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1. The purpose 
The purpose of this guidance is to provide advice and information for those that are 
involved in the process of developing curriculum documentation for formal learning 
opportunities relevant to occupational therapy for endorsement by the College of 
Occupational Therapists. 
 
This Guidance is part of a series of Guidance documents, which may also be of 
interest to you: 
COT EP1 Guidance for including a formal learning opportunity on the Learning 
Opportunities Database 
COT EP3 Guidance on jointly developing a formal learning opportunity with the 
College of Occupational Therapists 
 

2. The aim 
The aim of this guidance is to assist education/training providers in identifying if their 
formal learning opportunity may be appropriate for endorsement by the College and 
to assist them in preparing their documentation to meet our endorsement conditions. 

 
3. The benefits to education/tra ining providers 

¥ Enhanced quality assurance of currency, relevance, occupational philosophy and 
educational level 

¥ Add value to your formal learning opportunity making it more attractive to 
people working in occupational therapy or occupational therapy-related jobs 

¥ Be able to request the involvement of the professional body in Masters level 
programme approval and review 

¥ Free inclusion on the Interactive Learning Opportunities Database for one year, 
advertising your formal learning opportunity to 29,000 + members of the 
professional body. 

 
4. Formal learni ng opport unity endorsement 
4.1 Types of formal learning opportu nities suitable for endorsement 
  Formal learning opportunities are typically provided by an education or training 

provider, structured (in terms of learning outcomes, learning time or learning support) 
and leading to some form of formal recognition (for example certifi cation or award). 
Formal learning is intentional from the learnerÕs perspective (COT 2006).  Formal 
learning opportunities will be of interest, relevance and of educational value to our 
members. 

4.1.1 Formal learning opportunities can include short courses, modules, full programmes, 
events, study days, conferences, workshops and other interactive learning 
opportunities for example board games.  

4.1.2 Formal learning opportunities endorsed by the College are assessed against criteria to 
ensure the quality of the teaching and learning strategy, educational and professional 
philosophy and assessment (formal or self-assessment). The content is relevant to and 
appropriate for the level and specialism stated by the education/training provider.  
Formal learning opportunities that are multi-professional have signifi cant subject 
matter for them to be of direct relevance to occupational therapy. 

4.1.3 Formal learning opportunities delivered by an independent or awarding body, 
including Higher Education Institutions and further education colleges, will normally 
be endorsed for fi ve years or pro rata to be in line with the existing validation period, 
if preferred, with a minimum of one yearÕs endorsement. 

4.1.4 Formal learning opportunities delivered by independent providers and commercial 
companies will normally be endorsed for one year. 

4.2 The endorsement decision 
4.2.1 The formal learning opportunity will be considered by the assessor(s) against the 

criteria detailed at the back of this guidance.  The assessors will make conditions, 
recommendations and commendations to the formal learning opportunity.  A 
condition is made where a criterion must be resolved satisfactorily before 
endorsement can be given.   A recommendation is professional or academic advice, 
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which is useful in facilitating or extending debate but with which the 
education/training provider is not obliged to concur.  In receiving feedback on a 
formal learning opportunity, the College would normally expect to receive the 
education/training providerÕs response to the assessorÕs recommendations, in addition 
to it being satisfied that all the conditions have been met.   

4.2.2 If the formal learning opportunity content undergoes a change of 30% or more during 
the agreed endorsement duration, the College must be notifi ed in writing prior to 
delivery in order for endorsement to be maintained.  A change to the assessment 
criteria must be always be notifi ed to the College. 

4.2.3 The endorsement process will normally take six weeks from the date that full 
documentation is received at the College to when an initial endorsement decision is 
communicated back to the education/training provider.  To ensure that endorsement is 
given in as timely way as possible, the responsibility for meeting the conditions 
and/or recommendations lies with the education/training provider.  It may take a 
further six weeks from the College receiving the amended application before an 
endorsement decision can be reached, although this wil l be expedited where possible.  
Therefore it is advised that the application for endorsement is made to the College at 
least four months in advance of its delivery. 

4.2.4 The College does not permit any education/training providers to use the professional 
body logo.  The sentence ÔEndorsed by the College of Occupational TherapistsÕ may 
be used in advertising material and within the course documentation for the duration 
of the endorsement duration.  After the endorsement duration, it MUST either be 
removed or the course documentation submitted for further endorsement ensuring that 
continued endorsement is maintained. 

4.2.5 The College will work with education/training providers to achieve endorsement by 
making conditions and/or recommendations to the application.  Should these 
conditions consistently not be met, the College may exert its right to inform the 
education/training provider that it is not appropriate for endorsement of the formal 
learning opportunity to be given at this time. 

4.2.6 Education/training providers are encouraged to use the criteria outlined on pages 7 
and 8 of this document to assist in submitting appropriate documentation. 

4.3 Fees for  endorsement 
4.1.5 The fee for having a short course, module, event, study day, conference, workshop 

and other interactive learning opportunity e.g. a board game delivered by an 
independent or awarding body endorsed by the College, is £750.00 + VAT for fi ve 
years or pro rata for a minimum of one year.  The fee for having a full programme 
delivered by an independent or awarding body endorsed by the College is £1,000 + 
VAT for fi ve years or pro rata for a minimum of one year. 

4.3.2 The fee for having a formal learning opportunity delivered by an independent or 
commercial company endorsed by the College is £1,000.00 + VAT for one yearÕs 
endorsement. 

4.3.3 There is a non-refundable administration fee included in the above fees for all formal 
learning opportunities submitted for endorsement, should an education/training 
provider not meet the requirements for endorsement.  For independent or awarding 
bodies this non-refundable fee will be £100.00 + VAT.  For independent providers 
and commercial companies the non-refundable fee will be £200.00 + VAT. 

4.3.4 A 10% discount of the total cost after tax will apply for education/training providers 
that apply for endorsement of between two and four formal learning opportunities at 
the same time.  A 15% discount of the total cost after tax will apply for 
education/training providers that apply for endorsement of fi ve or more formal 
learning opportunities at the same time. 

4.4 Inclusion on the learning opport uniti es database. 
4.4.1  Unless otherwise requested, whilst a formal learning opportunity is undergoing the 

endorsement process it will be automatically included on the learning opportunities 
database free of charge.  Please note that this will come into affect after the database 
has been launched. 

4.4.2 Unless otherwise requested, all formal learning opportunities delivered by an 
independent or awarding body that have been successfully endorsed by the College 
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will receive automatic inclusion on the learning opportunities database for the first 
year, at no additional cost to the education/training provider. After the fi rst year of 
endorsement, a fee of £200 + VAT per year will be payable for continued inclusion 
on the database. 

4.4.3 Unless otherwise requested, all courses delivered by an independent provider or 
commercial company will receive automatic inclusion on the learning opportunities 
database at no additional charge to the education/training provider. 

4.4.4 If the formal learning opportunity does not meet the criteria for endorsement, it will 
be removed from the learning opportunities database unless full payment is received 
for its inclusion.  Information on the database is available in the document COT EP1 
Guidance for including a formal learning opportunity on the Learning Opportunities 
Database 

4.4.5 Should an education/training provider seek endorsement after the formal learning 
opportunity is initially included on the database, the education/training provider will 
be required to pay the endorsement fee in addition to the fee already paid for 
inclusion on the database. 

4.4.6 The formal learning opportunity will be highlighted on the database as ÔEndorsedÕ 
until the end of the course endorsement period. 

5. Re-endorsement  
5.1 A document clearly mapping any changes to the formal learning opportunity should 

be submitted along with documentation for re-endorsement. 
5.2 If the College judges that signifi cant changes have been made to the formal learning 

opportunity, it will be required to go through the full endorsement process at the full 
fee.  If the College judges that minor changes have been made, the re-endorsement 
fee will be 50% of the original fee.  
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5. Applying for endorsement 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Education/training provider will be asked to complete an online proforma for inclusion 
on the Interactive Learning Opportunities Database.  There will not be a charge for this. 
 

a) Education/training providers that are delivering a formal learning opportunity 
through an awarding body e.g. a Higher Education Insti tution or further education 
college should send 1 copy of the course documentation along with any handouts, 
presentation slides and bibliography to the Education Offi cer (Accreditation).   

b) Education/training providers that are not delivering a course through an awarding 
body e.g. independent organisations and commercial companies, should send 2 
copies of the course documentation along with any handouts, presentation slides, 
bibliography, CVs of the trainers and evaluation and monitoring form to the 
Education Offi cer (Accreditation).   
 

The criteria for endorsement will facilitate the development and preparation of course 
documentation to the required standards.  The documentation should be submitted with 
payment for the full amount for endorsement.   
 

The Education Offi cer (Accreditation) will send the course documentation to the Course 
Assessor(s) who will consider it against the criteria for course endorsement to reach an 
endorsement decision.  The decision reached will be one of the following: 

a) Endorsement given without conditions.  Recommendations may be given.  
b) Conditions to be met Ð these will be outlined in writing.   
c) Endorsement not given Ð for courses that are not relevant and/or appropriate for 

occupational therapy personnel.  End of endorsement process- consider including the 
course on the interactive learning opportunities database.  See COT EP1 Guidance for 
including a formal learning opportunity on the Learning Opportunities Database (College 
of Occupational Therapists, 2006) 

In receiving conditions and /or recommendations to achieve course endorsement, the 
education/training provider should resubmit the required number of copies of amended 
course and supporting documentation, along with a covering letter to outline what 
amendments have been made to the documentation and identify page numbers for easy 
reference.  

Once the conditions of endorsement have been met, the College will write to the 
education/training provider to inform them that endorsement has been given. 

The course will then be included on the Learning Opportunities Database, highlighted as 
ÔEndorsedÕ. 

Initial enquiry received by the Education Offi cer (Accreditation).  The education/training 
provider will be informed of the fee for endorsement, including a non-refundable 
administration fee which will be deducted and retained by the College should 
endorsement not be obtained. 
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Applying for re-endorsement 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

One of the following decisions will be reached: 
 

a) The formal learning opportunity has undergone signifi cant change and is required 
to go through the full endorsement process again as detailed on page 5 of this 
guidance.   The College will invoice the education/training provider for the full 
endorsement fee. 

b) The formal learning opportunity has undergone minor change(s) and is not 
required to go through the full endorsement process again.  The College will 
invoice the education/training provider for continued endorsement. 

 

a) Education/training providers that are delivering a formal learning opportunity 
through an awarding body e.g. a Higher Education Insti tution or further education 
college should send 1 copy of the course documentation along with any handouts, 
presentation slides, bibliography and a document mapping the changes made 
to the formal learning oppor tunity, to the Education Offi cer (Accreditation).   

b) Education/training providers that are not delivering a formal learning opportunity 
through an awarding body e.g. independent organisations and commercial 
companies, should send 2 copies of the course documentation along with any 
handouts, presentation slides, bibliography, CVs of the trainers, evaluation and 
monitoring form and a document mapping the changes made to the formal 
learni ng opportu nity, to the Education Offi cer (Accreditation).   
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6. The cri teria for formal learning opportu nity endorsement by the College Met? 
 
6.1 Programme design and delivery cri teri a 

 

6.1.1   There is a broad statement that describes the professional and educational philosophy and 
rationale for the formal learning opportunity. 

 

6.1.2    Participant effort hours, tutor directed hours and the mode(s) of delivery are appropriate 
for the level of the formal learning opportunity and the type of occupational therapy 
personnel for which it is intended. 

 

6.1.3 The level of the formal learning opportunity is identifi ed according to either of the   
             following: 
¥ Qualifi cations accredited by a recognised regulatory body (QCA, SQA,  

ACCAC or CCEA) are identifi ed according to the National Qualifi cations Framework 
(NQF) at Levels 1 to 7 in England, Wales and Northern Ireland or to the Scottish Credit 
and Qualifi cations Framework (SCQF) at Levels 1 to 12 in Scotland.  Information on 
the NQF can be located at www.qca.org.uk and information on the SCQF at 
www.scqf.org.uk. 

¥ Formal learning opportunities where academic qualifi cations are not obtainable 
(normally issue a certifi cate stating that the student has successfully completed the 
formal learning opportunity) are identifi ed according to their own assessment criteria.  
For short courses, modules or programmes of study this will normally be a formal 
assessment.  For events, study days, conferences workshops and other interactive 
learning opportunities e.g. board games, a self-assessment may be used, which should 
be provided to delegates.  The assessment is clearly defined, appropriate and a draft 
certifi cate is included. 

 

6.1.4 Where the credit rating of the formal learning opportunity is specified within the 
documentation it is appropriate for the content and level. 

 

6.1.5 The documentation is mapped against the NHS Knowledge and Skills Framework 
(KSF), where appropriate.  Information on the KSF can be located at www.dh.gov.uk. 

 

6.1.6 The occupational therapy personnel for whom the formal learning opportunity is 
intended are clearly defined, for example ÔEntry level practitionerÕ or ÔPractitioner after 
1 years practiceÕ in ÔMental HealthÕ or ÔPhysical DisabilityÕ. 

 

6.2      Curri culum cri teria  
6.2.1 The aims and learning outcomes of the formal learning opportunity are clearly explained 

and are achievable given the duration of study, learning resources and participant 
support. 

 

6.2.2 The learning and teaching strategy is clearly articulated and enables students/delegates 
to satisfactorily meet the learning outcomes of the formal learning opportunity. 

 

6.2.3 The content of the formal learning opportunity is relevant to occupational therapy.  
6.2.4 The content of the formal learning opportunity is accurate.  
6.2.5 The content of the formal learning opportunity is up to date.  
6.2.6 Where the formal learning opportunity is offered to a number of diff erent professional 

groups there is signifi cant subject matter relevant to Occupational Therapy to develop 
the knowledge and skills of Occupational Therapists to the identifi ed level e.g. a 
practitioner after 1 year of practice. 

 

6.3       Assessment cri teria  
6.3.1    The level and type of assessment is appropriate for students to demonstrate that they 

meet the learning outcomes. 
   

6.3.2    The style of assessment accords with the level and type of the formal learning 
opportunity. 

 

6.3.3     Learning opportunities that have a formal assessment are required to be assessed by the     
             education/training provider (normally the person delivering the course or a suitably                 
             qualifi ed person, for whom a CV has been submitted to the College).  Learning 

opportunities that have a self-assessment do not need to be formally assessed by the 
education/training provider. The self-assessment must be included in the 
delegate/participants pack to facilitate the application of learning in the workplace.  A 
proforma for self-assessment is available from the College on request. 

 



 8 
 
 

6.3.3    Where there are multiple components of a programme of study, progression details are 
clear and appropriate. 

 

6.4       Learner support  cri teria  
6.4.1    Participant support and guidance is identifi ed and appropriate, including potential 

adjustments that may need to be made for students with disclosed disabilities. 
 

6.4.2    The human, physical and learning resources are identifi ed, appropriate and accessible to 
all students for the duration of the formal learning opportunity and are stated within the 
documentation. This includes, where relevant; library facilities, equipment and 
information technology and that they are accessible. 

 

6.5       Formal learning opportu nity application and acceptance cri teria  
6.5.1   The pre-requisites are clearly stated, including minimum entry requirements.  
6.6      Bibliography cri teria  
6.6.1    A comprehensive and up to date bibliography is included.  
6.6.2    A standard referencing system is used in the bibliography e.g. the Harvard System.  
 
For  a formal learning oppor tunity that has not been approved by an awardi ng body 
 
6.7      Quality assurance cri teria Met? 
6.7.1 EducatorsÕ/trainersÕ Curriculum Vitaes (CVs) demonstrate experience and qualifi cations 

at an appropriate level for the level of the course.  A CV for the person assessing the 
formal learning opportunity (if diff erent to the educator/trainer) should be submitted for 
education/training providers delivering formal assessments. 

 

6.7.2 A process is in place to monitor student evaluations to ensure that quality is monitored 
and maintained. 

 

6.7.3 A mechanism is in place for submitting a summary of student evaluations to the College 
for review. 
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For further information on obtaining course endorsement by the College of Occupational Therapists, 
contact Karen Holmes, Education Officer (Accreditation) 

Tel: 020 7450 2351 or Email karen.holmes@cot.co.uk   
 

For information on registering a course on the learning opportunities database, contact June McCarthy, 
Learning Opportunities Database Administrator 

Tel: 020 7450 2336 or Email june.mccarthy@cot.co.uk  
 

College of Occupational Therapists, 106-114 Borough High Street, London, SE1 1LB 
 
 


