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1. Introduction

These guidance notes are for individuals wishing to make a direct application to Advance
HE for Associate Fellowship using the Professional Standards Framework (PSF 2023).
If you are applying for Associate Fellowship through an Advance HE accredited
programme/scheme, then please refer to the guidance provided by your institution.

This document explains Advance HE requirements for Associate Fellowship and provides
guidance to support you to develop your application.

Associate Fellowship is the appropriate category of fellowship to professionally recognise
individuals from a wide variety of different contexts whose higher education (HE) teaching
and/or support for learning practice enables them to evidence some of the PSF 2023
Dimensions to meet the requirements of PSF 2023 Descriptor 1.

By applying to become an Associate Fellow you will have the opportunity to:

+ Demonstrate your commitment to teaching, learning, and the student experience,
through engagement in a practical process that encourages research, reflection
and professional development

+ Gain professional recognition for your higher education teaching and/or support for
learning practice that is increasingly recognised by international institutions

+ Benchmark your practice against professional standards and sector expectations

+ ldentify and celebrate your strengths and achievements through reflecting on your
experience

Individuals applying for Associate Fellowship may be fairly new to a role in teaching and/or
support for learning or may have a limited teaching portfolio; for example, some sessional/
part time staff or early career researchers with some teaching responsibilities. They may be
new or experienced staff with specific roles in supporting HE learning such as technicians,
librarians, professional staff, learning technologists, careers advisors, etc. It is not role
dependent; you will need to explore whether you have sufficient evidence of appropriate
teaching and or/support for learning practice to make a successful application.

We recommend that prior to starting your application you use our free online Fellowship
Category Tool (FCT). Answering the online questions about your higher education teaching
and/or support for learning practice should:

+ help you to check that Associate Fellowship is the best match for your current
practice

+ prompt your thinking about different aspects of your practice as you plan your
application.

The fee for a direct application for Associate Fellowship is on the Advance HE website and is
subject to annual review.
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1.1 Higher education and eligibility for Associate Fellowship

The PSF 2023 sets out the professional standards for higher education (HE). All the
experience and evidence included in an application for Associate Fellowship must relate to
teaching and/or support for learning practice related to higher education provision, such as:

+ level 4 or above within the Framework for Higher Education Qualifications
(FHEQ) in England, Wales and Northern Ireland, or equivalent;

+ level 7 or above within the Scottish Credit and Qualifications Framework
(SCQF) in Scotland on the Framework for Qualifications of Higher Education
Institutions (FQHEIS) or equivalent;

+ level 5 or above of the European Qualifications Framework;

+ first cycle or above of the Qualifications Framework in the European Higher
Education Area (QF-EHEA);

+ level 5 or above of the Australian Qualifications Framework (AQF) or
equivalent;

+ level 5 or above of the New Zealand Qualification Framework (NZQF) or
equivalent;

+ other equivalent higher education frameworks;

+ activity focused on supporting learners within a Higher Education context,
providing the learner(s) are enrolled on a Higher Education Qualification may
also be considered as evidence equivalent to the higher education frameworks
above;

+ delivery of some non-accredited continuing professional development for
academic and learning support staff may also be considered as evidence
equivalent to the higher education frameworks.

The PSF 2023 acknowledges the wide variety of local and global contexts in which higher
education operates, and the diverse practices and roles that contribute to high-quality
learning.

In defining what constitutes higher education teaching and learning within different national
contexts in order to determine eligibility for fellowship, Advance HE uses UK ENIC (UK
National Information Centre) for information about global education frameworks and
qualifications. Programmes will be defined as HE for the purposes of staff teaching and
supporting learning on the programme being eligible for fellowship if they are an integral part
of a programme defined as higher education within the context of the country of study.

The definition of what constitutes higher education has been further defined for staff in UK
and Australasia. If you are unsure whether the examples of practice within your application
meets the eligibility requirements above, please contact fellowship@advance-he.ac.uk
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2. The Professional Standards Framework
2023 (PSF 2023)

The Professional Standards Framework 2023 (PSF 2023) for teaching and supporting
learning in higher education provides a comprehensive set of professional standards and
guidelines for all those who are involved in teaching and supporting learning in higher
education. The PSF 2023 can be used by individuals to plan their development and evidence
their practice to achieve professional recognition, by institutions as a basis for initial and
continuing professional development and recognition programmes, and at a national level to
improve teaching quality and celebrate success.

The PSF 2023 acknowledges the wide variety of local and global contexts in which higher

education operates, and the diverse practices and roles that contribute to high-quality
learning.

The Professional Standards Framework (PSF) 2023 consists of two components: Descriptors
and Dimensions.

Figure 1: Professional Standards Framework (PSF) 2023
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The PSF Descriptors (PSF, p6) are a set of criteria statements (referred to as Descriptor
‘criteria’). These define the key characteristics of four broad categories of practice.
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Incorporating the Dimensions, each Descriptor identifies the extent of practice required to
meet it and recognises the variety of practice and roles undertaken by professionals who
teach and/or support learning. Each Descriptor consists of an introduction and a set of three
criteria statements.

The Dimensions of the Framework (PSF 2023, p4) are arranged as three related sets of five
Professional Values, five forms of Core Knowledge and five Areas of Activity.

Professional Values (V1-5): underpin all forms of Core Knowledge and Areas of
Activity. They are the foundation of professional practice.

Core Knowledge (K1-5): informed by the Professional Values, representing key forms
of knowledge required to undertake the Areas of Activity. There are multiple and diverse
forms of knowledge which are connected to and shaped by communities and contexts.

Areas of Activity (A1-5): bring together the Professional Values and forms of Core
Knowledge, showing the essential activities that support delivery of effective practice.

Advance HE operates the fellowship scheme and aligns its fellowships to the PSF 2023
Descriptors as follows:

+ Descriptor 1 (D1) aligns to Associate Fellow
+ Descriptor 2 (D2) aligns to Fellow

+ Descriptor 3 (D3) aligns to Senior Fellow

+ Descriptor 4 (D4) aligns to Principal Fellow

An individual providing teaching and/or support for learning can be recognised by Advance HE
depending on their professional practice and experience at one of four categories of
fellowship. This guidance document is focused on Associate Fellowship (Descriptor 1).

To achieve Associate Fellowship, you need to evidence that your teaching and/or support of
learning practice demonstrates the requirements of the three Descriptor 1 (D1) criteria, which
are as follows:

Descriptor 1 is suitable for individuals whose practice enables them to evidence some
Dimensions. Effectiveness of practice in teaching and/or support of learning is
demonstrated through evidence of:

+ D1.1: use of appropriate Professional Values, including at least V1 and V3
+ D1.2: application of appropriate Core Knowledge, including at least K1, K2 and K3

+ D1.3: effective and inclusive practice in at least two of the five Areas of Activity

As shown above, the Descriptor 1 criteria statements incorporate specified Dimensions; the 15
PSF 2023 Dimensions are shown below in Figure 2.

Associate Fellowship Applicant Guidance November 2024 6



Figure 2: PSF 2023 Dimensions of the Framework
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3. Developing your application

In planning and developing your application, we recommend that you access the Advance HE
resources and follow the sequence of activities set out in Figure 3 below.

Figure 3 — Steps in developing your application

* Read PSF 2023
« Complete Fellowship Category Tool
» Download Associate Fellow Application Pack

» Use Guide to PSF 2023 Dimensions to identify appropriate practice
* Follow Associate Fellow applicant guidance to write your application
» Use application template to prepare final draft

 Share final draft application template with your referee

» Use My Advance HE portal to submit your written application
including one Supporting Statement

Step 1

Section 2 above explains the Professional Standards Framework (PSF) 2023. Your
application will be reviewed against Descriptor 1 of this framework.

Before starting to use this guide, we advise you to complete the Advance HE Fellowship
Category Tool, which is free to use on the Advance HE website here.

The Fellowship Category Tool (FCT) consists of a set of statements that are aligned to the
different PSF 2023 Dimensions of the Framework and Descriptors. This self-analysis tool will
ask about your professional activities in teaching and/or supporting learning in higher
education (HE). By using the tool to consider your current and recent practice, your choice of
statements as you progress should help to confirm that Associate Fellowship is the most
appropriate category of fellowship for you. Please note that the accuracy of the tool depends
on the choices you select as you work through it. As you look through the guidance
documents, if you feel that you are not yet able to provide sufficient evidence for Descriptor 1
then you can use the report provided by undertaking the FCT to guide the development of
your practice further before making a successful application.
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In your Associate Fellow applicant pack, you will have the following:
+ Guide to the PSF 2023 Dimensions — Associate Fellowship (D1)
+ Associate Fellowship Applicant Guidance (this document)
+ Associate Fellowship Draft Application Template

+ Guidance for Referees writing a Supporting Statement and associated Supporting
Statement Template (for use by your referee)

+ Professional Standards Framework (PSF) 2023

Step 2
Guide to the PSF 2023 Dimensions - Associate Fellowship (D1)

We recommend that you start by reading the Advance HE ‘Guide to the PSF 2023
Dimensions - Associate Fellowship (D1)’. This guide introduces and explains the PSF
2023 and then focuses on each of the 15 PSF 2023 Dimensions to support you in thinking
about your practice and identifying potential evidence appropriate to PSF 2023 Descriptor 1
(D1), which is the basis for the award of Associate Fellowship.

This Guide focuses on each Dimension in great detail. We include lots of different examples of
practice to reflect the wide range of roles and contexts in which HE practitioners work within
the global higher education sector. There are also prompt questions to help you to think about
your practice in relation to each Dimension. The questions and examples provided are
indicative only and may not be relevant to your practice; you may have different appropriate
examples, depending on your own unique context.

The starting point for your application will be to decide which two of the five Areas of
Activity are most appropriate to your own practice. You will then be able to focus your use of
the Guide on the sections most relevant to you and your context, to start to identify evidence
to use in your application.

Associate Fellow applicant guidance

Once you have decided which two Areas of Activity you are going to base your application
around, and you have identified how in your context you have used appropriate Professional
Values (at least V1 and V3) and applied Core Knowledge (at least K1, K2 and K3) in your
practice, you should then start to use this applicant guidance document to understand the
format and requirements of the application as well as how to submit an application.

Associate Fellow Draft Application Template (in the applicant pack you downloaded)

Use this Word document template to write and finalise your draft application offline, prior to
using our online application system to submit your application.
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Step 3

Once your draft application is finalised within the template, you need to share this with your
referee. They will then be able to use the ‘Guidance for Referees writing a Supporting
Statement’ and associated Supporting Statement Template.

When you have your Supporting Statement and are ready to pay the application fee, you are
ready to use the My Advance HE portal to submit your application. Information about how to
submitis in the ‘MyAdvance HE Guidance: Fellowship application submissions’ guide on
the MyAdvance HE portal.

4. Your Account of Professional Practice

There are two parts to your direct application for Associate Fellowship:

+ written Account of Professional Practice; Context Statement and
Reflective Narrative against two PSF 2023 Areas of Activity (see Section 5)

+ one Supporting Statement (see Section 6)

Associate Fellowship is based on meeting Descriptor 1 (D1) of the PSF 2023 and your
Account of Professional Practice is the core of your application.

The Account of Professional Practice consists of a Context Statement (see Section 4.2) and a
Reflective Narrative against two PSF 2023 Areas of Activity.

Your Context Statement provides a brief summary of your higher education roles,
responsibilities and professional experience and your Reflective Narrative should provide
evidence that your professional practice meets the requirements of PSF 2023 Descriptor 1.

Higher education takes many forms and there is considerable variation in the different roles
higher educational professionals carry out; for example, in experience, disciplinary
background, job role, institutional context, etc. Your Account of Professional Practice is a
personal account and its focus throughout should be on your own professional practice; make
it personal to your specific, individual and distinctive practice. Your Supporting Statement will
verify and endorse that what you write about in your Account of Professional Practice
represents your practice in a genuine way (see Section 6).

The award of Associate Fellowship is based on evidence of your effective and inclusive
practice; you might briefly mention future plans as part of identifying what has worked well
and any changes you plan to make in future, however, your application will be judged on
whether your evidence of current and recent practice meets the requirements of Descriptor 1.

In your Reflective Narrative you should include appropriate rationale for the approaches you
took and evidence the success and effectiveness of your teaching and/or supporting learning
practice. Your Reflective Narrative should be based around real examples from your practice
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and should make clear what you did, why/how you did it that way and how you know that
this was effective.

Writing about the ‘why you did it that way’ will enable you to provide evidence for V3: use
scholarship, or research, or professional learning, or other evidence-informed approaches as
a basis for effective practice.

Provide selective examples of practice in your Reflective Narrative and ensure they have
direct relevance to your claim for Associate Fellowship. The quality of the examples of
evidence is much more important than the quantity (see Section 4.3).

Examples should be drawn from current and recent practice (within the last 3 years) and
must relate to higher education teaching and/or supporting learning. If you need to refer back
to practice from more than 3 years ago, you need to ensure that you focus on how this now
influences your current practice.

4.1 Your Account of Professional Practice is a personal account

Think of your application as a ‘claim’; you are making a claim that your work is effective and
has a positive impact on student learning. Your application will be reviewed by two
experienced peer reviewers and you need to show these reviewers that there is a clear
rationale behind the way you work and the choices you make in your practice.

Write in the first person (use ‘I’) so it makes clear what you do/ have done. Try to avoid
discussing teaching in general or abstract terms as this moves the application away from
being about you and your own personal practice and will not help your personal ‘claim’
against Descriptor 1. If you want to include work you did as part of a team/with colleagues,
you need to be clear what your personal contribution was.

Your application must be submitted in English (please refer to the Fellowship FAQs here for
further information).

Please note that the Advance HE online application system only accepts plain text; it will
remove any formatting from your text and will not accept diagrams, images, hyperlinks or any
other documents/appendices such as curriculum vitae/resume.

4.2 Context Statement

A Context Statement (up to 300 words) is the first part of your Account of Professional
Practice and you should briefly introduce yourself and outline your role(s) and responsibilities
in teaching and/or supporting learning in higher education. The information in your Context
Statement will help the reviewers to understand the nature of your work and the context in
which you practice, before they look at the evidence you provide in your Reflective Narrative
against the PSF 2023 Descriptor 1; this section provides the background to your Reflective
Narrative and is not ‘assessed’ against Descriptor 1.
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In no more than 300 words your Context Statement should:

+ Provide a brief summary of your teaching and/or support of learning experience,
including the context in which you currently work, your current role and responsibilities in
teaching and/or support of learning. Identify the type and location of institution(s) you
work for, as this will help to set out the context for your work, but keep this brief and
relevant to your role. Do not include details about the history and prestige of the
institution(s), as your Account of Professional Practice is about you and your practice;

+ Identify the learners that you work with; for example, the level of study (e.g. year of study,
undergraduate, postgraduate, etc.), programme(s)/unit(s) of study, discipline/specialist
area of work, number and types of learners, etc.;

+ Focus on your current or recent practice, which should be within the last 3 years.
Please remember that your application for Associate Fellowship is based on your higher
education practice; if you also work in other teaching or learning roles outside of higher
education you should not include this in your application (please refer to Section 1.1 for
further information about eligibility for Associate Fellowship).

As the Context Statement is not an assessed part of your application, you do not need to link
this information to the PSF. The reviewers will not take account of the information in the
Context Statement when they assess your application; therefore, it cannot be used to provide
supplementary information that would add evidence of effective practice to your ‘claim’ for
Associate Fellowship in your Reflective Narrative (i.e. it cannot be used to extend the word
limit of your Reflective Narrative).

The two examples below illustrate the types of information that are useful to include in the
Context Statement to set the background to your practice:

Example 1:

| am a PhD student in my third year at a research-intensive university. | have
been involved in various teaching and support of learning activities over the last
two years.

| lead seminars for groups of between 10-15 undergraduate students studying
Spanish in years 1 and 2. Seminar topics cover Spanish culture, history and
politics. These normally last between one and two hours and provide the
opportunity to discuss particular topics in more detail. Although the seminar
schedule and topics are set, | develop my own seminar materials with support
from the academic team. | use the University’s VLE platform to host resources
and activities.

| also teach the module Mandarin for Beginners, which is offered to all second
year undergraduate language students; this involves a weekly lecture to around
40 undergraduate students and four tutorials a week to groups of 4-5 students.
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Example 2:

| am an experienced, professionally qualified librarian at the University of X with
specific responsibility for supporting students in the Faculty of Humanities and
Social Sciences, whilst also helping to deliver the library’s academic skills
agenda. | have worked at the University for three years and am part of a small
team of four library staff within the faculty. The University is a large modern
university with four faculties and around 20,000 Undergraduate and 8,000
Postgraduate students. My faculty attracts a high proportion of international
second-language students.

My main teaching is face-to-face in-class timetabled sessions with groups of 20-
30 first year undergraduate students in their first semester. | work closely with
academic staff and design my sessions to fit alongside their programme
objectives. My sessions are usually up to 1.5 hours in length.

| also design and deliver face to face self-sign-up sessions with small groups of
undergraduate and postgraduate students at our main site and students in our
two overseas campuses via video link.

I am currently involved in a university-wide project to identify correlation between
skills workshop attendance and attainment, especially for traditionally
underperforming groups.

4.3 Structuring your Reflective Narrative

The written Reflective Narrative is structured into two sections; you write about your practice
in relation to two of the five PSF 2023 Areas of Activity. You should choose to write about
the two Areas of Activity that are most appropriate to your own practice (see Section 5 below
for further guidance).

As well as covering two Areas of Activity (D1.3), to address D1.1 and D1.2 you also need to
make sure that across the two sections of the Reflective Narrative you include evidence that
you are effectively using appropriate Professional Values at least V1 and V3; and
applying appropriate Core Knowledge at least K1, K2 and K3.

In addition to the mandatory Dimensions required for Descriptor 1, you are likely to also
identify other Professional Values that you used and other forms of Core Knowledge that you
applied within the examples of practice you are writing about. Where this is the case then
make clear why and how you used/ applied these.

Please remember to continue to use the Guide to the PSF 2023 Dimensions — Associate
Fellowship (D1) to support you in making links between your practice and the most relevant
Dimensions and to choose evidence to include as you develop your narrative.

As you provide evidence against the Dimensions, you should highlight this where applicable.
One way to do this is to refer to the Dimension in your text, e.g. (V1) or (K1) etc. Ensure that
you only link to the most relevant Dimensions in each case (e.g. one or two that you have
engaged with in a meaningful way in that specific example of practice) and avoid producing
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long lists of links to Dimensions (e.g. K1, K2, K4, V1, V2, V3) as this will not demonstrate your
meaningful engagement with the Dimensions.

Use different examples of your practice for each of the two Areas of Activity you choose for
your application to provide sufficient evidence to meet the requirements of Descriptor 1
across both Areas. In each of the two Areas of Activity you will also need to select more
than one example to demonstrate that your effective and inclusive practice meets the
Dimensions required for Descriptor 1. It is important to choose carefully as using

too many examples will restrict your ability to make a strong ‘claim’ against Descriptor 1 but
using a single example will not provide sufficient evidence.

Within the limited words available you will not be able to write about everything you do and
must be selective about the examples you choose to write about. Select examples that best
exemplify your work in each chosen Area of Activity, and which also allow you to demonstrate
the specific elements of the Professional Values and Core Knowledge required (see Section
4.4 below related to word limit).

4.4 Reflective Narrative word limit

The overall word limit for the Associate Fellow Reflective Narrative is 1,400 words; please
note that the Advance HE online system will not exceed this limit.

You are also allocated up to 200 words for your Reference List (see Section 4.6 below).

Although you can choose how to spread the balance of the word limit across your Reflective
Narrative, we recommend that you should aim to use around 700 words in each of the two
Areas of Activity.

4.5 Reflect on your practice throughout your Reflective Narrative

Developing your Reflective Narrative requires you to identify/gather and consider evidence of
your practice, reflecting on the impact you have made on student learning. You should avoid
long descriptions of what you ‘did’ and take a reflective stance so that it is clear what you did,
how/why you did it that way, how you know this was effective and what you will do in future as
a result.

A simple reflective model for you to use throughout your Reflective Narrative could be to
clearly explain:

+ What you did (be selective with the examples you choose to include — see Section 4.3)

+ Why you did it in this way; clearly explain your approach and justify your choices and
decisions (e.g. use of an appropriate evidence-informed approach to suit your context,
etc.)

+ How you carried out this approach (e.g. including any specific challenges or practical
issues you had to overcome)

+ How you evaluated the effectiveness of what you did (explain the kinds of ‘information’
you used to review and evaluate your work including the impact this had on your
learners’ learning)
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+ What changes you made as a result of evaluating your effectiveness (for example, you
might have modified a session in response to learner/ peer feedback and then evaluated
the effectiveness of the change you implemented).

4.6 Referencelist

Throughout your Reflective Narrative you will refer to the sources of information that you have
drawn on within your teaching and/or support for learning practice. For example, K2 requires
that you bring to your practice a knowledge base of approaches to teaching and/or supporting
learning, appropriate to your context. In evidencing K2, you might explain why you chose an
approach and how you came to know about it (e.g. journal article, professional development,
conference, mentoring from colleagues, etc.).

Where you do refer to a source of information that has influenced your practice, you should
‘cite’ the reference within your text to provide appropriate credit to the author(s)/organisation.
This will enable those reviewing your application to be clear about which sources have
influenced and inspired your practice. Whenever you cite in the text, you need to include the
full reference in a list at the end of your Reflective Narrative. Where you cite a reference in
your application (e.g. Martins, 2023), this will contribute to the overall wordcount. Please
note that footnotes are not accepted by the online application system.

The word limit for the Reference List is 200 words.

The short excerpt of an Associate Fellowship application below illustrates how the applicant
cites the journal article that inspired their design of a lecture and includes the full reference in
their Reference List:

‘When it came to designing my seminar sessions, | was influenced by
Burgstahler’s (2015) theory of universal design. | thought about the diverse nature
of learners in my group and the cultures and educational backgrounds they came
from, to ensure that the activities | chose reflected their identities, interests and
needs. (V1)

Reference List for excerpt

Burgstahler, S. (2015). Equal access: Universal design of instruction. A checklist
for inclusive teaching. Seattle: DO-IT, University of Washington. Available at
http://www.washington.edu/doit/Brochures/Academics/equal_access_udi.html
(accessed 14/02/23)
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5. Evidencing the required PSF 2023
Dimensions for Descriptor 1

Deciding which two Areas of Activity to base your Reflective Narrative around is an important
first stage in planning and developing your application.

You should use the ‘Guide to the PSF 2023 Dimensions — Associate Fellowship (D1) to
support you to select the two Areas of Activity in one of the following ways:

+ consider the guidance and prompt questions for all five Areas of Activity and then
make a choice when you have mapped out your likely evidence against each one.
You will then be able to decide which two Areas of Activity will make the strongest
claim against Descriptor 1; or

+ alternatively, it may be very clear to you immediately that your evidence is
associated with two specific Areas of Activity because of your context and the
nature of your practice; in which case focus your attention on the relevant sections
in the guide.

Although the Reflective Narrative for Associate Fellow applications is structured around two of
the five Areas of Activity this does not mean that the Areas of Activity are more important than
the Professional Values or Core Knowledge PSF 2023 Dimensions.

As well as using the ‘Guide to the PSF 2023 Dimensions’ to identify your two Areas of Activity,
you should also use the guide to identify where you use Professional Values and apply Core
Knowledge within your practice.

Across the 1,400 words of your Reflective Narrative, as well as evidencing two Areas of
Activity, you need to ensure that your evidence includes use of appropriate Professional
Values at least V1 and V3, and application of Core Knowledge at least K1, K2 and K3.

You will probably have evidence of your practice that includes some other Dimensions in
addition to those that are required for Descriptor 1; you can include evidence of some of these
additional Dimensions in your application where they are most relevant (see Section 4.3).

The Dimensions are inter-dependent and integrated within the context of your professional
practice; put simply, the Areas of Activity are what you do, you use the Professional Values to
inform and underpin your work and the Core Knowledge is what you need to apply to
effectively carry out this work.
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(Descriptor 1)

A short example is given below to illustrate how this might happen in your work:

In designing and planning a learning activity (A1) | apply my knowledge of how
my learners learn within this subject (K1) and select an appropriate teaching and
learning approach (K2). | consider the needs of individuals within my learner
group (V1) and plan appropriately to ensure that all learners will be able to fully
engage (V2). | develop appropriate resources to use and set up an online quiz to
assess the learning that has taken place in this session (K4, A3).

5.1 Examples of practice for each Area of Activity

The ‘Guide to the PSF 2023 Dimensions’ is your key source of information about what
evidence of your effective and inclusive practice (D1.3) you might include in your
application for Associate Fellowship.

The short examples below are included to help you to understand how in an application the
planning of evidence around the two Areas of Activity also incorporates use of Professional
Values and application of Core Knowledge.
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An example to support thinking about Al: Designing a short series of study skills
workshops

Hassan recently ran a short series of study skills workshops for first year
undergraduate students and decided to use this as one of his examples of
evidence towards Al.

Hassan firstly explains how he used his knowledge of study skills in the design
and planning of the workshops (K1). He discusses the particular needs of his first
year group of undergraduate students and how he considered the diversity of their
previous learning experiences and individual learning needs in planning his
approach (V1, K2). He outlines the challenges that other tutors have previously
encountered in delivering these workshops and discusses how he plans to
overcome some of these challenges. He then explains why he felt this was the
best approach to take with this group.

Hassan explains how he designed the learning activities to link with the students’
particular discipline (K2), drawing on two articles he read which included research
on learning in this field (V3).

Hassan evaluated the sessions by getting the students to give feedback after the
final session. He then reflects on what worked well and what didn’t, what he
learned from the experience and how he plans to change aspects of next year’s
workshop series as a result (K3).
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An example to support thinking about A2: Demonstrating in a practical laboratory
session

Mia, an early-career researcher, has been demonstrating chemical analysis
techniques to a group of second year undergraduate students and supporting
them to use these techniques in a series of practical laboratory sessions. Mia uses
this as part of her evidence towards A2.

Mia knows that second year students find the theoretical knowledge around her
subject challenging and understands how useful practical experiments are in
supporting them to develop a greater understanding of the subject. She discusses
how she used her discipline knowledge (aligning with her research area in this
particular case) which underpins the experiment (K2) and refers to relevant
pedagogic literature on how learners develop practical skills in her discipline (V3,
K1). As this practical lab series is far more advanced than basic first year lab
sessions, Mia discusses how she breaks down the practical sessions into clear
stages so that she can support students’ engagement and their understanding of
the experiment as she works with them, adapting her guidance accordingly (K2).

Mia has considered the diversity of the learning group and discusses how she
ensures that all students can participate fully. Some students are mature, some
came directly to university at 18, a number of students are from other countries
and some of these have difficulties understanding some of the complex language
of the discipline. One student has a hearing impairment (V1). Mia provides notes
that are available to all students via the VLE about the experiment in advance of
the session; these are particularly useful for the students who are working in a
second language and the student with a hearing impairment (V2). Mia knows that
providing material in advance is important for a variety of students because she
attended a CPD workshop on inclusivity, which she found both interesting and
useful. As a result of attending this workshop Mia is exploring ways that she can
further adapt her teaching practice to ensure that all students are able to engage
fully (V2 and V3).
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An example to support thinking about A3: Assessing students in ablended learning
context

Anton is a post-doctoral researcher with some teaching responsibilities. He is
supporting a group of students on a module that is part of a blended learning
programme in Art and Design. One of the key aspects of his role is assessing
students’ work, particularly formatively, and providing feedback to help them
prepare for their summative assessment which ends with a ‘show’. Most of the
study on the programme is online, with students attending campus for a one block
of learning on a termly basis. Anton uses this as part of his evidence towards A3.

Anton sets the context for his assessment practice and explains the approach he
takes to providing formative feedback on the students’ work, relating this to the
requirements of the module and the end of year summative ‘show’ (K2). In doing
this, he refers to pedagogic literature he has read on assessment and providing
appropriate feedback (V3). He discusses the importance of his work in providing
timely and supportive formative feedback to enable students to develop their work
prior to the final summative assessment.

Anton explains how he works with the challenges and advantages of an online
environment to provide his students with appropriate support and guidance (K2,
K4). He refers to an interesting article he read about online feedback and explains
how this has influenced the way that he now works with students at a distance
(V3). This flexible approach to study has attracted some part-time mature students
and Anton provides some specific examples of how he has supported the needs of
part-time mature students, newly back into study (V1).

Anton then discusses his role in the summative assessment at the end of year
show and the way in which he works as part of a team to make assessment
judgements on the students’ work (V5). He has taken part in a team development
workshop for all tutors on this programme; he identifies what he learned at this
session and explains how he now applies this learning when doing the summative
assessment at the end of year show (A5). He also discusses some things he
intends to do differently next year, based on student progress and mid-module
feedback, and why he thinks these changes will enhance learning on the
programme (K3).
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An example to support thinking about A4: Work-place mentoring

Chen is in a professional role in a clinical setting but is also employed by a
university to provide mentoring for undergraduate students in practice. She
decides to choose A4 as one of her two Areas of Activity for her application,
focussing on her support for a small number of students in a placement setting to
translate the learning from their coursework into practice with clients/patients.

Chen discusses her role in mentoring students. She refers to literature on
evidence-based practice that underpins both her own clinical work and the
students’ work-based learning (V3). She also discusses the training for mentors
she attends at the university and explains how she is using some of the examples
from those training sessions (V3, A5) to help her provide guidance for some final
year students in the clinical setting. Chen discusses the guidance she has created
and how this has helped students to apply the learning from their coursework and
timely support to prepare for their placement (V2).

Chen demonstrates her understanding of the learning outcomes students are
required to fulfil to pass this particular placement (K1) and explains how she and
other placement mentors have worked with the module tutor at the university to
align the academic elements with the practice context (V5). She provides
examples of the kinds of prompt questions she uses with the students to help them
think critically about their clinical practice (K1, K2). Chen also encourages students
to take histories from patients and then present these so that she can give them
some verbal feedback on how they could improve on this and make it more
effective (A3).

Chen also considers the particular learning needs of this group of students in
comparison to first year students she has mentored in a different setting previously
(K1). She discusses the relevance of this particular experience to the students’
future employability and how she ensures that they are clear about how the
Professional Body requirements apply to their work in this clinical context (V4).
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An example to support thinking about A5: part-time tutor working within industry and
as part of a programme team

Alex is a part time tutor on a postgraduate programme in Film Production. She also
works within the industry. She discusses the impact of both her (i) industry-related
and (ii) teaching-related professional development on the learning experience she
provides for her students.

Industry-related example:

Alex discusses how her continuing professional development in industry supports
her role as a tutor on the programme; she remains up to date with current trends in
equipment and software through reading professional journals, attending
professional development events and working with other professionals. As well as
being expert on her own specialist area, Alex explains how her work on film sets
across the world enables her to collaborate with other professionals and how she
uses the knowledge and insight gained to help her teach from a wider industry-
based perspective (K2, V3). She discusses how this impacts on her students’
learning experience and their readiness to work in the global industry (V4).

Teaching-related example:

Alex discusses her commitment to teaching and learning-related continuing
professional development. All members of the programme team actively engage in
peer-review of teaching and Alex provides several examples of how observing her
colleagues and being observed by experienced peers has influenced her approach
to her own teaching practice (V3). As a result of these experiences, she has also
started to read more about how students learn in her discipline and is drawing on
this new knowledge in her teaching practice (K1, K2).

The programme team hold regular meetings and Alex explains how these help her
to understand where her sessions fit into the rest of the module and programme
(K1). Alex explains what she has learnt about the effectiveness of different
methods of teaching from her colleagues’ discussions at the meetings. Together
with feedback provided by the student representatives who attend the meetings,
and the responses from her module evaluations, Alex has changed some
approaches to her teaching and learning practice to enhance some elements of
the module (K3).
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The examples above will have helped to illustrate how someone might write about their
practice in a Reflective Narrative. You will be writing about your own unique context and using
examples and evidence personal to you. Remember to write in first person — use ‘I' — as
shown in the short extract below:

| attended a University workshop about neurodiversity in order to better
understand the challenges that one of my students faces (V1). | later read an
article recommended by the workshop facilitator that was highly relevant to my
disciplinary context (V3). | now approach the planning of my session activities and
the learning environment to ensure that all my students can fully engage in the
learning to reach their full potential (A1, V2).

6. Supporting Statements

Your application for Associate Fellowship must be endorsed by a Supporting Statement
from areferee. A Supporting Statement dated after 6 months of the application
submission date will not be accepted.

The Supporting Statement endorses your claim and is used by the reviewers to confirm that
your application presents a fair and accurate reflection of your higher education practice. It is
not used by reviewers to fill any gaps in the evidence you provide towards the Descriptor. The
reviewers will need to see sufficient evidence of effective practice in your Reflective Narrative
to meet Descriptor 1 for them to award Associate Fellowship.

Your referee should work, or have recently worked, closely with you and have first-hand
knowledge of your practice so that they are in a position to comment on and endorse your
application. Please note that Supporting Statement should reflect a professional relationship;
i.e. not be from a family member or based on a personal friendship.

Referees need to have current or recent experience of working in higher education and to be
familiar with the PSF 2023; for example, as a holder of one of the four categories of
Fellowship.

It is important that you read the Supporting Statement your referee provides, as they may refer
to aspects of your practice that could strengthen your application; if this is the case then you
could revise parts of your application and ask your referee to check that they are happy to
endorse the changes you have made before you submit. When you have received your
Supporting Statement, save it so that it is ready for uploading in My Advance HE.

You may be asked to provide an alternative Supporting Statement for a variety of reasons
when reviewers of your application judge that the statement does not fully verify and endorse
the evidence in your application.

6.1 Guidance for referees

Provide your referee with a copy of the Guidance for Referees writing a Supporting
Statement — Associate Fellowship and the Supporting Statement template; both of these
documents will be in the applicant pack you downloaded. The Supporting Statement must be
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written in the Advance HE template.

In their Supporting Statement, your referee will need to confirm that you have represented
your practice accurately and fairly. Therefore, your referee needs to be provided with the
final draft of your application to enable them to provide an effective reference. In their
Supporting Statement the referee will confirm that in their professional opinion, you
demonstrate the requirements of Descriptor 1 and should be awarded Associate Fellowship.

Your referee will be asked to confirm that they have written the Supporting Statement
themselves and that the information they provide has been written specifically for your
application. They are asked to save their Supporting Statement as a pdf file and send it to
you so that you can upload it with your application.

Advance HE reserves the right to contact your referee for clarification so please ensure that
the Supporting Statement includes verifiable contact details (eg name, job title, email address,
institution). As part of Advance HE’s ongoing quality assurance process, Advance HE
routinely checks references for individual authenticity by means of textual review in
Turnitin.com. In addition to the use of anti-plagiarism software, some referees will be
contacted to confirm that the Supporting Statement submitted by the applicant through the
online My Advance HE application is the same statement that they have prepared and
completed. If the professional integrity of the Supporting Statement is in question, the
statement will not be accepted which may result in the application being failed.

/. Submitting your Associate Fellowship
application via My Advance HE

Once you have finalised your application offline using the Associate Fellowship application
template and you have your Supporting Statement, you are ready to submit your application.

Your application is submitted via the Advance HE online submission process in your My
Advance HE account. The screens in the online system guide you through the process and your
application will be saved as you progress so you can save sections and return to finally submit
when you are ready to do so. Full guidance with screenshots is available on the Fellowship
Applications page of My Advance HE and in the guidance, My Advance HE Guidance:
Fellowship application submissions. This guidance provides full information as to how to
set up your Advance HE account, select your payment option and submit your application.

7.1 Summary - application submission process

1.  Checkyou can signinto your My Advance HE account, check all personal details are
correct, or create an account when you are ready to apply.

2. Have your application documents and payment arrangements ready to progress.

3. Once logged into your account, click to start a new application and choose PSF
2023 Associate Fellowship Application.

4. Read and accept the Advance HE Fellowship Terms and Conditions:
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By submitting my application, | confirm:

+ My Account of Professional Practice is a unique, accurate and true representation of my
practice in higher education.

+ Where | refer to published work, | have included the full reference to provide credit to the
author(s).

+ If I have used systems or tools such as Al to help structure my application or to spell
check | can confirm that those systems have been used as a guide only and the content is
my own work.

+ That | understand that Advance HE is committed both to safeguarding the standards of its
fellowships by detecting and acting upon potential cases of professional misconduct. |
therefore accept and agree that my application will be checked and if any professional
misconduct is detected following a formal investigation my application will be withdrawn
from review and any fees paid would be forfeit.

+ That the statements of support/advocate statements submitted have been written by the
individuals cited in the documents and are an accurate and true reflection of my
professional practice during the relevant period that it is stated to relate to and that |
understand and agree that Advance HE may contact those individuals to verify the
information set out in my Account of Professional Practice and in their statements of
support/advocate statements.

+ I must comply with the Fellowship Code of Practice in my work and must continue to
uphold the Professional Standards Framework and the Code of Practice if | am successful
in gaining fellowship. | accept that my fellowship could be withdrawn by Advance HE if |
am found to have breached the Fellowship Code of Practice and/or failed to uphold the
Professional Standards Framework.

+ | understand that Advance HE operates a peer review process as laid out within section 6
of the Fellowship Policy. | have read and understood the applicant guidance provided to
me prior to submitting my application. | understand that should the review of my
application be unsuccessful that | cannot appeal against the decision made.

+ lunderstand that if Advance HE wishes to use my application for training purposes, they
will contact me at a later stage to make this request.

5.  Choose how your application will be paid for. This will be from a drop-down menu with the
following options:

5.1 [I'll pay myself;

5.2 My Organisation is paying;

5.3 My Organisation has paid in advance (this is only for applicants who have been
provided with a voucher code because their institution has pre-paid for a
number of applications as part of a contract with Advance HE).

6.  Enter your name exactly as you want it to appear on your Certificate.

7. Copy and paste the text from the final version of your offline application template onto
the online application template.

8.  Upload your Supporting Statement as a pdf file.
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9.  Once all documents have been uploaded, refer to Section 5.7 of the My Advance HE
Guidance: Fellowship Application Submissions about ‘Application Listing’. This is where
you can make any final edits or delete your submission. You can also request a copy of your
final application for your records, and we would highly recommend that you do this by
clicking ‘Request Application’. Once you are happy with your application, click ‘Submit’.
No further edits can be made.

10. Pay the fee requested.

7.2 Payment for your application

When you upload your application and choose to submit, you will be asked to pay the
application fee. Once the fee is paid, your application will be allocated to the next available
review panel.

Payment is required by debit or credit card when you submit your application in My
Advance HE. You can pay this yourself at the time you submit or, if you are receiving
financial support from your institution, there is an option for someone else to pay on your
behalf (please see Section 7.3 below).

The fee for a direct application for Associate Fellowship is on the Advance HE website and is
subject to annual review. Employees of Advance HE Member institutions will be charged a
subsidised rate. If you are unsure of your institution’s Advance HE membership status, please
check the list of Advance HE member institutions on the Advance HE website. If you are still
unsure, please contact Advance HE’s fellowship team, fellowship@advance-he.ac.uk

Please note that if an Advance HE Member institution chooses to make participation in an
institutional Advance HE accredited programme or scheme contractual, any individual wishing
to apply directly to Advance HE should choose ‘self-employment’ as their employment status
and use a personal email address. They will be required to pay a full fee for the application
i.e. the fee will not be subsidised by the institutional membership.

7.3 If yourinstitution is paying on your behalf

If your institution is paying for your application, you will need to have selected that option
when you started to complete the online application form. You can copy a payment link from
My Advance HE and forward it to the individual at your organisation responsible for making
the payment. They simply follow the link to pay online with a credit or debit card.

If your organisation is unable to pay by card, Advance HE can raise an invoice for them to
pay by bank transfer. For payment by this method your organisation will need to provide you
with an electronic copy of a Purchase Order, which you upload to My Advance HE, in the
Invoices area of the My Profile section.

Some institutions pre-pay for multiple applications in advance. If your institution has pre-paid
for your application in this way, the contact at your institution will advise about how the pre-
payment of the fee operates. This may be through a voucher code. Please note that your
application will not progress to the review process until the pre-payment of the fee is
confirmed.
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8. How will your application be reviewed?

Your application will be reviewed by two independent reviewers (called a ‘panel’) as part of a
peer review process.

The Advance HE reviewer pool includes education specialists and practitioners from across
the international higher education sector. Reviewers are selected for their experience of
external review and their understanding of the PSF 2023, as well as for their knowledge and
experience of learning and teaching in higher education, including different contexts (e.g.
disciplines, professional roles, etc.) and global settings.

All reviewers are Senior or Principal Fellows and are required to undertake an annual cycle of
professional development and regular standardisation activities with Advance HE to ensure
that their review of your application is based on their up-to-date knowledge and understanding
of the requirements of the PSF 2023 and Associate Fellowship.

8.1 How dothereviewers reach their judgement?

The reviewers will be looking for evidence that your practice meets the requirements of
Descriptor 1 across your Reflective Narrative and will check that the Supporting Statement
provides appropriate endorsement for your application. They will assess your application
against each of the Descriptor 1 criteria.

Please note that the judgement is based on the written evidence you provide in the Reflective
Narrative meeting the requirements of Descriptor 1.

Each reviewer will read your application and will apply the Descriptor 1 criteria to reach an
initial independent judgement. The two reviewers then reach a combined consensus
judgement.

Full guidance for reviewers with associated review pro-formas are available on the Advance
HE website. This information sets out the process reviewers follow to make professional
judgements on Associate Fellowship applications.

8.2 How long will the review process take?

An application for Associate Fellowship can be made at any time during the year. The length
of time it will take to process your application is dependent on the dates of our review panels
and the demand on the fellowship service when you submit your application.

Advance HE holds regular review panels and typically you will be notified about the outcome
of your application within 12 weeks.

If your application is not successful following the first review, you will receive feedback from
the reviewers and have one opportunity to strengthen your application and resubmit (see
below). Once you have resubmitted, you will normally be notified of the final outcome within 6
weeks.

You can check the status of your application by logging into “Fellowship” in My Advance HE
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8.3 Review process and possible outcomes

Application
reviewed by two
reviewers

Figure 2: Associate Fellowship application review process. ‘1’ indicates first resubmission
process; 2’indicates ‘unsuccessful’ outcome for resubmission and end of review process
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The diagram below outlines the review process for your application and possible outcomes.
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8.4 Outcome of first review

There are two possible outcomes following the first review of your application — Award or
Refer.

Outcome 1: Award

If the reviewers’ consensus judgement is that your application meets the requirements of
Descriptor 1 then you will be awarded Associate Fellowship. You will receive a congratulatory
email which will explain how to access your Associate Fellowship certificate from within your
My Advance HE account.

As an Associate Fellow, Advance HE expects you to adhere to the Fellowship Code of
Practice and to maintain your professional practice in accordance with the PSF 2023.

Outcome 1: Refer

Should your application be judged as providing insufficient evidence for meeting Descriptor 1,
then you will be provided with feedback from the reviewers in a Panel Outcome and
Feedback template. This feedback will indicate which of the three Descriptor 1 criteria your
application has met and explain how your application needs to be strengthened to provide the
evidence of the remaining Descriptor 1 criteria.

You will be offered one opportunity to resubmit within four weeks, without further charge. In
this instance, you will be provided with instructions for your resubmission and asked to
highlight any changes you make to your original application. Once you submit your revised
application, the same reviewers will make a final judgement to either award Associate
Fellowship or that the application is unsuccessful.

8.5 Outcome of second review (resubmission)

Outcome 2: Award

If the reviewers’ consensus judgement on your resubmission is that your revised application
meets the requirements of Descriptor 1 then you will be awarded Associate Fellowship.

Outcome 2: Unsuccessful

If the reviewers judge that despite revisions, your resubmission does not fully meet the
requirements of Descriptor 1 then the final judgement is ‘unsuccessful’. In this instance, further
feedback in Section 4 of the Panel Outcome and Feedback template will explain the
unsuccessful judgement.

Please note that Section 1 of the Panel Outcome and Feedback template will be updated to
show where Descriptor 1 criteria are met in the resubmission. The original reviewer feedback
from the first review will remain unaltered in Sections 2 and 3 of the form; Section 4 will
draw on the feedback in Sections 2 and 3 to explain the final outcome.

This is the end of the review process; any future application would incur a full fee.

Please note that any appeal would need to be related to the published Advance HE fellowship
review process not being accurately followed and not the outcome of the review. Please see
the Advance HE Fellowship Policy (Direct Route) for further information.
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9. What if | have other questions?

If you have further questions or require further assistance, in the first instance please see
our Frequently Asked Questions on the Advance HE website. Alternatively, please email

fellowship@advance-he.ac.uk.
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