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Guidance for providers wishing to claim an Access to HE Diploma outside of the agreed rules of combination.

When to use this form 

This form should be completed for any learner who:

· may complete their Access to HE course with a combination of units that does not fully meet the agreed rules of combination.  This will only arise in a few particular circumstances, for example where a learner has completed access units with another provider or another AVA, or where a learner began their Access course before the regional programme was in place. 
· Has another level 3 qualifications e.g.an A level which maps closely to a module or units in the regional programme, and you wish to claim exemption for these units. Please note that exempted units will not be eligible for grading and will not be certificated by the OCN.
If you are unsure of whether the form should be used in any other circumstances please contact the OCN. fiona.johnston@ocnnwr.org.uk
When to complete the form.

This form should be completed at the beginning of a learner’s course. It should form a part of planning their individual learning plan. The form should be received by the OCN no later than 31st October each year. 

How to complete the form.

Section 1 

You should complete either section 1a or section 1b depending on the circumstances of your learner. 

Section 1a 

This section is to be completed for learners who have credits achieved elsewhere which do not form part of the OCNNWR Regional Programme. 

In this section you should list all the credits the learner has achieved which are not part of OCNNWR Regional Programme.  Where these credits are to be used to contribute to the diploma you must sign to say that you have seen certificated evidence of the achievement. Your moderator will also wish to see this so a photocopy should be retained. 

Section 1b 
This section is to be completed for a learner who has a level 3 qualification for which you wish to claim credit exemption.  There must be a close match between the curriculum contained within the qualification and the units in the Regional Programme. Where these credits are to be used to contribute to the diploma you must sign to say that you have seen certificated evidence of the achievement. Your moderator will also wish to see this so a photocopy should be retained. 

Section 2 
This section should be completed for all learners.

In this section you should list all the units that the learner is planning to study on your course. In deciding on the right unit combination for a learner you should consider the best fit between what they have already achieved and the rules of combination for the pathway. You should consider, module combination, number of units within a module, and the incorporation of any mandatory units e.g. the Research Unit, 
Section 3
You must ensure that the total number of credits achievable is 60 with no more than 15 being at level 2.

Section 4 
In this section you must tell us how a learner’s final credit achievement may deviate from the agreed rules of combination, and justify the learning plan. 

What will happen to the completed form?
The completed form must be received by 31st October annually. The form will be reviewed by an OCN officer before being considered for approval by the Access to HE Committee at its November meeting. 
How will I know the Committee’s decision?

The committee’s decision will be communicated to you within two weeks of the meeting where the request was considered. 

What will happen if I don’t submit the form on time?
If you miss the October deadline your request can be considered at the February meeting of the committee, however this will mean that learners will not have the assurance till very late in their course that their combination of units is going to be acceptable. It may be too late to make any required changes to their programme.

What will happen if I don’t submit a form at all?

If you submit no form at all you may disadvantage your learner, and we may not be able to award the Diploma at the end of their course. 
