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Request for Exemption   

from 
Attending a Teaching Award Programme

(UCL Arena Two or PCLTHPE)

during 
Probation

1
Gaining a teaching award during probation

UCL is committed to providing the highest quality education for its students, and to ensuring that members of staff who teach develop professional expertise throughout their career as an educator. This is in line with the UK Professional Standards Framework for Teaching and Supporting Learning in Higher Education (2011), which UCL fully supports. 
New staff who teach are therefore required to gain professional recognition for their teaching expertise by gaining a Fellowship of the Higher Education Academy or an equivalent academic award. In order to do this at UCL, they must either complete the UCL Arena Two Academic Practice Pathway run by the Centre for the Advancement of Learning and Teaching (CALT) or complete the full Professional Certificate in Teaching and Learning in Higher and Professional Education (PCTLHPE), taught by the Institute of Education
.  Both programmes lead to the award of a Fellowship of the Higher Education Academy.
2
Grounds for not attending one of the teaching award courses during probation

Exemption from attendance of one of these courses can be claimed only on one of the following grounds:

1
You already hold a Fellowship of the Higher Education Academy or a Postgraduate Certificate in Higher Education (or equivalent).                    
In this case, please complete the attached Form A and send it, along with a copy of the relevant certificate(s) and an up-to-date CV, to Arena.Two@ucl.ac.uk. If in doubt about the equivalence of your qualification, you are welcome to email the above address to make a preliminary enquiry.
2
You have been teaching in higher education for more than three years (full time equivalent) and can evidence engagement with a range of professional development activities related to teaching in HE.                 
In this case, you may be eligible to make a direct application for an HEA Fellowship award via the UCL Arena Open scheme. In order to confirm that your experience is sufficient to undertake a direct application, you should complete Form B and send it, along with an up-to-date CV, to Arena.Two@ucl.ac.uk. 
Once you have submitted your application for exemption from attending one of the available courses, you will receive a signed document (Form C) stating:

· either  that you have already met the requirements as a result of your prior certification

· or that you have met the requirements to apply for an HEA Fellowship via the direct entry route (UCL Arena Open)
· or that it is unclear that you have met the requirements. In this latter case, you will receive an email invitation to attend an informal one-to-one discussion with a member of CALT staff to discuss your situation further.
Form A
To be completed by members of staff requesting exemption on the basis of having already gained an equivalent certificated award.

· NAME 
· UCL DEPARTMENT
· START DATE AT UCL
Please TICK if you are a:

LECTURER











RESEARCH FELLOW









TEACHING FELLOW




· NAME OF MENTOR (for Probationary Lecturers):

· NAME OF THE UNIVERSITY WHERE YOU SUCCESSFULLY COMPLETED AN EQUIVALENT COURSE:

· NAME OF COURSE OR CERTIFICATE:

Please indicate if the above course was accredited by the UK Higher Education Academy:






YES












NO












I don’t know





Please could you ensure that you attach a copy of your Certificate and an up to date CV to this REQUEST FOR EXEMPTION FORM.
Form B  Claim for exemption on the basis of substantial teaching experience
To be completed by members of staff requesting exemption on the basis of having sufficient experience and engagement with professional development related to teaching, to apply for an HEA Fellowship directly through the UCL Arena Open scheme. (Please read the UCL Arena Guidance Pack, available in pdf form at http://www.ucl.ac.uk/arena/open for further information about how you would then need to make that application.) 
Form B 
Section 1 – Personal Details

· NAME 
· UCL DEPARTMENT
· START DATE AT UCL
Please TICK if you are a:

LECTURER











RESEARCH FELLOW









TEACHING FELLOW




· NAME OF MENTOR (for Probationary Lecturers):

Form B 
Section 2 - Mapping Your Experience against the UKPSF
In order to show that you have sufficient experience to apply directly through UCL Arena Open for an HEA Fellowship, please complete the following grid, commenting on your successful engagement in your career to date, with each of the dimensions of the UK Professional Standards Framework (UKPSF) which are listed there. Please note that not all dimensions are included, but your notes on this selection should provide a good indication of whether you are likely to be successful in an application for an HEA/Arena Fellowship through the UCL Arena Open scheme.
Notes 

1. You may find it helpful to read the more detailed explanations of the dimensions listed. This is provided in the UK Arena Open Guidance Pack, p24. 
2. Please note that all experience referred to must relate to teaching and/or supporting students’ learning within the higher education sector, but can include teaching in any setting (for example: online; research supervision; teaching in professional settings; fieldtrips; as well as lectures, seminars and so on). 

3. Experience of teaching in higher education outside the UK can be included. 

4. The notes you make here can be re-used as part of your UCL Arena Open application for HEA Fellowship, if your request to apply via that route (rather than through attendance of the UCL Arena Two programme) is approved.

	UKPSF Dimensions
	Your experience in this area
	Evidence of success 

(e.g. student feedback; peer review; External Examiner comments)
	Engagement with professional development activities 
(e.g. UCL Arena Open-events; subject-specific teaching-focused events and activities; applying education-related literature)

	Areas of Activity



	A1: Design and plan learning activities and/or programmes of study 


	
	
	

	A2: Teach and/or support learning


	
	
	

	A3: Assess and give feedback to learners


	
	
	

	A4: Develop effective learning environments and approaches to student support and guidance


	
	
	

	

	Core Knowledge



	K2: Appropriate methods for teaching and learning in subject and at the level of the academic programme


	
	
	

	K3: How students learn, both generally and within their subject/discipline area?

	
	
	

	K4: The use and value of appropriate learning technologies


	
	
	

	K5: Methods for evaluating the effectiveness of teaching 


	
	
	

	Professional values



	V1: Respect individual learners and diverse learning communities


	
	
	

	V3: Use evidence informed approaches and the outcomes from research, scholarship and continuing professional development


	
	
	

	Any additional information (optional)



	


All enquiries related to the application for exemption process should be directed to Arena.Two@ucl.ac.uk
Form B 
Section 3 – Supporting Statement from Department
Your decision to apply for exemption should be discussed with your Head of Department and/or mentor, and you should make such an application only with support from the Department.
Please include a short supporting statement by your Head of Department, or by a mentor who has been explicitly authorised to represent the Head of Department.
Supporting statement
(Maximum 500 words)
Name -



Role - 






Signature - 



Date 
-

Form C – 
Response to your ‘Application for Exemption’ from attending a 

teaching programme as part of your probation 

To be completed by the Director of CALT
Your application for exemption from attending a teaching award programme as part of probation has been reviewed by the Director of CALT on behalf of the Vice Provost Education.

	Your application has been approved on the following grounds:



	
	Yes
	No

	1) Prior certification has already been achieved


	
	

	2) A clear case has been put forward and accepted that a direct application can be made for HEA fellowship via UCL Arena Open

Please note that in this case, should you attend a UCL Arena Open Guidance Session and subsequently a ‘Developing Your Application’ session (details here), for advice on making a submission, you are advised to submit your application by the end of your first year of employment.


	
	

	


	Your application has not yet been approved



	You are invited to meet the Director or Associate Director of CALT for a one-to-one meeting to discuss your application further. You will receive an invitation by email – please contact Arena.Two@ucl.ac.uk if you have any queries.


	


Name 


Signature


Date



� In exceptional circumstances, a member of staff may opt to complete an alternative taught course, as long as it leads to an HEA Fellowship or equivalent award. In this case, please email � HYPERLINK "mailto:Arena.Two@ucl.ac.uk" �Arena.Two@ucl.ac.uk� to arrange an informal discussion to confirm the appropriateness of this option.





