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The purpose
The purpose of this guidanceisto provide advice and informaion for those that are

involvedin the process of developing curriculum documertation for formal learnng
opportunitiesrelevart to occupational therapy for endorsemert by the College of
Occupational Theragsts.

This Guidarceis part of aseriesof Guidance documents, which may also be of
interes to you:

COT EP1 Guidancefor including a formal learning opportunity on the Learning
OpportunitiesDatabase

COT EP3Guidance on jointly devebping a formal lear ning opportunity with the
Coallege of Occupational Therapists

The aim

The aim of this guidanceisto assist education/training providersin idertifying if their
formal learring opportunity may be appropriate for endorsemert by the College and
to assist themin preparing their documertation to meet our endorsemert conditions.

The benefits to education/training providers

¥ Enhancedquality assuranceof currercy, relevance, occupational philosophy and
educatonal level

¥ Add valueto your formallearning opportunity making it more attracive to
peaple working in occupational theragy or occupational therapy-relatedjobs

¥ Beabetorequed theinvolvemernt of the professional body in Magerslevel
programme approval and review

¥ Freeinclusion on the Interacive Learnng OpportunitiesDatabase for one year,
advertising your formal learring opportunity to 29,000 + membersof the
professional body.

For mal learni ng opport unity endorsement

Typesof formal lear ning opportu nitiessuitable for endorsement

Formal learning opportunitiesaretypicaly providedby aneducation or training
provider, structured (in termsof learning outcomes learning timeor learring support)
and leadng to some form of formd recagnition (for examge cerification or award).
Formal leaning isintertional from the leanerOpergective (COT 2006). Formal
learning opportunitieswill be of intereg, relevance and of educaional value to our
members

Formal learning opportunitiescaninclude short courses modules full programmes
everts, study days, conferences workshops and other interactve learning
opportunitiesfor examgde board games

Formal learning opportunitiesendorsed by the College areassessed against criteria to
ersure the quality of theteaching and learring strategy, educaional and professional
philosophy and assessmert (formal or self-assessmert). The contert is relevart to ard
appropriate for the level and specialism stated by the educaion/training provider.
Formal learning opportunitiesthat aremulti-professional have significart subject
mater for them to be of direct relevanceto occupational therapy.

Formal learning opportunitiesdeliveredby anindependent or awardng body,
including Higher Education Institutions and further educaton colleges will normally
be erdorsedfor five yearsor pro ratato bein line with the existing validation period,
if preferred with a minimum of one yearOgndorsemert.

Formal learning opportunitiesdeliveredby independent providersand commercial
companeswill normaly be endorsedfor one year.

The endorsement decision

The formal learning opportunity will be consideredby the assessor(s) against the
criteria detailed at the back of this guidance. The assessors will make conditions,
recanmerdations and commendations to the formal learning opportunity. A
condition is mace wherea criterion must be resolved satisfactorily before
endorsemert canbe given. A recanmerdation is professional or academic advice,
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whichis useful in faciitating or extending debate but with which the
educaton/training provideris not obligedto concur. In receiving feecbackon a
formal learring opportunity, the Callege would normally expectto receive the
educaton/training providerOsesgponse to the assessorOsecanmerdations, in addition
to it being satisfiedthatall the conditions have beenmet.

If the formal learning opportunity content undergoesa change of 30% or more during
the agreed endorsement duration, the College must be notifiedin writing prior to
deliveryin order for endorsemert to be maintained A change to the asesmert
criteriamust be always be notifiedto the Callece.

The endorsemert process will normally take six weeks from the date that full
documertation is received atthe College to whenaninitial endorsemert decision is
communicated back to the education/training provider. To ersure thatendorsement is
givenin astimely way aspossible, the regonsibility for meeing the conditions
and/or recanmerdations lieswith the educaton/training provider. It maytake a
further six weelks from the College receving the amended application before an
endorsement decision canbe reached, although this will be expedted wherepossible.
Therefore it is advisedthat the application for endorsemert is mack to the College at
lead four months in advanceof itsdelivery.

The College doesnot permit any education/training providersto use the professional
body logo. The sertence GEndorsed by the College of Occupational TherapistsOmay
be usedin advertising matrial and within the course documertation for the duration
of the endorsement duration. Afterthe endorsemert duration, it MUST either be
removed or the course documertation submittedfor further enrdorsemert ensuring that
continued endorsemert is maintained

The College will work with education/training providersto actieve endorsemert by
making conditions and/or recommerdationsto the applicaion. Should these
conditions consistertly not be met, the College may exert its right to inform the
education/training provider thatit is not appropriate for endorsemert of the formal
learnng opportunity to be givenatthistime.

Educaton/training providersare encouragedto use the criteria outlinedon pages7
and 8 of this documert to assist in submitting appropriate documenrtation.

Feesfor endorsement

The fee for having a short course, module, evert, study day, confererce, workshop
and otherinteractive learning opportunity e g. aboardgamedeliveredby an
independert or awarding body endorsedby the Callege, is £750.00 + VAT for five
yearsor pro ratafor aminimum of oneyear. Thefeefor having afull programme
deliveredby anindeperndent or awardng body endorsed by the Collegeis £1,000 +
VAT for fiveyearsor pro ratafor aminimum of one year.

The fee for having aformal learnng opportunity deliveredby anindependert or
commercial compary endorsedby the College is £1,000.00 + VAT for one yearOs
endorsemen.

Thereis anon-refundab e administration fee includedin the above feesfor all formal
learnng opportunitiessubmittedfor endorsement, should aneducation/training
provider not meetthe requiremerts for endorsemert. For independert or awarding
bodiesthis non-refundatde feewill be £100.00 + VAT. For independent providers
and commercial companiesthe non-refundalde fee will be £200.00 + VAT.

A 10% discount of the total cost after tax will apply for educaion/training providers
thatapply for endorsemert of betweentwo and four formal learning opportunitiesat
the sametime. A 15% discount of the total cost aftertax will apply for
educaton/training providersthat apply for endorsemert of five or more formal
learnng opportunitiesat the sametime.

Inclusion on the lear ning opport unitiesdatabase.

Unless otherwise requeded, whilst a formallearning opportunity is undergoing the
endorsemert procesit will be auomatically includedon the learnng opportunities
databasfreeof charge. Please note that this will come into affectafter the database
has beenlaunched

Unless otherwise requeded all formal learnng opportunitiesdeliveredby an
independent or awardng body that have beensuccessfully endorsed by the Cdllege
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will receive automatc inclusion on the learnng opportunitiesdatabase for the first
year,atno additional cost to the education/training provider. After the first year of
endorsemen, afee of £200 + VAT per year will be payal e for continuedinclusion
on the databa<.

Unless otherwise requeded, all coursesdeliveredby anindeperdert provider or
commercial company will receve auomatic inclusion on the learring opportunities
database at no additional charge to the education/training provider.

If the formal learning opportunity doesnot meetthe criteriafor endorsement, it will
be removedfrom the learring opportunitiesdatabase unless full paymert is received
for itsinclusion. Information on the database is available in the documert COT EP1
Guidancefor including a formal learning opportunity on the Learning Opportunities
Database

Should aneducaton/training provider seekendorsemert after the formal learring
opportunity isinitially included on the database, the educat on/training provider will
be requiredto pay the endorsement feein addition to the fee already paid for
inclusion on the databa<e.

The formal learning opportunity will be highlighted on the database as @ndorsedd
until the end of the course endorsemert period.

Re-endorsement

A documert clealy mapping any changesto the formal learnng opportunity should
be submitted along with documertation for re-endorsemert.

If the Cdllege judgesthat significart changeshave beenmace to the formal learning
opportunity, it will be requiredto go through the full endorsemert process at the full
fee. If the College judgesthat minor changeshave been made, the re-erdorsemert
feewill be 50% of the original fee.
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Applying for endorsement

Initial enguiry received by the Educaton Officer (Accredtation). The education/training
provider will be informedof the fee for endorsemert, including a non-refundable
administration fee which will be deducted and retained by the Callege should

endorsemert not be obtained.
v

a) Educaton/training providersthat aredelivering aforma learring opportunity
through anawarding body e.g. a Higher Educaion Institution or further education
callege should send 1 copy of the course documertation along with any handouts,
presertation slidesand bibliography to the Education Offi cer (Accredtation).

b) Education/training providersthat arenot delivering a course through anawardng
body e g. independent organsations and commercial companies should send 2
copiesof the course documentation along with any handouts, presertation slides
bibliography, CVs of the trainers and evaluation and monitoring form to the
Educaton Offi cer (Accredtation).

The criteria for endorsemert will facilitate the developmen and preparation of course
documertation to the requiredstandards. The documentation should be submittedwith
paymert for the full amount for endorsemert.

v

The Educaion/training provider will be akedto complete anonline proformafor inclusion
on the Interacive Learning OpportunitiesDatabase. Therewill not be a charge for this.

v

The Educaion Officer (Accredtation) will send the course documertation to the Course
Assessor(s) who will consider it against the criteria for course endorsemert to reachan
endorsemert decision. The decision reachedwill be one of the following:

a) Endorsemert givenwithout conditions. Recommerdat ons maybe given

b) Conditions to be metbthes will be outlinedin writing.

c) Endorsemert not givenbfor coursesthat 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)

v

In receiving conditions and /or recanmerdations to achieve course endorsemert, the
educaion/training provider should resubmit the required number of copiesof amerded
course and supporting documertation, along with a covering letter to outline what
amerdmerts have been mack to the documertation and idertify page numbersfor eay
refererce,

v

Once the conditions of endorsemert have beenmet the College will write to the
educaion/training provider to inform themthat endorsemert hasbeengiven

v

The course will thenbe included on the Learning OpportunitiesDatabase, highlightedas
E&ndorsedO




Applying for re-endorsement

b)

a) Educaton/training providersthat aredelivering aforma learring opportunity

through anawarding body e.g. a Higher Educaion Institution or further educaton
callege should send 1 copy of the course documertation along with any handouts,
presertation slides bibliography and a document mapping the changesmade
to theformal lear ning oppor tunity, to the Education Officer (Accredtation).
Educaton/training providersthat arenot delivering aformal learring opportunity
through anawarding body e.g. independent organisations and commercial
companies should serd 2 copiesof the course documentation along with ary
handouts, presertation slides bibliography, CVs of the trainers evaluation and
monitoring form and a document mapping the changesmade to the formal
learni ng opportu nity, to the Education Offi cer (Accreditation).

v

a)

b)

One of the following decisions will be reacted

The formal learning opportunity hasundergone signifi cart change and is required
to go through the full endorsemert proces again asdetailedon page 5 of this
guidarce. The Callege will invoicethe educaton/training provider for the full
endorsemert fee.

The formal learning opportunity hasundergone minor change(s and is not
requiredto go through the full endorsemert proces again. The Cadllege will
invoicethe education/training provider for continued endorsemert.




6. The criteria for formal lear ning opportu nity endorsement by the College

Met?

6.1 Programme desgn and delivery criteria

6.1.1 Thereisabroadstatemert that describesthe professional and educatonal philosophy and
rationale for the formal learring opportunity.

6.1.2 Paticipan effort hours, tutor directed hours and the mode(9 of delivery are appropriate
for the level of the formal learring opportunity and the type of occupational theragy
personnel for whichit isintended

6.1.3 Thelevel of the formal learning opportunity isidertifiedaccading to either of the
following:

¥ Qualifications acciedted by arecognisedregulatory body (QCA, SQA,
ACCAC or CCEA) areidentifiedaccading to the National Qualifi caions Framework
(NQF) atLewvels1to 7 in Englard, Walesand NorthernIreland or to the Scottish Credt
and Qualificaions Framework (SCQF) atLewvels1to 12 in Scdland. Information on
the NQF canbe located at www.gcaorg.uk and information on the SCQF at
www.scaf.org.uk.

¥ Formal learning opportunitieswhere academic qualifi cations arenot obtainalde
(normally issue a certifi cate stating that the student hassuccesfully completedthe
formal learnng opportunity) are idertified accading to their own assesmert criteria.
For short courses modulesor programmesof study this will normaly be aformal
asesmert. For evens, study days, conferercesworkshops and otherinteracive
learnng opportunitiese g. boardgames a self-assessmernt may be used, which should
be providedto delegates The assessment is clearly defined, appropriate and a draft
certficakisincluded

6.1.4 Wherethe credt rating of the formal learning opportunity is specified within the
documertation it is appropriate for the conternt and level.

6.1.5 Thedocumentation is mappedagainst the NHS Knowledge and Skills Framework
(KSF), whereappropriate. Information on the KSF canbe located at www.dh.gov.uk.

6.1.6  The occupational therapy personnel for whom the formal learring opportunity is
intendedareclealy defined, for examde Gntry level pracitioner(r OFacitioner after
1 yearspraciceOn OMental HealthOor OPsical DisahilityO.

6.2  Curri culum criteria

6.2.1 Theaimsand learning outcomesof the formal learring opportunity areclealy explained
and are achievable giventhe duration of study, learnng resourcesand participarnt
support.

6.2.2 Thelearring and teaching strategy is clearly articulated and enabesstudens/delegates
to satisfactorily meetthe learning outcomesof the formal learrnng opportunity.

6.2.3 Thecontent of the formal learnng opportunity is relevant to occupational theraypy.

6.24 Thecontent of the formal learnng opportunity isaccurate.

6.2.5 Thecontent of the formal learnng opportunity is up to date.

6.26 Wheretheformallearring opportunity is offeredto a number of diff erert professional
groups thereis signifi cart subjectmater relevan to Occupational Theragy to develop
the knowledge and skills of Occupational Therapststo theidertifiedlevel e.g. a
praciitioner after 1 yearof practice.

6.3 Assessment criteria

6.3.1 Thelevel ard type of assessmert is appropriate for students to demonstrate that they
meetthe learning outcomes

6.3.2 Thestyleof assessment accards with the level and type of the formallearning
opportunity.

6.3.3 Learning opportunitiesthat have aformal assessmert are requiredto be asessedby the
education/training provider (normally the person delivering the course or a suitaldy
qualifiedperson, for whom a CV hasbeensubmittedto the College). Learnng
opportunitiesthat have a self-assessmernt do not needto be formally assessed by the
educaion/training provider. The self-assessmert must beincludedin the
delegate/participants packto facilitate the applicaion of learring in the workplace. A
proformafor self-assessmert is availabe from the College on requed.




6.3.3 Wherethere are multiple componerts of a programme of study, progression details are
clearand appropriate.

6.4  Learner support criteria

6.4.1 Paticipant support and guidanceisidertifiedand appropriate, including potertial
adustmerts that may needto be made for students with discloseddisahlities

6.4.2 Thehuman physicaland learring reourcesare identified, appropriate and acessible to
all students for the duration of the formallearning opportunity and arestatedwithin the
documertation. Thisincludes whererelevart; library facilities equipmert ard
informaion techhology and thatthey are acessible.

6.5 Formal learning opportu nity application and acceptancecriteria

6.5.1 The pre-requisitesare clearly stated, including minimum entry requiremerts.

6.6 Bibliography criteria

6.6.1 A comprehersive and up to date bibliography isincluded

6.6.2 A stardardreferercing systemis usedin the bibliography e g. the Harvard System.

For aformal learning opportunity that has not been approved by an awardi ng body

6.7 Quality assurancecriteria

Met?

6.7.1 EducabrsOrainersOCurriculum Vitaes(CV's) demonstrate experience and qualificaions
atanappropriate level for the level of the course. A CV for the peron asessing the
formal learnng opportunity (if diff erert to the educator/trainer) should be submittedfor
educaion/training providersdelivering formal assesmerts.

6.7.2 A procesisin placeto monitor studert evaluationsto ensure that quality is monitored
and maintained

6.7.3 A mechansmisin placefor submitting a summary of studert evaluationsto the College
for review.
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