
 

Professional Formation Support Pack  Page 21 of 30 

How to access the professional formation application form 
(cont) 
 
 

 

 
Step 3: 
 
The application form will open in a new 
window.  
 
Complete all of the fields before clicking 
the ‘save changes’ button. This will save 
the form to REfLECT and show you the 
completed version.  
 
If you want to make any changes you 
can select ‘edit response’, otherwise 
simply close the window when you are 
finished.  
 

 

 
 

 
Step 4: Submitting the application 
form 
 
From the ‘end pad’ (or from the 
‘overview pad’ if you submit the form 
later), you can submit the application 
form to the Professional Formation 
Application Gateway.   
 
Select ‘send to’ then ‘gateway’.  
 
At the bottom of the pad that appears 
click on the ‘show open and password 
protected gateways’ icon. 
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How to access the professional formation application form 
(cont) 
 
 

 

 
Step 5: 
 
Choose ‘Professional Formation 
Applications’ from the list and click on 
the tick to submit. 
 
The Professional Formation gateway will 
open to show you that your application 
form has been successfully submitted 
and you will receive an email notification 
as a receipt. 
 
There will be many application forms on 
the gateway though you will only be able 
to view your own. 
 
If you make any changes to your 
application form within REfLECT these 
changes will register immediately on the 
gateway. 
 
If you delete your application form in 
REfLECT it will be removed from the 
gateway. 
 

 
What happens next? 
 
You should start collecting your professional formation portfolio (composed of the 
nine elements) in accordance with you decision to work towards either Q/ATLS. 
You will be able to submit your portfolio from February 2009 if using REfLECT. 
Those not using REfLECT will be contacted regarding their individual 
circumstances and terms of submission. 
 
You should also begin to seek a supporter (expert witness) for your eventual 
submission next year. Information regarding this can be found in the ‘understand 
the different phases of the professional formation process’ section. 
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How to access the professional formation application form 
(cont) 
 
Do I have to use REfLECT to go through the professional formation 
process? 
While it is not mandatory to use REfLECT for professional formation, we strongly 
recommend it as the most efficient and secure means of compiling and submitting 
your portfolio. 
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Appendix D - The differences between QTLS and ATLS 
 
Licensed practitioners are those in possession of either Q/ATLS status 
corresponding to the following teaching roles:  
 

• Qualified Teacher Learning and Skills (QTLS) - Full Teachers  
• Associate Teacher Learning and skills (ATLS) - Associate Teachers  

 
The licence will be annually renewable with membership, subject to the member 
remaining in good standing with the Institute and meeting the annual CPD 
obligation of at least 30 hours a year for full time practitioners (pro-rata for part 
time). 
 

Full teachers 

This is a teaching role that carries the full range of teaching responsibilities 
(whether on a full-time, part-time, fractional, fixed term, temporary or agency 
basis) and requires the teacher to demonstrate an extensive range of knowledge, 
understanding and application of curriculum development, curriculum innovation 
or curriculum delivery strategies. 

Associate teachers 

This is a teaching role that carries significantly less than the full range of teaching 
responsibilities ordinarily carried out in a full teaching role (whether on a full-time, 
part-time, fractional, fixed term, temporary or agency basis) and does not require 
the teacher to demonstrate an extensive range of knowledge, understanding and 
application of curriculum development, curriculum innovation or curriculum 
delivery strategies.  

Associate teachers may also be those whose main job role is not teaching, but 
who do deliver learning to adults on a regular or more than an occasional basis. 
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Appendix E - Glossary 
 
Term / acronym Meaning Definition 
AB Awarding Body Body approved by the 

Qualifications and Curriculum 
Authority (QCA) which awards 
qualifications  

AI 
 

Awarding Institution Any institution that can award a 
qualification, including Awarding 
Bodies and Higher Education 
Institutions 

AP(E)L  Accreditation of Prior 
(experiential) Learning 
 

Term used in Regulations to 
denote meeting the requirements 
of the Secretary of State 

Associate teacher Associate Teacher Someone who does not have the 
full range of teaching 
responsibilities 

Approved 
Qualification 
 

Parts of a qualification 
within the Qualifications 
and Credit Framework 
(QCF) 

The process of recognition of 
someone’s prior qualifications 
and/or experience  

ATLS Associate Teacher, 
Learning and Skills 
 

The term which describes the 
status of those licensed to practise 
as a teacher in the associate 
teaching role 

CAT(S)  
 

Credit accumulation and 
transfer (system) 

A qualification in the QCF between 
13 and 36 credits – see also Award 
and Diploma 
 

Certificate Credit accumulation and 
transfer (system) 
 

The process by which learners can 
accumulate credit and use it 
towards a full or further  
qualification 

CLD 
 

Community learning and
Development 

The seven discrete strands are 
youth work, adult and community 
learning, community development, 
development education, 
community development learning, 
family learning and working with 
parents 
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Appendix E – Glossary 
 
Credit A method of recognising 

learner achievement 
 

One credit is the notional 
equivalent of 10 
hours of learning. Credit is 
assigned to units of assessment 
which are combined to support the 
creation of coherent 
programmes of learning and 
qualifications 
 

CPD Continuing professional 
development 
 

Any activity undertaken for the 
purposes of updating knowledge of 
the subject taught or of developing 
teaching skills 

CTLLS Certificate in Teaching 
in the Lifelong Learning 
Sector 
 

The qualification for those who 
practise in the associate role 

DIUS Department for 
Innovation, 
Universities and Skills 
 

Government department that 
covers some functions of the 
former DfES 

DfES Department for 
Education 
and Skills 
 

A former government department 
in England, part of which is now 
the 
Department for Innovation, 
Universities and Skills (DIUS) 
 

DTTLS Diploma in Teaching in 
the Lifelong Learning 
Sector 
 

The qualification for those who 
practise in the full teacher role 
 

Expert witness 
 

Someone who peer 
reviews submitted 
portfolio  
 

The reviewer and approver of the 
supporting statement submitted for 
Q/ATLS 
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Appendix E – Glossary 
 
GLH Guided learning hours 

 
Hours in which a 
teacher/tutor/trainer is 
present and contributing to the 
learning process. The LSC 
currently funds on the basis of 
GLH HE Higher Education Work at 
Level 4 and above of the 
Qualifications and Credit 
Framework (QCF) 

HEI Higher Education 
Institution 
 

The term for an individual 
university or college of higher 
education 

ICT Information and 
communication 
technology 
 

Ie the internet, e-journals, mobile 
phones 

IfL Institute for Learning 
 

The professional body for teachers 
in the FE sector responsible for 
conferring 
licensed practitioner status 

ILP Individual learning plan 
 

A template for personalised 
planning of an individual’s learning 
and professional development 
 

ITT Initial teacher training 
 

The first stage in a teacher’s 
professional development – 
sometimes referred to as initial 
teacher, tutor, trainer education 
(ITTTE) 

Legacy 
Qualifications 

Qualifications which 
have been replaced by 
the introduction of new 
qualifications for 
teachers in the Further 
Education 
Sector in England from 
September 2007 
 

SVUK is producing a tariff of these 
qualifications – the TLQ 
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Appendix E – Glossary 
 
LLUK Lifelong Learning UK 

 
The Sector Skills Council 
responsible for the development of 
standards and qualifications 
frameworks for teachers, 
tutors and trainers in the UK 
lifelong learning sector 
 

Micro teaching A method employed for 
teaching practice 
 

The use of a training class of fellow 
trainees for the purpose of practice 
and/or 
assessment of teaching  

NARIC 
 

National Recognition 
Information Centre 
 

National Agency for providing 
information and expert opinion on 
vocational, academic and 
professional skills and 
qualifications worldwide. 
 

NLH Notional learning hours 
 

The average amount of time it 
would take for a learner to achieve 
a specified qualification 
The Professional  
 

PGCE Professional Graduate 
Certificate in 
Education/Post 
Graduate Certificate 
in Education 
 

Graduate Certificate is 
normally awarded at level 6 and 
the Post 
Graduate Certificate is normally 
awarded at 
level 7 
 

Professional formation 
 

Professional formation 
process 
 

The process by which a teacher 
gains Q/ATLS 
 

PTLLS  Preparing to Teach in 
the Lifelong Learning 
Sector 
 

The qualification that all new 
entrants to the profession from 
September 2007 must take 
 

QAA  Quality Assurance 
Agency 

Provides an integrated quality 
assurance service for UK higher 
education 
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Appendix E – Glossary 
 
QCA Qualifications and 

Curriculum Authority 
 

The regulatory body for awarding 
bodies in England 
 

QCF Qualification and Credit 
Framework 
 

The new Qualifications and Credit 
Framework is a unit-based 
framework and is underpinned by a 
system of credit accumulation and 
transfer, enabling learners to 
‘bank’, ‘build’ or ‘save’ credit 
awarded for achievement 
 

QTLS  Qualified Teacher, 
Learning and Skills 
 

The term which describes the 
status of those licensed to practise 
as a teacher in the full teacher role 
CPD recording software provided 
by the IfL for its members 
 

REfLECT  
 

CPD recording software CPD recording software provided 
by the IfL for its members 
 

SfL Skills for Life  
 

English (Literacy and ESOL) and 
Mathematics (Numeracy) 
 

SWOT analysis 
 

Strengths, Weaknesses, 
Opportunities, Threats 
 

Analysis of Strengths, 
Weaknesses, Opportunities and 
Threats that can be applied  

SVUK  
 

Standards Verification 
UK 
 

The organisation which endorses 
and ‘standards verifies’ initial 
teaching qualifications in the FE 
sector 

TLQ  
 

Tariff of Legacy Initial 
Teacher Training 
Qualifications 
 

The Tariff of Legacy Initial Teacher 
Training Qualifications (TLQ or 
“Tariff”) establishes how legacy 
Initial Teacher Tutor Trainer 
Education (ITTTE) qualifications 
map to the new Equipping our 
Teachers for the Future 
requirements in England  
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Appendix E – Glossary 
 
TQF  
 

Teacher Qualifications 
Framework 
 

The framework in which teaching 
qualifications have been 
developed, sitting within the 
Qualifications and Credit 
Framework 
 

WBL Work based learning Teaching and training that takes 
place in a 
work place context 

 


