Application for Validation of Teaching and Training Programmes by ASAB Accreditation Committee

REQUIREMENTS FOR VALIDATION
UK based education providers looking to apply to have their teaching and training programmes validated by the ASAB Accreditation Committee are requested to complete an application form which can be downloaded from http://asab.nottingham.ac.uk/Accreditation. All submissions must be in English. The Applicant is required to address each of the following headings with respect to each course/programme for which accreditation is sought.

Documentation of the programme (5-10 pages per module)

1)
Details of the curriculum. Main topics, and sub-topics, giving descriptive examples of, and the time and weighting allocated to, each item. On the mapping template spreadsheets provided (link to ‘Template for mapping unit learning outcomes against ASAB criteria’, ‘Template for mapping ASAB criteria against unit learning outcomes’), fully map both unit objectives or learning outcomes delivered against the relevant ASAB Accreditation academic learning outcome or supervised experience guideline and ASAB Accreditation academic learning outcomes against unit objectives or learning outcomes. 
2)
Teaching and assessment methodology used in each module: Lectures, case studies, student presentations, discussion, group work, practical sessions – assessor/student led, work with clients, distance learning, tutorials, formative and/or summative assessment, short answer//long answer examinations, open-book, etc, etc 

3)
Details of the teaching materials used in each module: Syllabus / manual / book, audiovisual aids, computer software, handouts, other.

4)
The maximum frequency with which the programme is or will be offered.

5)
Actual or anticipated number of attendees per course or programme.

6)
Number of years for which this course has been offered in its current form.

7)
Examination records, criteria for assessing competence, external examiners’ reports.
8)
Examination / other assignments. Representative examples should be attached.

9)
Results of course evaluation by students.

10)
Teaching, learning and support facilities and resources

11)
Other relevant material unlikely to be readily available to the assessors evaluating the course should be attached, including internal and external assessment and validation processes and grievance procedures, membership of the programme board and samples of recent minutes of appropriate meetings.

Credentials of teaching staff (2-5 pages for each member of staff involved in delivery)

1)
Details of professional expertise. Staff involved in the delivery of the practical elements of the course must have demonstrable expertise in the treatment of behavioural disorders in animals eg hold a current certificate of clinical animal behaviour from ASAB, be a member of the European College of Veterinary Behavioural Medicine or be recognised by the Royal College of Veterinary Surgeons as a specialist in the field of veterinary behaviour medicine.
2)
Curriculum vitae, providing relevant information including: job description, lists of relevant publications including, for each member of teaching staff who are in contact with students for more than 10 hours in any year, the number of peer-reviewed journal papers whose quality has been recognised internationally in terms of originality, significance and rigour and their professional qualifications.

3)
Details of teaching expertise and personal teaching strategy, self-assessment expertise relating to the topic taught in the programme, student evaluation of individual’s performance.

VALIDATION PROCESS
a)
Programme issues: process and duration

· Submission of the application for validation by the ASAB Accreditation Committee.
The Applicant, ie a named representative of the education provider, shall send all pertinent documents to the Secretary of the ASAB Accreditation Committee by email. If this is not possible then the material can be posted but please contact the Secretary in advance of doing so. The Committee must receive the application at least 3 months before the Applicant wishes the validation process to commence. The Committee will process only complete applications, and it is the Applicant’s responsibility to ensure that all necessary information and supporting documents are addressed and included.

· Receipt of the application

The Accreditation Committee will acknowledge receipt of each application in writing and/or by email and will provide the Applicant with an estimate of the duration and course of the validation process, including the date by which a decision will be announced.

b) Evaluation by the ASAB Accreditation Committee

Validation involves a through examination of each application and subsequent discussion between the members of the Accreditation Committee. If deemed necessary, the Committee may seek clarification or further information from the Applicant. Decisions will require a simple majority of voting members of the Accreditation Committee.

c) Communication of the Accreditation Committee’s decision

As soon as the Accreditation Committee has reached a decision on whether or not to endorse the application, the Secretary shall inform the Applicant of the outcome. In the case of rejection, the reasons shall be stated in writing. Rejected applications, including all details relating to these, will be kept confidentially, by the Accreditation Committee. A list of all ASAB Accreditation Committee validated courses will be maintained on the ASAB webpages (http://www.asab.nottingham.ac.uk).

REVIEW OF APPLICATION AND DOCUMENTATION
The review will be based on the criteria laid out under the heading ‘Requirements for validation’, and will include examination of documentation relating to the programme, the credentials of the teaching staff, background information (education and/or experience) and the roles and responsibilities of all those involved in the course and facilities that support delivery of the programme. The Committee may seek supplementary information and clarification of any relevant items from the Applicant.

Confidentiality

The ASAB Accreditation Committee validation process will be conducted and maintained in strict confidence. No member of the Accreditation Committee shall disclose details of any application. The Accreditation Committee will not disclose information relating to its discussions until the final decision has been reached. Only the Secretary of the Accreditation Committee is authorised to contact the Applicant during the review process.

External expertise

Should a member of the Accreditation Committee feel that any issue arising from the presentation by the Applicant is not within the area their professional competence, the Secretary may authorize consultation of external experts.

Site visits

The ASAB Accreditation Committee reserves the right to conduct site visits on a random basis, subject to provision of 10 days advance notice. The aim of the site visit will be to provide assurance in each case the course presentation accords with that approved by the ASAB Accreditation Committee.

REQUIREMENTS FOR MAINTAINING VALIDATION
Validation for programmes of training will normally be valid for 5 years
Organisers of each ASAB Accreditation Committee validated training and education programme are required to submit an annual report before 31st December each year declaring adherence to the conditions specified on the application or explanations for any deviations and a processing fee of £200. The template for the report can be downloaded from the ASAB webpage (http://www.asab.nottingham.ac.uk/accreditation). The report should be addressed to the ASAB Accreditation Committee Secretary. Failure to submit a report by the due date will lead to automatic termination of validation.

The report should include information on each of the following:

1)
Status of the training and education programme

2)
Dates on which courses have been held

3)
Lecturers participating on each course

4)
Teaching and assessment methodology

5)
Number of participants on each course

6)
Results of student evaluation

7)
Self-assessment of strengths and weaknesses identified, conclusions drawn and actions taken

8)
Deviations from the course description supplied with the application and any other relevant information.

Significant, unauthorized deviation from the programme approved, staff delivering the course, teaching methodology, etc could be sufficient cause for withdrawal of validation. It is strongly advised that all deviations should be reported with detailed justification so that the Accreditation Committee can decide on a case-by-case basis. It is anticipated that courses (content, teaching methodology, etc) will be continuously evaluated and, where appropriate, modified in light of experience and the comments from participants. In any cases, new ideas should be evaluated by introduction into the teaching/training programme before formal approval is sought to amend the accredited programme.

If it is proposed to introduce major changes to improve the quality of the learning experience on an accredited programme, a detailed proposal should be submitted to the Secretary of the Accreditation Committee before these are implemented so that the Accreditation Committee can give them prior consideration and, if appropriate, approval. This requirement is independent of the obligation to submit an annual progress report.

If the Accreditation Committee decides that course accreditation will be terminated, this decision will be communicated to those responsible for the programme and to the institution.

Renewal

After a period of 5 years, ASAB validation will lapse and providers of training programmes must submit a new application if continued course validation is required.

FEES
The ASAB Accreditation Committee is a non-profit making venture, but is required to be economically self-supporting. 

Applications for validation will be processed only after an application fee of £1500 has been received. The fee is non-refundable irrespective of the outcome of the course validation application. A renewal fee of £200 is due annually.
