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       17th February 2016
Dear All

Ref: Higher Education Academy Portfolio
I am writing to remind you of what is required for the submission of your portfolio for your application for Associate Fellowship of the Higher Education Academy https://www.heacademy.ac.uk
. 

You will be required to submit to me, the following items:

· A piece of reflective writing, of between 1000 – 1500 words, in response to the title What Makes me An Effective Teacher in Higher Education. 
· A set of reflective diary-type logs commenting on at least 7 hours of teaching practice (to a maximum of 1500 words). 

You are no longer required to submit two letters of reference, just the evidence of your three supported teaching hours. This must include a review of one of your teaching hours by either your PhD supervisor, or the course convenor on the course you are teaching on. And, any two of the following:

· Another review of a different teaching hour by your PhD supervisor, or the convenor of the course you are teaching on. 

·  A write up of a one-hour reflective discussion you have had about your teaching practice either with your PhD supervisor, or the convenor of the course you are teaching on. 
· A write up of a one-hour reflective discussion you have had about your teaching practice with a fellow GTA student in your discipline area. This can either be with a fellow GTA who is at the same level as you, or a GTA who has more experience. 

The deadline for submission of the complete HEA portfolio is 26th April 2016. 

Please submit your portfolio by email to Lucy Shanahan. You will be notified of the result of your application within seven weeks of submission.
Reflective Writing

Your piece of reflective writing should refer your reflections on your teaching practice to the relevant parts of the HEA Framework. For application for the Associate Fellowship, this means that you need to include an awareness of how your reflections relate to the following:

1. Areas of Activity

· A1 Design and plan learning activities

and/or programmes of study
· A2 Teach and/or support learning
· A3 Assess and give feedback to learners
2. Core Knowledge and Understanding

· K1 The subject material
· K2 Appropriate methods for teaching,

learning and assessing in the subject
area and at the level of the academic programme
· K3 How students learn, both generally and within their subject/
disciplinary area(s)
· K4 The use and value of appropriate learning technologies
3. Professional Values

· V1 Respect individual learners and diverse learning communities
· V2 Promote participation in higher education and equality of
opportunity for learners
· V3 Use evidence-informed approaches and the outcomes from research,scholarship and continuing professional development
· V4 Acknowledge the wider context in which higher education operates

recognising the implications for professional practice
Reflective Logs
Your set of reflective logs should also refer your reflections, on at least 7 hours of actual examples of your teaching practice, to the relevant parts of the HEA Framework, as above. 

You might choose to submit a set of 7 logs based on your reflections of 7 hour long tutorials, or you may choose to reflect on, for example, one teaching session that lasted three hours, and two more that lasted two hours each. What matters is that, in total, you have reflected on at least 7 hours of your own teaching practice in whatever form that takes, in no more than 1500 words.
The teaching practice you reflect on has to be relevant, and recent. 

If you have any queries about your submission, and the process of application for accreditation, don’t hesitate to contact me. 

In the event that your portfolio does not meet the required standard, you will have the opportunity to benefit from one feedback session with me, or another assessor, in which I will advise you on what changes to make. 

Best Regards,

Gillian 
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