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[bookmark: _Toc240982404]Welcome
Welcome to the Postgraduate Certificate in Academic Practice (Higher Education). I’m delighted that you have decided to join the programme and I look forward to working with you. The programme is offered by Academic Development whose purpose is to inspire and develop university educators to enhance their practice. We collaborate with educational leaders from across the University including colleagues from Moray House School of Education and Sport (MHSES) who are part of the programme team. You can find out more about the experience of the team from their profiles which have been included in this handbook. 
The programme offers you an opportunity to develop your knowledge of teaching and learning and to explore higher education research literature to develop and enhance your teaching practice in an evidence-informed way.  You will collaborate with peers from across the University, and beyond, who will bring different disciplinary insights and perspectives which you can draw on. You will also be able to share your own knowledge and experience as you develop further as an educator. 
A cornerstone of the programme is the Professional Standards Framework (PSF) which is recognised nationally and internationally as a benchmark for successful higher education academic practice. You will engage with the PSF to develop your academic practice in a critical, evidence-informed, and reflective way.  
You will be a student on the programme and the majority of you will also be members of staff at the University and this can at times be challenging. However, most PgCAP participants find this rewarding and comment on the benefits of being a student again and the insights that this brings.  
The programme is taught wholly online and we aim to provide you with a rich learning environment comprising of a mix of synchronous and asynchronous activities to help you met the learning outcomes for each course (see the course Learn sites for more detail). We have purposefully designed the three courses of the programme to showcase different pedagogies which we hope will inspire your own teaching. 
The programme team look forward to meeting you.
Dr Celeste McLaughlin
PgCAP Programme Director

If you require this document or any of the internal University of Edinburgh online resources mentioned in this document in an alternative format please contact Celeste McLaughlin (celeste.mclaughlin@ed.ac.uk). 
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	Name
	Role
	Contact email

	Dr Celeste McLaughlin
Senior Fellow (SFHEA)

	Programme Director, Course Organiser (DCLE), and Academic Cohort Lead
	celeste.mclaughlin@ed.ac.uk

	Professor Cathy Bovill
Principal Fellow (PFHEA)

	Course Organiser (BaET)
	catherine.bovill@ed.ac.uk

	Dr Jacqueline Dohaney
Senior Fellow (SFHEA)

	Course Organiser (EiAP)
	j.dohaney@ed.ac.uk

	Sonia Hadj Said

	Programme Administrator
	PgCAP@ed.ac.uk

	Professor Andrea English
Senior Fellow (SFHEA)

	Teacher (BaET)
	andrea.english@ed.ac.uk

	Dr Jenny Scoles
Senior Fellow (SFHEA)

	Teacher (BaET)
	jenny.scoles@ed.ac.uk

	Dr Eda Ulus
Fellow (FHEA)

	Teacher (DCLE) and 
Student Adviser
	eda.ulus@ed.ac.uk

	Victoria Tait
Senior Fellow (SFHEA) 

	Teacher (DCLE)
	victoria.tait@ed.ac.uk

	Dr Lindsay Randall
Fellow (FHEA)

	Teacher (BaET)
	lrandall@ed.ac.uk

	Clair Sweeney
Fellow (FHEA)

	Assessment and feedback
	clair.sweeney@ed.ac.uk
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	Name 
	Role

	Professor John Ravenscroft
	Convenor of Board of Examiners

	Dr Adam Bunni / Rosie Edwards
	Regulations Experts

	Richard Beggs
	External Examiner

	Dr Celeste McLaughlin
	Programme Director / Course Organiser

	Professor Cathy Bovill
	Course Organiser

	Dr Jacqueline Dohaney
	Course Organiser



 
[bookmark: _Toc131416732][bookmark: _Toc240982407]About this Handbook
This Handbook provides information about the Postgraduate Certificate in Academic Practice (Higher Education) which will be referred to in this document as the PgCAP. It aims to answer most of the questions you might have about the programme. It offers details on the programme aims, the content of individual courses, the scheduling of these courses, programme requirements and other regulations such as ‘how to register’ and ‘fees’. In addition, it clarifies how the University of Edinburgh’s support for new academic staff aligns with the PgCAP.
Amendments may be required from time to time and all Programme participants will receive copies of these. The handbook does not supersede the University Regulations, and the formal requirements for postgraduate study that are as set out in the University's Degree Regulations and Programmes of Study (www.drps.ed.ac.uk).
[bookmark: _Toc131416733][bookmark: _Toc240982408]Programme Overview
The PgCAP is offered by the Academic Development team through the taught postgraduate programme route of the Moray House School of Education and Sport (MHSES). Unlike other programmes in this School, which mainly focus on teaching in schools and colleges, the PgCAP is directly designed for university staff with teaching responsibilities or learning support roles from across the University of Edinburgh and focuses on higher education teaching. 
[bookmark: _Toc131416734][bookmark: _Toc240982409]Who is it for?
The PgCAP is designed for new teachers working at the University of Edinburgh who wish to develop a scholarly approach to the knowledge, attitudes and practical skills required for creating effective learning environments for students. This includes postdoctoral fellows and research-focussed staff currently undertaking teaching roles at Edinburgh, as well as staff who play a significant role in supporting learning, teaching, and assessment.  We also welcome experienced staff at the University who wish to think more deeply and critically about their teaching through engaging with contemporary theory and research in higher education. This includes everyone who teaches and or supports learning from teaching fellows to professors and from staff in support services to those employed in information services.  



[bookmark: _Toc240982410]Structure of the PgCAP (Higher Education)
[image: Course 1
Becoming an engaging teacher (BaET).
This course takes place during semester 1 (September –November).
There are 4 half day live sessions with a formative submission during the course. 

Course 2
Designing curricula and learning environments (DCLE).
This course takes place during  semester 2 (February - April).
Much of the course is asynchronous and live sessions are recorded. 

Course 3
Emerging issues in academic practice (EiAP).
This course takes place over the summer and the following Semester over 36 weeks. It includes live sessions, peer support and self directed learning. 

]
Figure 1 - PgCAP Structure.
This is an online programme and takes 18 months to complete. The programme has 3 x 20 credit compulsory courses.
· Course 1 - Becoming an engaging teacher (BaET)
· Course 2 - Designing curricula and learning environments (DCLE)
· Course 3 - Emerging issues in academic practice (EiAP)
Each course has a different structure and requirements and you are asked to actively engage in the course activities. These include live online sessions, various asynchronous activities, as well as individual and collaborative formative and summative assessments. 
All courses are Masters level (SCQF level 11).
Upon successful completion of all summative assessments, you will be awarded a postgraduate certificate and automatically receive the professional recognition status of Fellow of Advance HE, otherwise known as the Higher Education Academy (FHEA).
An overview of each of the three courses is provided below and more detail on each course is available in the Programme Aims section (starting on page 10).  


[bookmark: _Toc240982411]Becoming an engaging teacher (BaET) – course 1 
This course takes place during semester 1 (September – November). 
There are 4 half day live sessions which are recorded. There is a formative submission during the course and a summative submission at the January submission point (refer to the course Learn site for more information about the assessments). 
· Further information about the course can be found on the DRPS.

[bookmark: _Toc240982412]Designing curricula and learning environments (DCLE) – course 2 
This course takes place during semester 2 (February - April) over a 10-week period. Much of the course is asynchronous and there are live sessions which are recorded.  
There are 3 group assessment components (1 formative and 2 summative) with submission deadlines during the 10 weeks of the course. The final summative submission is due at the May submission point (refer to the course Learn site for more information about the assessments). 
· Further information about the course can be found on the DPRS.

[bookmark: _Toc240982413]Emerging issues in academic practice (EiAP) – course 3 
This course takes place over the summer and the following Semester 1 (between June and January). 
There is a mix of live sessions, writing retreats, self-directed learning, and peer support during the 36 weeks of the course.   
There are two summative assessments and one formative assessment during this period (refer to the course Learn site for more information about the assessments). 
· Further information about the course can be found on the DPRS.
[bookmark: _Toc240982414]Becoming a Fellow of the Higher Education Academy
The PgCAP is a programme accredited by Advance HE (formerly the Higher Education Academy) against Descriptor Two of the Professional Standards Framework (PSF), an internationally-recognised framework for benchmarking success within HE teaching and learning support.  
The PSF framework is available from the link shared below.
· Professional Standards Framework for teaching and supporting learning in higher education 2023.
By completing this programme, you will meet Descriptor 2 of the PSF and this is awarded to someone whose practice with learners has breadth and depth, enabling them to evidence all Dimensions. Effectiveness in teaching and/or support of high quality learning can be demonstrated through examples in practice across all Dimensions. The Programme is designed around the key elements of Descriptor 2 of the PSF and the assessments will allow you to show how each of these elements has been incorporated into your own academic practice. 
[image: D2 (Descriptor 2 of the PSF):
D2.1 - use of all five Professional Values.
D2.2 - application of all five forms of Core Knowledge. 
D2.3 - effective and inclusive practice in all five Areas of Activity. ]
Figure 2 - Descriptor 2 of the PSF which leads to recognition as Fellow. 
Image attribution: Professional Standards Framework for teaching and supporting learning in higher education 2023. Advance HE.  

We will assess how you meet the PSF D2 criteria across the programme. We have mapped the PSF dimensions to the programme learning outcomes and the learning outcomes for each course (further detail is provide in the Programme Aims section of this handbook). 
By engaging in the programme there is an expectation that you now have a deeper understanding of the student learning experience through engagement with all areas of activity, core knowledge, and professional values specified by the PSF. You should also have the ability to engage in effective and inclusive practices related to all areas of activity, and the ability to incorporate research, scholarship and/or professional practice into those activities.
[bookmark: _Toc240982415]Registering with Advance HE and obtaining your Fellowship Certificate
The Programme Administrator will inform you via email when you have successfully completed the programme requirements and give you details of graduation. Our Programme Administrator will notify Advance HE and let them know you have completed our programme. You will be required to register on the Advance HE website so that your fellowship record is confirmed. If you complete all requirements of the PgCAP, there are no further fees involved in becoming a Fellow of Advance HE through this route. If you leave the university and do not complete the programme, you will not receive a fellowship. 
[bookmark: _Toc240982416]Programme Aims 
The programme aims to introduce you to important issues in relation to academic practice and provides the opportunity for you to develop your academic practice in line with the vision set out in the PSF. It combines reference to theory and education literature with practical application and makes use of a wide variety of teaching and assessment strategies to demonstrate good practice.


[bookmark: _Toc240982417]Programme-level intended learning outcomes mapped against the PSF
The PgCAP Intended Learning Outcomes (ILOs) are designed to match Descriptor 2 of the PSF and are mapped against each other below:
	Intended Learning Outcome
	A1
	A2
	A3
	A4
	A5
	K1
	K2
	K3
	K4
	K5
	V1
	V2
	V3
	V4
	V5

	Critically analyse and apply research-informed approaches to teaching and learning
	
	x
	
	x
	
	x
	x
	x
	
	
	x
	
	x
	
	x

	Use relevant research and enquiry to develop high-quality curriculum design and learning environments
	x
	x
	x
	x
	
	x
	
	x
	x
	x
	x
	
	x
	
	x

	Ensure inclusive approaches are used for teaching and designing learning environments 
	
	
	
	x
	
	
	x
	
	x
	x
	x
	x
	
	x
	

	Critically and reflectively adopt active and engaged approaches to learning and teaching
	x
	x
	x
	x
	
	
	x
	x
	x
	
	x
	x
	
	
	x

	[bookmark: _Hlk121822730]Use relevant research, technical, and practical skills to be a confident digital practitioner in all dimensions of teaching
	x
	
	x
	
	x
	
	
	
	x
	x
	
	
	x
	
	



[image: Dimensions of the PSF:

Professional Values
In your context, show how you:
V1 respect individual learners and diverse groups of learners.
V2 promote engagement in learning and equity of opportunity for all to reach their potential.
V3 use scholarship, or research, or professional learning, or other evidence-informed approaches as a basis for effective practice. 
V4 respond to the wider context in which higher education operates, recognising implications for practice. 
V5 collaborate with others to enhance practice. 

Core Knowledge
In your context, apply knowledge of:
K1 how learners learn, generally and within specific subjects. 
K2 approaches to teaching and/or supporting learning, appropriate for subjects and level of study. 
K3 critical evaluation as a basis for effective practice. 
K4 appropriate use of digital and/or other technologies, and resources for learning. 
K5 requirements for quality assurance and enhancement, and their implications for practice. 

Areas of Activity]
In your context, demonstrate that you:
A1 design and plan learning activities and /or programmes.
A2 teach and/or support learning through appropriate approaches and environments. 
A3 assess and give feedback for learning. 
A4 support and guide learners.
A5 enhance practice through own continuing professional development. ]
Figure 3 - The Dimensions of the PSF. 
Image attribution: Professional Standards Framework for teaching and supporting learning in higher education 2023. Advance HE.  


[bookmark: _Toc240982418]Course Descriptors
· Full course descriptors are available through the DRPS. 

[bookmark: _Toc240982419]Course 1 - Becoming an Engaging Teacher (BaET)
This course is designed for participants to gain a rich understanding of how to develop staff-student and student-student educational relationships as the foundation of their practice. Participants will explore their identity as a teacher in relation to key theories and evidence-based approaches to teaching, such as: active learning; reflective practice; student engagement; and co-creation.  Participants will develop understandings of the link between building positive educational relationships and supporting inclusive learning communities. They will be provided with opportunities to explore cutting-edge developments in HE inclusive practice, including developing anti-racist pedagogy. Participants will have the opportunity to experience peer observation of teaching, which will provide feedback on their teaching practice. Participants will then be supported in reflecting on how the feedback from the peer observation of teaching, as well as ideas and examples from the course, can be applied to their own context to enhance their practice.  A strong emphasis will be placed on participants becoming engaged learners, active participants, and co-creating elements of the course.  Online environments are used for the teaching, learning and assessment of all courses on the Programme. This includes using Learn and Microsoft Teams, among other platforms, for synchronous and asynchronous activities and a range of interactive means of communication.
PSF Descriptor mapped against the course 1 learning outcomes
	Becoming an engaging teacher
	A1
	A2
	A3
	A4
	A5
	K1
	K2
	K3
	K4
	K5
	V1
	V2
	V3
	V4
	V5

	Demonstrate a critical understanding of the key concepts and theories around educational relationships and engagement

	
	X
	
	X
	
	
	X
	
	
	
	X
	
	
	
	X

	Apply concepts and theories from relevant research to enhance your own academic practice

	X
	X
	X
	
	X
	
	X
	X
	X
	
	X
	X
	X
	
	

	Demonstrate the ability to analyse teaching approaches and evaluate a range of options to ensure your practice is inclusive

	X
	X
	
	
	X
	X
	
	X
	
	X
	X
	X
	
	X
	

	Critically reflect on your own growth as a teacher

	
	
	
	
	X
	
	
	
	
	
	
	
	X
	
	X



Course 1 Assessment Overview
The assessment will require participants to draw on the PSF to reflect on their own experience and disciplinary context, as well as the knowledge and understanding gained from engaging with the course and literature. 
Participants are asked to submit a 4,000 word reflective portfolio based on their developing academic practice.  This comprises the following three parts:
· Part 1: Who am I as a teacher? (1000 words) 
· Part 2: Conduct a reflective evaluation of an element of your teaching and/or support for learning, and write up your evaluation (1500 words). 
· Part 3: Peer observation of Teaching.  Participants will be required to have their teaching observed, to reflect on the feedback they receive from an observer, and to connect this to a broader action plan for developing their future teaching practice (1500 words).
Peer observation of teaching is a compulsory part of this course.  It is possible to observe online sessions or to share online learning materials for feedback in lieu of face to face opportunities. The scheme will provide participants with the opportunity to have their teaching assessed by an experienced colleague, and reflections from this will form one of the entries to the final assessed portfolio.  

[bookmark: _Toc240982420]Course 2 - Designing curricula and learning environments (DCLE)
In this course we will provide a broad introduction to designing curricula and learning environments in higher education. We will begin by considering the basics of course and programme design, including University approval processes. We will discuss broad conceptualisations of curriculum, to include all aspects of the student learning experience. We will invite participants critically to consider space, place and time in learning and the implications of post-digital and hybrid approaches. Important through-lines for the course are inclusive design and education for sustainability. 
We will run the course wholly online over a ten-week period. Learning and teaching activities will include short video introductions, reflective blogging, synchronous and asynchronous discussion, and group design activities.
PSF Descriptor mapped against the course 2 learning outcomes
	Designing curricula and learning environments
	A1
	A2
	A3
	A4
	A5
	K1
	K2
	K3
	K4
	K5
	V1
	V2
	V3
	V4
	V5

	Apply specific knowledge, skills and understanding to complete paperwork for course approval effectively
	X
	
	X
	X
	
	
	X
	
	
	X
	
	
	X
	
	X

	Design courses that show critical awareness of flexible pedagogies including multimodality and hybridity
	X
	X
	X
	X
	
	X
	X
	
	
	X
	X
	X
	
	
	

	Critically reflect on the impact of different course design approaches on inclusive learning
	X
	
	
	
	
	X
	X
	
	X
	
	X
	X
	
	X
	

	Evaluate different approaches to course design in light of University strategic priorities and the wider purposes of higher education
	
	
	
	
	X
	
	X
	X
	
	
	
	
	X
	X
	



Course 2 Assessment Overview
The assessment will require participants to draw on the PSF to reflect on their own experience and disciplinary context, as well as the knowledge and understanding gained from engaging with the course and literature. 
Participants are asked to submit the following four components:  
· Part 1: Group course design proposal 
· Part 2. Group course rationale as either screencast, podcast, or video. 
· Part 3: Group design of a CC licenced resource for that course. 
· Part 4. Individual reflective blog on the process (1000 words).
You are required to draw on your own experience and disciplinary context, as well as on the knowledge and understanding gained from engaging with the course and literature.  Detailed guidance and support will be provided. You are required to participate in group work as well as individual work, and the assessment will be multi-modal in nature.  

[bookmark: _Toc240982421]Course 3 - Emerging issues in academic practice (EiAP)
The aim of the course is to allow participants to design and implement an in-depth learning project into a topical issue of their choice in academic practice. The course will allow students to develop their educational research and design skills, produce writing and outputs appropriate to their project and engage in academic debate that is useful and relevant to their roles. While the topic will be the students’ choice, it is envisaged that they will design projects that are relevant to their Service or School’s Learning and Teaching Strategy, their disciplinary context, wider University strategy, mission, policy and objective, as well as emerging issues in the higher education sector. 
This is a co-created course where students work in conjunction with teaching staff to define and critically investigate learning and teaching practices. Students will lead in developing their project aims, plans, finding appropriate resources and making use of and investigating their topics. The course will be taught online in common with the rest of the PgCAP programme. However, we provide in-person writing retreats at critical times of the year to encourage peer learning and networking. 

PSF Descriptor mapped against the course 2 learning outcomes
	Emerging issues in academic practice
	A1
	A2
	A3
	A4
	A5
	K1
	K2
	K3
	K4
	K5
	V1
	V2
	V3
	V4
	V5

	Propose and undertake an independent and self-driven learning and teaching project on a topic of your choosing

	X
	X
	
	X
	X
	
	X
	X
	
	X
	X
	
	X
	
	

	Critically evaluate and synthesise the knowledge base relevant to your project

	
	
	X
	
	
	X
	X
	
	X
	
	
	
	X
	X
	

	Apply an evaluation or research-based framework appropriate to the learning project, and analyse the evidence to show the efficacy of your approach

	
	
	
	
	X
	
	X
	X
	
	
	
	X
	X
	
	X

	Share the findings from the learning project in a format appropriate to the learning environment and context

	
	
	
	
	X
	
	
	X
	X
	
	
	
	X
	
	X



Course 3 Assessment Overview
Participants are asked to submit the following three components:  
· Project proposal (1000 words, summative) 
· Project presentation (formative, 5 minutes) 
· Final report (2000 words, summative)
Each assessment will address a substantive aspect of the emerging issue that you have chosen to focus on.   You will also be required to demonstrate knowledge and understanding of the relevant scholarship and literature on your chosen topic.  Detailed rubrics, information, guidance and support will be provided.  You will have an opportunity to gain tutor and peer feedback on the Proposal and on the Presentation.  
[bookmark: _Toc240982422]Provisional Dates for Academic Year 2026-27
Please refer to the Learn site for each course to get up to date information about the course activities and deadlines. 


[bookmark: _Toc240982423]Course 1 - Becoming an Engaging Teacher (BaET)
· Wed 30th September 2026	1.00 pm - 4.00 pm
· Wed 14th October 2026	1.00 pm - 4.00 pm
· Wed 28th October 2026	1.00 pm - 4.00 pm
· Wed 11th November 2026	1.00 pm - 4.00 pm
· Formative assessment deadline:  Thursday 22 October 2026 at noon 
· Summative assessment deadline: Thursday 28 January 2027 at noon
[bookmark: _Toc240982424]Course 2 - Designing curricula and learning environments (DCLE)
Block 1 - 22nd Feb – 7th March
· Live session 1: 22nd February (12.00 pm – 1.00 pm)
Block 2 - 8th - 21st March
· Live session 2: 8th March (12 pm – 1.00 pm)
· Group work live session 1: 18th March (10.00 am - 12.00 pm)
Block 3 – 22nd March – 4th April
· Live session 3: 24th March (12.00 pm – 1.00 pm) 
· Group work live session 2: 30th March (11.00 am -13.00 pm)  
Block 4 - 5th - 18th April
· Live session 4: 8th April (12.00 pm – 1.00 pm)
· Group work live session 3: 6th April (3.00 pm - 5.00 pm)  
Block 5 - 19th April - 2nd May
· Live session 5: 23rd April (12.00 pm – 1.00 pm) 

	Assessment  
	Assessment Focus 
	Submission deadline  

	Part 1 (formative)  
	Group course design proposal 
	4th April (end of block 3) 

	Part 2 (summative)  
	Group course rationale 
	18th April (end of block 4)  

	Part 3 (summative)  
	Group CC licensed resource 
	2nd May (end of block 5)  

	Part 4 (summative)  
	Individual Reflection 
	27th May 2026 (by noon) 



[bookmark: _Toc240982425]Course 3 - Emerging issues in academic practice (EiAP)
[bookmark: _Toc240982426]Course 3 Live Sessions 
· Session 1 – Introduction:  – Weds, 2 June, 2027 (1.00 pm - 4.00 pm, online, required) 
· Session 2 – Project summary: Thurs, 10 June, 2027 (10.00 am -11.30 am, online, required) 
· Session 3 – Project plan: Mon, 21 June, 2027 (2.00 pm - 3.30 pm, online, required) 
· Proposal writing retreat 1: Friday, 25 June,2027 (1.00 pm – 4.00 pm, hybrid, optional) 
· Proposal writing retreat 2: Monday, 28 June,2027 (12.00 pm - 3.00 pm, hybrid, optional) 
· Session 4 – Project updates – Oct or Nov 2027, TBC (online, required) 
· Final report writing retreat 1 – January 2028, TBC (hybrid, optional) 
· Final report writing retreat 2 – January 2028, TBC (hybrid, optional) 
[bookmark: _Toc240982427]Course 3 Assessment Deadlines 
Assessment 1: Proposal deadlines (We have rolling, multiple submissions for the Proposal to support flexibility with summertime schedules and commitments): 
· Submission 1: Thursday, 1 July,2027 12pm 
· Submission 2: Thursday 12 August, 2027 12pm
· Submission 3: Thursday, 16 September, 2027 12pm 
· Submission 4: Thursday, 21 October, 2027 12pm
Assessment 2: Presentation deadline: Thursday, 13 January, 2028 12pm 
Assessment 3: Final Report deadline: Thursday, 27 January, 2028 12pm
[bookmark: _Toc240982428]Assessment submission and marking processes
We offer 2 final summative submission deadlines each year. Any resubmissions will also be expected to be submitted by these deadlines. Any non-submissions will be recorded as a Not Yet Pass unless an extension has been agreed. 
[bookmark: _Toc240982429]January 2027 Summative Assessment Deadline Thursday, 28th January 2027 at noon (UK time)
· Final summative submission point for course 1 (BaET). 
· This is also an assessment submission point for resubmissions and for those progressing outside the 18-month programme timeline. 
[bookmark: _Toc240982430]May 2027 Summative Assessment Deadline Thursday, 27th May 2027 at noon (UK time)
· Final summative submission for course 2 (DCLE). 
· This is also an assessment submission point for resubmissions and for those progressing outside the 18-month programme timeline.
[bookmark: _Toc240982431]January 2028 Summative Assessment Deadline Thursday, 27th January 2028 at noon (UK time)
· Final summative assessment for course 3 (EiAP) 
· This is also an assessment submission point for resubmissions and for those progressing outside the 18-month programme timeline.
[bookmark: _Toc240982432]Submitting Assessments
Please refer to individual course guidance about submitting any formative and summative assessments which are due during the taught element of each course. You will find details of the course assessments in the Course Descriptors section of this handbook and in the Learn site for each course.
The final summative assessment for each course should be submitted via Learn. Detailed guidance about this can be found on the Learn site for each course. Please refer to the Assessment Folder in Learn which contains the following information:
· An assessment overview and submission guidance.
· Assessment criteria and marking guidance.
· AI tools and misuse guidance for each course (note that this differs between courses).
· The submission Dropboxes for each submission deadline.

[bookmark: _Toc240982433]Educational Literature and Referencing
The PgCAP is a Masters level postgraduate programme (SCQF level 11) and you will be expected to critically engage in relevant higher education literature. Each course will signpost relevant literature by sharing a resource list as a starting point. You will find it beneficial to explore literature beyond this suggested list, particularly education literature which focuses on your disciplinary area. 
You will be expected to appropriately reference any literature you cite. The Harvard referencing system is predominantly used by Moray House School of Education and Sport (MHSES) and we will accept other referencing systems if used consistently. We do not accept footnotes style referencing systems such as the Chicago-Style.  
· Education Subject Guide.  
· Referencing and Reference Management.
· Resource list guidance for students.  
[bookmark: _Toc240982434]Extensions and Exceptional Circumstances
We expect all PgCAP students to submit work at the communicated deadlines. As we have a Pass/Fail course, any non-submission without an agreed extension or interruption of study will be considered a Not Yet Pass (or Fail).
· Your course organiser is able to offer you a 1 week extension to the submission deadline for any expected submissions. Please email your course organiser directly to request a 1 week extension.
There may be unexpected circumstances which prevent you from submitting an assessment on time. Please contact the Programme Director (celeste.mclaughlin@ed.ac.uk) or the Student Adviser (eda.ulus@ed.ac.uk) if the Programme Director is unavailable. This should be done at the earliest opportunity to find out what support we may be able to offer. 

[bookmark: _Toc240982435]Generative AI
The PgCAP will follow the MHSES policy on Generative AI tools and misuse which is based on University policy. The following overview has been taken from the MHSES Student Hub:  
The University of Edinburgh's core policy is that you must not present AI-generated content as your own work. Doing so is considered academic misconduct. You should also use these tools with caution, as over-reliance on generative AI can negatively affect your learning by "offloading" the development of your own critical thinking skills. Furthermore, AI models can perpetuate harmful biases and fabricate information. 
It's also important to know that you will never be required to pay for an AI tool to complete your assessments. As a student, you have free access to the Edinburgh (Access to) Language Model (ELM) and Copilot within Microsoft Office 365. 
Using AI tools that are not provided by the University of Edinburgh can present risks. You may be sharing your personal data, and there could be legal consequences if you upload content that you do not have permission to use.
Please refer to the Learn site for each course to understand which of the following 4 approaches is adopted for each course:
· No Use of GenAI.
· GenAI for Editing Only.
· GenAI for Planning and Editing.
· GenAI Assisted.
Please note that you must acknowledge your use of GenAI as part of the assessment submission process when you will be asked to include a Student Statement on the Use of GenAI as a cover sheet to your assessment (or as a built-in declaration form), as well as information about any prompts used in an appendix. Further guidance will be provided during each course.
In common with all programmes in the University, we take academic misconduct seriously on the PgCAP. Please review the ‘good’ academic practice suggestions outlined in the Study Hub resources:
· Avoiding misconduct and ‘good’ academic practice.
[bookmark: _Toc240982436]Useful Gen AI Information and Resources
· Using generative AI in your studies: guidelines for students.
· ELM - the University of Edinburgh's AI innovation platform.
· MHSES Generative AI Guidance for Students.
· Using Generative AI Tools in Academic Work.

[bookmark: _Toc240982437]Marking and Moderation
All assignments submitted for the PgCAP will be marked and a sample then internally moderated.  The marking rubrics require markers to indicate if the relevant PSF Dimensions have been met in addition to the academic learning outcomes. We aim to return provisional assessment outcomes (subject to moderation and confirmation by the following Board of Examiners) and feedback comments to you within three weeks of the assignment due date.  We use a Pass/Fail approach to assessment. Together with the comments, you will be informed of the assessors' decision of whether it qualifies as a Pass or whether more work is required for it to pass (in which case you would receive ‘Not Yet Pass’ and be asked to re-submit for the next deadline).  
The five Programme outcomes associated with the Postgraduate Certificate in Academic Practice translate into five criteria to guide assessment across the Programme. 
A “Pass” is contingent on participants completing assignments in ways that demonstrate they have met the learning outcomes for course (these are shared in this handbook and they are also available on Learn or on the Degree Regulations and Programmes of Study - DPRS).
All programme participants are asked to follow the assessment guidance and criteria included under the ‘Assessment’ folder in each Learn course.  Here you will find the marking rubric used for each course. 
In order to meet the intended learning outcomes and award a Pass the marker must be satisfied that all parts of Descriptor 2 of the PSF (D2.I, D2.2, and D.2.3) are adequately covered in the assessment for the three courses.  D2 is addressed through the relevant Areas of Activity, Core Knowledges, and the Professional Values. If any part of the Descriptor is not met, then feedback needs to be given on what the student needs to do to meet these requirements upon resubmission.
The standards required for a Pass are derived from and consistent with those of the University Postgraduate Common Marking Scheme. However, in line with other professional development programmes at postgraduate level, the Scheme's grading is not used and assignments are assessed on a Pass/Not yet pass basis. Once a Pass has been achieved and confirmed by the Board of Examiners it is recorded on the University’s EUCLID database.  
[bookmark: _Toc240982438]Board of Examiners
The Board of Examiners meets twice a year (usually in spring and autumn). The Board reaches a decision, based on your submission, whether you have successfully completed all the requirements for the PgCAP and whether you are now eligible for FHEA.  All members of the Board, with the exception of the Convenor, and Regulations Experts hold at least FHEA and are qualified to make Fellowship judgements. 
[bookmark: _Toc240982439]Assessment Resubmissions
In the case of an assignment that is deemed to be not yet of the required standard (Not yet pass), you are allowed to resubmit once in each course.  If, upon resubmission, your assignment still does not yet qualify as a 'pass', the course will be considered 'failed'. This means that you are given two total attempts to Pass a summative assessment in the PgCAP, noting that a non-submission without extension is considered an attempt. 
Not meeting the required standard on the resubmission in the courses means that you will not be able to graduate from the Programme. 

[bookmark: _Toc240982440]Academic Appeals
The University website spells out the formal complaints procedures for academic appeals and can be found here:
· What is an appeal.

[bookmark: _Toc240982441]Programme Expectations
We hope you find this programme engaging and welcoming. We’re sharing some information below which should help you understand what to expect on the programme. 

[bookmark: _Toc240982442]What you can expect of the programme team
[bookmark: _Toc240982443]Offering well-planned and engaging learning opportunities
When designing our programme, we try to offer well-planned, varied and engaging learning opportunities. These include individual and collaborative activities in both synchronous and asynchronous modes. 
[bookmark: _Toc240982444]Assessments that support and advance your development
The assessments have been designed to help you advance your expertise as a practitioner and university teacher/educator whilst taking into consideration your different needs and circumstances. We will offer you constructive guidance and support in undertaking assessed work within the resources available to us. 
[bookmark: _Toc240982445]Welcoming your comments
We will actively seek feedback from you about your experiences and perceptions of the various components of the programme and consider your views and suggestions when revising and enhancing it. 
[bookmark: _Toc240982446]Engaging with your diverse needs and interests
We recognise that programme participants vary widely by identity, discipline and subject area, and that you will bring a wealth of prior experiences of teaching and learning in universities. You will have a range of commitments including teaching responsibilities and different needs and expectations from the programme. We will try to ensure that our programme activities offer scope for you to engage with your current concerns and interests, while laying the groundwork for future development of your expertise in university teaching. 

[bookmark: _Toc240982447]What we expect of you
[bookmark: _Toc240982448]Share your practice though collaboration
The diverse background of programme participants offers you and your peers an opportunity to share different perspectives and approaches to your academic practice. You should be willing to engage in collaborative activities to learn from others and to actively share your knowledge and experience with peers.
[bookmark: _Toc240982449]Engage in Course Activities
The education literature and personal accounts shared by previous programme participants attest to the fact that learning about teaching in higher education is usefully enriched through conversations and critical dialogue with colleagues within as well as across subject areas. We therefore place a strong emphasis in this programme on engagement. Different courses will offer you guidance about what they expect of you and how to engage in the various course activities planned. 
[bookmark: _Toc240982450]Time and workload
To get the most from the programme you will need to allocate time to focus and engage with all 3 courses which equates to 600 notional hours of learning.
We understand that you may not be able to participate in the all of the synchronous/live sessions and we do record these. We expect you to actively engage in the majority of course activities in a timely manner. There is some flexibility however there will be set timeframes and it is your responsibility to be aware of these and to meet them. You will find it helpful to put key dates in your diary and to carve out time to work on course activities, to read and engage with course materials, and to work towards the assessment requirements for each course. 
We realise that despite careful planning on your part exceptional circumstances may arise that are outside your control. In these exceptional circumstances it is your responsibility to contact us and keep us updated. 

[bookmark: _Toc240982451]Programme Representatives and Student Voice
The Student-Staff Liaison Committee (SSLC) is a forum for consultation between the staff and students of each School. Across the University, SSLCs play an important role in the dissemination of information to students and are an essential element in the Quality Enhancement procedures. Given that participants in the PgCAP programme are predominantly staff from across the University, the SSLC for this programme takes a different form.  
Programme representatives play an important role in improving the student experience by representing the views of their peers. They are invited to attend programme team meetings and be actively involved in the SSLC for the programme. We have two programme representatives from the current programme and opportunities to become a programme representative will be shared via your student email. 
We will hold a SSLC activity once per semester and we will collaborate with your Programme Representatives to co-create this activity. Further details will be shared via your student email. 
The University is working in partnership with students to enhance student voice and has a new Student Voice Policy, Student Voice Charter and Student Voice Framework.
· Student Voice.

[bookmark: _Toc240982452]Student Support 
The PgCAP programme offers you an opportunity to join a community of educators who bring diverse experiences and teaching approaches based on their disciplinary backgrounds. We encourage you to contribute to this community to share your practice and learn from each other.  We introduce you to this community at a Welcome Session where we will introduce you to the programme team and offer you an opportunity to meet your peers on the programme. We encourage you to contribute to course and programme collaborative activities and to contact the Academic Cohort Lead if you have suggestions about engaging with your peers.
· Academic Cohort Lead: Dr Celeste McLaughlin (celeste.mclaughlin@ed.ac.uk)
All participants on the PgCAP can consult the Student Adviser who will be happy to discuss queries related to pastoral support, as well as options for taking a break from studies. 
· Student Adviser: Dr Eda Ulus (eda.ulus@ed.ac.uk).
The PgCAP Student Adviser may consult with Student Advisers in Moray House School of Education and Sport and the wider programme team as needed to offer effective support. All Student Adviser conversations will be confidential. 
[bookmark: _Toc240982453]Schedule of Adjustments/ Disability Support
As a registered PgCAP student, you are eligible to inquire about potential/ongoing disability-related support for your studies.  
The following links provide useful information:
· The University’s Disability and Learning Support Service (DLSS). 
· Help and guidance for students. 
A Schedule of Adjustments refers to adjustments that are put into place to support an individual’s learning circumstances.  They inform the programme team about your needs and will be implemented to support you throughout your time on the PgCAP.  
[bookmark: _Toc240982454]Taking a break from your studies
There may be times in which life circumstances may require taking a break from the programme.  Please contact the Student Adviser to talk through possible options to help you explore what may be appropriate in your circumstances.   
[bookmark: _Toc240982455]Authorised Interruption of Study
Information about an authorised interruption of study is available below, and includes a checklist of factors to consider: 
· Authorised interruption of study.
It is recommended that PgCAP students meet with the Student Adviser to explore this option. 

[bookmark: _Toc240982456]Technology
We use a number of university systems and technologies during the programme. As you are a student on the programme you will need to login to systems and technologies using your student credentials. 
We will communicate with you using your student email and through Learn. Please ensure you check your student emails regularly. To stay up to date, we recommend ‘forwarding’ any emails from your student account to your staff account.
· Information about the email service for University of Edinburgh staff and students. 
[bookmark: _Toc240982457]Useful Resources
· Contact the IS Helpline.
· The MHSES Student Hub.
· Academic Skills: Advice and support for students.

[bookmark: _Toc240982458]Registration and fees
All staff are eligible to apply to the programme although priority is given to academic staff on lecturer or teaching fellow contracts. 
To complete the programme, you must be able to show successful practice across all of the Areas of Activity from the UKPSF, so if you have limited teaching duties, this may not be possible:
A1 Design and plan learning activities and/or programmes of study.
A2 Teach and/or support learning through appropriate approaches and environments.
A3 Assess and give feedback for learning.
A4 Support and guide learners.
A5 Enhance practice through own continuing professional development.
Successful applicants will be notified by email and dates of semester 1 teaching sessions will be shared. Please contact PgCAP@ed.ac.uk as soon as possible if you are unable to make any of the teaching sessions. 
[bookmark: _Toc240982459]Programme Registration
You will need to formally register and matriculate before the programme starts. Details about how to do this will be shared when you are offered a place so please follow the instructions carefully. 
Please note that you will need to use your student credentials for the programme so you will need to matriculate before the programme starts. 
We’re sharing some resources that you may find useful as you navigate University systems from a student perspective:  
· Information for Students. 
· New Students. 

[bookmark: _Toc240982460]Programme Fees
Programme participants employed by The University of Edinburgh are eligible for a fee waiver. If you leave the University before you complete the programme, you will be liable for fees and will need to self-fund outstanding courses. 
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