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Full New Accreditation - Form AC1

JAMES is a recognised PSRB (Professional, Statutory and Regulatory Body) for undergraduate higher education courses reference ‘ACC Type 10101’.






Part 1	Application process:  Full details can be seen on https://www.jamesonline.org.uk/accreditation/process/ 
Part 2	Application form – AC1:  must be signed and dated * and include a Purchase Order number
Part 3		Submission requirements:  checklist

*   The signature on Form AC1, Part 2 forms an agreement between the institution and JAMES that includes an invitation for Assessors to carry out an accreditation visit, thereby providing the Assessors with insurance indemnity cover for the visit.

Part 1 - Application Process:

Step 1	Complete and sign the AC1 Application Form below, together with a Purchase Order number, and return to: accreditation@jamesonline.org.uk 
 
Step 2	When the completed AC1 Form and Purchase Order number are received,
JAMES will raise an invoice that should be settled prior to the online meeting.
JAMES will then arrange a suitable date for the online accreditation meeting.  

Step 3	The complete submission documentation - detailed below - should be sent to JAMES via a dedicated FTP link supplied by our Document Submission Manager.  We ask this to be completed as soon as possible by your Quality Assurance team BEFORE the agreed online accreditation meeting date.
NB Online access to VLE (read only) and links to appropriate documents will      	be required in the same way External Examiners are granted access.

Step 4	Following the online accreditation meeting, the accreditation panel will meet and review the Assessors’ reports and recommendations.

Step 5	A full report, with any recommendations, will then be sent to the institution along with certification and ‘JAMES approved’ logos, if successful. 

Step 6	The names of the course leaders and team will be added to the JAMES Network 
e-mail group. They will be updated about the on-going work of JAMES and receive copies of the quarterly JAMES Review to distribute to the student cohort.   (You can unsubscribe from this group at any time)

Step 7	A site visit will be arranged in Year 2 for an Assessor to view the facilities and meet with a cross-section of students.
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Part 2 - Application Form AC1:

Name of Educational Establishment:


Name of Course/s:



Name of Department:

Head of Department/School:

Course Leader(s):


Course Leader contact e-mail address(es):


Course Leader contact telephone number(s): 


** Purchase Order Reference:


Signature:


Date:		




Admin / Accounts Department details

Admin contact email address:

Admin contact telephone number: 

Accounts contact email address:

Accounts contact postal address:	
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Part 3 – Accreditation Submission checklist:

1. Completed AC1 Form and Purchase Order number (if not already completed and sent)

For each course being reviewed:

NB:   Online access to VLE (read only) and links to appropriate documents will be required
in the same way External Examiners are granted access.

2. Course specification documents (course handbook) for all courses to be re-accredited.
Please indicate where the information below can be found within the documentation that you have provided.

3. Provide details and links to those modules that demonstrate subject specific skills -
confirm that at least 50% of course curriculum, 60 credit points per year, delivers subject specific skills, 90 credit point at level 7.

4. Provide details and links to modules/assignment briefs that map key skills in the areas of:
· Technical: including digital skills.
· Communications: verbal, listening, writing and technological communications.
· Critical thinking: including analytical and problem-solving skills.
· Multi-tasking: including time-management, organisational skills and adaptability.
· Teamwork: including people skills and ability to work with diverse people to achieve goals and drive productivity.
· Creativity: a combination of all the other transferable skills and includes the ability to generate new ideas, find solutions, think outside of the box.
· Leadership: a combination of all the other transferable skills but has an additional focus on the ability to lead, coach, motivate and encourage others to realise their full potential.
· Building strong networks and relationships with collaborators both inside/outside the academy and online.

5. Provide evidence of involvement/participation in the following areas.
This can be weblinks, documents or discussion/presentation during online meeting. 
· Working with collaborators and clients both inside/outside the academy and online.
· Outreach to schools and local colleges
· Knowledge exchange and links to industry and employers
· Staff consultancy and applied research
· Informal activities such as wider staff involvement in the local community
· Supporting people in the regional workforce
· Details of staff expertise 
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6. [image: Image]Academic staff list, employment history, qualifications and relevant CPD.

7. External Examiners’ reports (copies of last two reports).

8. What is the ratio of PTHP (part time hourly paid or fractional posts) to permanent staff. 

9. Details of technical service support and resources (equipment and rooms).

10. Copy of Modern Slavery & Diversity Policy and Statements.

11. Predicted/actual student numbers.


Additional information for each course being reviewed:
	
12. Our assessors would like to inspect a range of student work online before the agreed online meeting. 


Site Visit in second year of accreditation period:
We will ask you to make available a selection of students on the day of the agreed Assessor’s site visit in order for us to conduct student interviews.


Need further help?

If you require any advice or support in completing this application, please feel free to contact us  accreditation@jamesonline.org.uk 
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