ABBE Board made up of three serving members of the Board convened for this purpose.  Any further appeal will be referred to QCA.


10.2 Terms of appeal:  These can be obtained from the ABBE Office upon request.


10.3 Costs.  Appeals will be managed on a cost basis only.

11. FAQs


· Does training offered by the assessment centre need to be formally recognised in an APA agreement?

Some assessment centres will be able to provide some or all the training that candidates will need prior to or during the assessment process ‘In House’.  Those that don’t may need to source training from external suppliers who would deliver training as specified by the centre under that centres QA regime. Whether this training is delivered by the assessment centres own staff or by external suppliers it has no formal APA standing outside that assessment centre.  However, if the centre or an external training provider develops a training scheme and wishes to be able to offer this training to other assessment centres, no suggestion should be made that it carries any APA unless it has been accredited formally through ABBE’s APA scheme.


· Can an accredited or Accredited educational courses or training seek to increase the level of APA for their course/training?

Yes.  ABBE need to be informed of bigger changes to the course etc anyway, but providers may propose changes designed to increase the level of APA which can then be re considered by the APA committee.
Further Information


If you would like further information or are seeking clarification on any part of this document then please contact:

ABBE

Room E047
Birmingham City University
Perry Barr

BIRMINGHAM

B42 2SU

0121 331 5174

www.abbeqa.co.uk

Appendix 1
ABBE APA

Annual monitoring return
This form must be submitted even if there has been no change to the nature of the provision.

Questions must be answered fully even where ABBE has been previously notified of changes to course documentation or other issues referred to here.

A return is not required where the APA agreement has been running for less than 6 months ie March each year.

	Section One:  Contact details



	1. 
	Organisation title:


	

	2. 
	Period covered by this report 


	1st September …….[yr] to 31st August…….[yr]

	3. 
	Organisation contact in respect of quality monitoring:


	

	4. 
	Address:


	

	5. 
	Tel No:


	

	6. 
	Fax No:


	

	7. 
	E-mail address:


	

	8. 
	Title* of your programme or training etc for which APA has been awarded
	


* One form should be submitted for each APA agreement approved by ABBE as listed on the APA agreements document published on the ABBE website.

	Section Two:  APA return information

Please note:  Please fill all parts of this form even if the applicable response is to state ‘None or No change to original application submission’ etc.

	9. 
	Changes to the APA agreement:

Have any significant* changes been made to the accredited / approved provision since the date of the last report? 
 * significant changes – see the APA guide to making applications
In respect of:

· training/course/membership requirements

· training/course content or method of delivery

· assessment criteria or methods

· QA procedures


	(Please delete Yes or No as applicable)

Yes / No

Yes / No

Yes / No

Yes / No
If answering ‘yes’ to any of the above please attach a short summary statement (Appendix A) of the changes to be made. 


	10. 
	Quality monitoring:

Have any issues arisen between 1st September….[yr] and 31st August…..[yr] as the result of any QA procedures?

This should include internal monitoring (e.g. student feedback), external monitoring (e.g. external examiner’s reports) or use of the official complaints procedure.

If issues have been raised please note here any action that has been taken in response or the outcome of the complaint.


	Action taken in response to QA issues or the outcomes of official complaints.
Please provide a summary statement in Appendix B


	11. 
	APA acceptance

Are you aware of any problems/issues relating to this APA agreement regarding acceptance by ABBE Assessment Centres?  


	Yes / No

If ‘Yes’ please attach a short statement in Appendix C

	12. 
	Signed


	

	13. 
	Date


	


ABBE APA 

 annual monitoring return

Appendix

(Additional Information)

Appendix A

Changes to the documentation submitted previously for APA approval
Appendix B

Action taken in response to a Q.A. issue or the outcome of an official complaint.

Appendix C

A record of issues regarding APA acceptance by an ABBE registered Assessment Centre.
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