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This User Manual supports the Catholic Education Commission of Victoria (CECV) Policy:
Policy: Accreditation to Teach and to Teach Religious Education or Lead in Catholic Schools in Victoria
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TAP — Learner (Teacher)

Access to TAP

Access to TAP is via the CEVN website.

» Login to https://cevn.cecv.catholic.edu.au/Sand

(You will need your C Number and Password — please contact your school administrator if you
require assistance with confirming your C Number or resetting your Password)

» Click Teacher Accreditation Platform (TAP) on the CEVN Sandhurst Homepage to view your TAP
Dashboard

B3 Applications
u MyStaff

E Online Data Transfer (ODT)

Online Professional Learning (OPL)

Teacher Accreditation Platform (TAP)

Access to TAP is also available by the following options:
» Click LINK TO TAP in the Menu on your OPL Dashboard

> Click https://www.ceosand.catholic.edu.au/employment/accreditation to access the Catholic
Education Sandhurst Ltd website
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Learners Seeking to Gain Accreditation

If you are applying to gain Accreditation, your TAP Dashboard will prompt you to select the level of
Accreditation you are working towards, by clicking on the drop down arrow and choosing from the
following options:

e Gaining Accreditation to Teach in a Catholic School

e Gaining Accreditation to Teach RE or Lead in a Catholic School

/
/ﬂ s

Catholic
EE!%ITIIDM [ Please choose the level of accredization you are applying for:

e ACCREDITATIONS

IS HRCARD

Plessse selret 4 kewel of acorsdisstian

I you have already gained your Accreditation, please contact accredilation_ces@oeosand cathollcedi sy

. J

Once you have selected the relevant option, click the SAVE button and you will be prompted to confirm

the option you have selected.

If you select the incorrect option in error, please contact the Accreditation Team via
accreditation ces@ceosand.catholic.edu.au

Learners Seeking to Maintain Accreditation

If you have already gained your Accreditation, your TAP Dashboard will show that you are allocated to
a Maintenance group in either of the following options:

e Maintaining Accreditation to Teach in a Catholic School
e Maintaining Accreditation to Teach RE or Lead in a Catholic School

If TAP does not recognise that you are in a maintenance group, please contact the Accreditation Team
via accreditation ces@ceosand.catholic.edu.au
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TAP Dashboard

This is the landing page which will show the status of your accreditation. Your Dashboard will show that
you will be allocated to 1 of the 4 following groups:

e Gaining Accreditation to Teach in a Catholic School

e Gaining Accreditation to Teach RE or Lead in a Catholic School

e Maintaining Accreditation to Teach in a Catholic School

e Maintaining Accreditation to Teach RE or Lead in a Catholic School

Note:

If you are in the Maintaining Accreditation to Teach in a Catholic School group and wish to be eligible
to apply to Gain your Accreditation to Teach RE or Lead in a Catholic school — please contact the
Accreditation Team via accreditation ces@ceosand.catholic.edu.au

IMPORTANT: Users submitting Catholic Education Sandhurst (CES) Ltd Course
Certificates:

e  Ministry of Catholic Schooling

e CESITSC Teaching Scripture in the Classroom

e CES2LRE Learning for Religious Education

e  CESACSM Christian Spirituality and Moral Development

~

» For users holding Certificates in any of the above courses,
. please upload your evidence via the LEARNING RECORD Menu
Catholic TAB (refer to the Table of Contents for further details).

= Education
Sandhurst Ltd

(The Menu is shown on the left-hand side of the page, however,
in some cases it may appear across the top of the page as shown
LINK TO OPL below)

DASHBOARD

» This relates to all users wishing to:
ALL ACCREDITATION

INSERVICES - Gain Accreditation to Teach in a Catholic School

- Maintain Accreditation to teach in a Catholic School
DELAECHERTIATIGH - Maintain Accreditation to Teach RE in a Catholic School
ACTIVITIES

LEARNING RECORD

N /

Vs

LINK TO OPL ALL ACCREDITATION INSERVICES OPL ACCREDITATION ACTIVITIES COURSES APPROVALS CPD CATEGORY ACCREDITATIC
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Accreditation to Teach in a Catholic School - Gaining
Here you are able to see the following:

ACCREDITATION OVERVIEW

VIR PRAGRAR ATCRFAMETICH KLUIMAFR
Galning Accreditation to Teach In a Cathelic School

fmsregiation v leach In 2 Catholls Senoel Is gained by urderaking:

TUATF RANSF IR RIS RFOUIRETY T aE

13/03/2011 to 08/03/2026 25.00 5.00 Hour|s)

SLUAL CORSIDL TN
™ spedial conzidersnon pleze
spzprersal. Caneasspprerona st ugisad I

An overview of your Accreditation Program

The minimum hours required to Gain your Accreditation

Your total of hours already accrued and recorded

The timeframe in which you have to gain the minimum hours

An option to apply for Special Consideration (e.g. evidence of gaining accreditation interstate)

As you scroll down your TAP Dashboard you will be able to see the total hours that you have completed
for each Accreditation Category.

e The hours that show on your Dashboard are synced from Online Professional Learning (OPL)
activities that have been assigned accreditation hours and that you have registered for and been
marked as attending.

e You also have the ability to upload other Learning Records to accrue the hours required.

e Once you have met the minimum requirements, you will have the ability to click on the APPLY
button on your TAP Dashboard for your Accreditation. This application will be submitted to the
Accreditation Team to either Approve or Decline after assessment and you will receive an email
notification confirming the result (with comments and follow up actions as required).

-
@ ACCREDITATION CATCGORICS

fl:,a:h;jlli_c
u )
L Faith development

UNK T2 OPL iactuity) Seaff Sabbatical - Staff Saobatizal 250 Houriz)

DASHBOARD

ACCRLDITATION CATCGORICS
Catholic identity, culture and traditicn (including prayer, liturgy, scripture and Catholic Sccial Teaching)

iactry) Seaff Sabbatical - Sta¥f Saobatizal 258 Houris)
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Accreditation to Teach in a Catholic School - Maintaining
Here you are able to see the following:

= 2N

Catholic
Education
Zanchies 199

ACCRLDITATION OVIRWIW

VDR FROGRAN SCCREDTATICH KUMBER
Malntalning Accreditatlon to Teach In a Catholle School -

Accreckaton i Teach Ina Catholic Scaool bs maintained by uncertadrg:

25 hours of professiol

mirg or farmaticn In each fve-year pericd following the Inltlal gaining of accrecitation, balanced scross the aress cé:
Tom i

«Cal wulture and wadition (incuding praves, litungy, scripure and Catholic Secial Tesching).

D&TE RANGE RIR WL REQUIRED) TALIY 3R
13/03/2011 to 12/03/2016 25.00 5.00 Hour{s)

/

An overview of your Accreditation Program

The minimum hours required to Maintain your Accreditation

Your total of hours already accrued and recorded

The timeframe in which you have to Maintain the minimum hours

An option to apply for Special Consideration (e.g. evidence of gaining accreditation interstate)

As you scroll down your TAP Dashboard you will be able to see the total hours that you have completed
for each Accreditation Category.

e The hours that show on your Dashboard are synced from Online Professional Learning (OPL)
activities that have been assigned accreditation hours and that you have registered for and been
marked as attending.

e You also have the ability to upload other Learning Records to accrue the hours required.

e Once you have met the minimum requirements, you will have the ability to click on the APPLY
button on your TAP Dashboard for your Accreditation. This application will be submitted to the
Accreditation Team to either Approve or Decline after assessment. Once your application has
been Approved or Declined, you will receive an email notification confirming the result (with
comments and follow up actions as required).

@A = I

Faith development

ACCRIDITATION CATCGORICS

et St Sembeticel - Sesl Saabatica 258 s

Catholic identity, culture and tradition (including prayer, liturgy, scripture and Catholic Social Teaching}

ety el Sekbericet - See Saabatizal

- = B
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Accreditation to Teach Religious Education or Lead in a Catholic School —
Gaining

Important Note:

If you are in the Maintaining Accreditation to Teach in a Catholic School group and wish to be eligible

to apply to Gain your Accreditation to Teach RE or Lead in a Catholic school — please contact the
Accreditation Team via accreditation ces@ceosand.catholic.edu.au

Here you are able to see the following:

q ACCREDITATION OVERVIEW

Catholic OAIR PROGRAM ACERTDITATION KUMRTR
_Egﬁﬁﬁtloulu] Gaining Accreditation to Teach RE or Lead in a Catholic School

Accreditation o Teach Religious Education o Lead in 2 Calholic School is gained by undertaking:

14K TO OPL

RASHBIRARL Formal, azsessed study in Religious Education) |heology,Catholic Leadership within five years of being employed (courses are approved by agreement of the diocesan heads
ALL ACCHEDITATION ol Religious Educalicn}.

NSERVICES

Aqualification in Catholic Leadership (e.g. 8 master's degree] must include four units of Religious Education or Theology {or equivalent),
OPL ACCREDITATION
ACTIVITIFS

* Mote: While this provision concems teachers new to Catholic education, cument teachers may pursue Accreditation to leach Religious tducation or Lead in a Catholic

School al any slage of their cance,

DWTF BANGE MANDATORY - 1P| DAT CO4IRSS TWDPNEF 1R SPFCIAL CONSIDFRATION
19/03/2011 to 15/03/2026 Evidence uploaded: 0 Ta apply for special consideration please contact

e i s catholic.ediau for prior
\ approval, Dace appased e upload docismen: /

e An overview of your Accreditation Program
e An option to upload the required evidence ((formal assessed course transcript)

e The timeframe in which you have to Gain the minimum hours

e An option to apply for Special Consideration (e.g. evidence of gaining accreditation interstate)

To upload the required evidence (formal assessed course transcript): ACTION

» Click UPLOAD COURSE EVIDENCE HERE
» Search for the course you have studied from the available list and Click

» If your course is not part of the list, you will be required to apply for Special Consideration by
emailing accreditation _ces@ceosand.catholic.edu.au
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» Upload your course documentation (e.g. academic transcripts, certificates of course
completion etc.) and all relevant supporting documents in one scanned PDF

Cathalic
Education
Sanehoes 4

Lk 1

RS

ait Atn

INSERY

OFL ACCREDITATION
ACTIITIES

LEARN 45 RECORD

TSRS L8]

Pape: 102 Ly Golopage| 1
nnHllJ}}-hHIKI.‘N(JI’QI?NI\:..‘JI\':
UPLOAD COURSES
s sabict the courses you hans attanded and uphead course sidince
ACTION  COURSECODE COURSETITLE COURSE PROVIDER | DIGCESE s EVIDEHCE
O TS ) CESTLRE! CESARERM / CESSCSH Cathotis Educatinn Sarsshuest L Acerecitation Coorss SANDRURST
B uPET ssastar of Frafessional 35adics In Treslogy usztralian Cathellc Unheraty
o w aaton ul |cdgisd St susiraluan Latolie nisaty
] Part 1 Part |

stinity cf Sathadc Schosling SANTLRST

> Return to your Dashboard and Click

Eal}lﬁlip
Education
Eandhorst i

LIKKTO 031
DUSKBOARD

ALL ACCREDITATION
INSERWICES

OF. ACCREDITATION
ACTRATIES

LEARNING RECORD

DASHEOARD

ACCREDITATION OVERVIEW

VIR PROGRAM

ACCREDITATION WUMBSR
Gaining Accreditation to Teach RE or Lead in a Catholic School

Arcrediation Lo Teach Religious Coacation or Lead in a Catolic School is gained by unceriaking:

Foemal, amsessed study in Rellgiaus Education Thaalogy Cathallc | eatership within fhee years of heing employed (courses are approved by agresment of the dlocrsan heads of fiellglous
Education).”

Aguaiilicstion in Cathelc Lesdership (2. @ masier's degee) musUnclude four units of Religivus Cducation o Theology (or squivalentl,

* Mate:

hile thiz provislen enapemes teachers new o Catholle eoucation, current teschers may pursue Accreditation b Tes
Hhir carcer,

ioaariead inaCa

2ATE RArICE MANDATERY - LPLOAD COUFEE 201 SPECIAL CONSIDERATION
27/D8/2011 to 27/08/2026 Evidence uploaded: 1 cal vnsinsatheral s pisies vorband
s— i For proy
approval. Dnes approved phease Lpload document he
apply Tur the sropram: Caining & i to Teach RC or Lead in a Catholic Scheol
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> You will see a summary of your application details — Click L again

//—\ oASI0MRD \
E Catholic
% Education
_ " Sanefiuise d

Likk Te 0FL

ALY FOIR FROGHAM GAIMING ACTHEDITATION 10 TEACH ltk 01 DRAT M & CATHOUIE STHOOU

APPLICANT DETAILS

DUEKEOARD

1t First name Preterred Mame Last name

ALL ACCREGITATION

INSER¥ICES Wiss Emma Emma FHosng
Email VIT Registrativn Number Accreditation Humber User Login {CEVH/C Number)
shoskins@cecsand.cathalle.zdu.au - + ekaskins_learner

o =

> A pop up box will appear as a reminder to ensure that your VIT is up to date. (TAP is unable to
recognise the status of your VIT registration). Please click OK.

4 )

tap.cecv.catholic.edu.au says

Are you sure you wish to apply for this program? The Portal could not
verify your VIT Mumber, Please ensure your VIT registration is up-to-

date.

» Your Dashboard will then show that your application is pending approval.

Awaiting approval: Your application for program Gaining Accreditation to Teach RE or Lead in a Catholic School has been sent for approval.
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Accreditation to Teach Religious Education or Lead in a Catholic School -
Maintaining

Cathalie
Education
il ACCTETTATION CuFmTEW

AL PRaERAM AeEarTATATaN MNRrR

Maintaining Accreditation to Teach RE or Lead in a Catholic Schaol R35238

Aot o Tt Peligions Eucation on Ll in 8ol S voul s maintsined by nderlain -
sonow ar r reanatio

i o
.00 Houris)

S LU OSHAT 1
Te apais for 3ps i slias: consct
@ . o
aparcval 0Nz aperved peise LpIad daumant

Here you are able to see the following:

e An overview of your Accreditation Program

e The minimum hours required to Maintain your Accreditation

e Your total of hours already accrued and recorded

e The timeframe in which you have to Maintain the minimum hours

e An option to apply for Special Consideration (e.g. evidence of gaining accreditation interstate)

As you scroll down your TAP Dashboard you will be able to see the total hours that you have completed
for each Accreditation Category.

e The hours that show on your Dashboard are synced from Online Professional Learning (OPL)
activities that have been assigned accreditation hours and that you have registered for and been
marked as attending.

e You also have the ability to upload Learning Records to accrue the hours required.

e Once you have met the minimum requirements, you will have the ability to click on the APPLY
button on your TAP Dashboard for your Accreditation. This application will be submitted to the
Accreditation Team to either Approve or Decline after assessment. Once your application has
been Approved or Declined, you will receive an email notification confirming the result (with

comments and follow up actions as required).

E Cathalic:
< Edyeation

Catholic Social leaching

m

ACERTDITATION CATT GRS

I heology or Relipious Lducation

_ = Y,
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All Accreditation In-Services

Within this page you will be able to see all Upcoming and Past In-Services allocated to your School and
Diocese.

1. You have the option to select Upcoming In-In-Services or Past In-Services

g APPRONED IH-SERVICES o £ =
i Search  Upoomingls Servicss  Tastin Scrvlces
Cathalic
Cugatoy

hy Pagei10f3 123 Naxts Lo Gotopage 1+

START
APEROVALCODE  W-SERACETITLE % ACCREMITATHIN T FNDOGTE % PROWIDER SLMMGRY STATUS

2. You can also use the SEARCH button to view and search In Services by date and Accreditation
(CPD) Category/s.

: APHOVED IN-SERVICES =} = =1
PR g i Skt samvi
L
Catholic s Bt e 0 g
Catholie. s Ko : % ey
_ Eadieatil R e e PEer——

Page:10f3 Gotopage L

3. Select the In-Service Title to see information regarding the in-service.

4. As a user you have the ability to mark your attendance at an Inservice*.

*Please note, under normal circumstances the Convenor or External Provider will mark
attendance for all inservices.

*If for some reason, your attendance is not marked in a Past In-Service you have attended (and
the In-Service hours are not visible in your Dashboard), select the Mark as Attended button and
this will be sent to your principal for endorsement.
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IN-SERVICE B B
Upcoming In-Services  Fast In-Services

Catholic
ucation
Sandiurst LIl
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Lt ements of liturgy, r| sign an symbols
DASHBLARL CPD Categories:
ALL ACCREDITATION
NSERVICES atholic identity, culture and tradition (including praver. lmargy, N—
sefpture and Catholic Social Teaching) ma
QP ACCRTRITATION
ACTRATIES
LEARKING RECORD Cath OI |C
Sandhurst Ltd

FROVIDER VENUE PRESENTERS START DATE END DATE

St Brendan's Parlsh, Shepgaron] CTC Re Dr Elio Capra, scb Sat, 30 Jul 2006 1220048 Set, 30 Jul 2016 11-59PM
LN 1 0L Mark yourself as attended
PUSIIRAMRS HFspoem Pt amended s InSenvioe you can corsplets tiks form toomank yoorsetf o oxtendid, this form will be oewiswed by the school principal for 2porel.

lite Migs
OPL ACCRIDITAFION Flant Maarms Erama
ACTVITIRS

3 Marme Hikine

UEARKING RELUH

trederrad hams Era

Fmasd ehoarsposend Catobceduau

Sl » |
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OPL Accreditation Activities

Within this page you will see all OPL Accreditation Activities assigned to your diocese. Once you have
clicked on the Activity Title, this will re-direct you to OPL to register. The below pop up box will appear
requesting you to click on the CONTINUE button or you can click on the x if you need to cancel this
request.

You can also use the search bar to search for OPL Activities by filtering through Categories.

/' UPOOMING 0P ACCREMTATION ACTIVITIES (0] \
{. Search | Acrreditation actfeti
!
! .

Cathalic
Foucalion

Th falkvmieg acthtas ars iy o stealliin OPL, phaase cse the lind o rediact back.

TRV AT I NI %W suMMnr s

Frindlpals Retrezt

CREDITATION

ST Falth Farmazien Intens e Sicrad Story
TIES 2CATION

alth Farmasion Intzns e Cristrating
2inAToNas b ; 000321 0 A

Tt Fizem s on Ireena e Sl e

e i L
K o /

You will be redirected back to OPL to view activities

Cathalic scarch Actuies
Education h o Chekbe e Caleger ks

m.\BE‘DEFG—IJZLH\OFOQST-.‘\"HIYZ

TN el o o .l i T | sur | | wnmovere |m -

i ACIMITHIE W NI WAL W summmer sHAIL
2EATIOE B “trazt Enits 2 o Belatinalty and Hep WAL WA0AY  Fricloals Retrest

Fatth Formation Intenetve Satree Story

ook crsation
Eahth Farmicon nkeretee S ling Sur
a1com i Farm et maeom
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Learning Record

Within this page, you can view your current records, add or delete a record and view past records.

To view your current learning records, select PRINT ALL RECORDS.

/W CURRENT LEARNING RECORDS | 2 B
{ i A0 ot Wecords Pasi ocsed
Cathalic
Education

CURRLNT LLARNING RCCORDS

DATE TME TFE PO CATEGORY EVIDENCE

Adding and Deleting a Learning Record

1. To add an In-Service record, Select “Add/Delete Records” option.
q 'ADD PRIOR LEARNING RECORDS @ L
(g Catholic

Edycation

ADD LEARNING RECORDS

LINKTO OPL

Date * Title Evidence
DASHBOARD

Date Title
ALL ACCREDITATION Choosefile | Nofile chosen

INSERVICES

o J

2. Under ADD LEARNING RECORDS, fill out the mandatory details needed and provide evidence
using the File Upload section by clicking on the Choose File button.

3. Your Record will be submitted to the Accreditations Team to either Approve or Decline.

4. Once your submission is Approved, you will need to return to your Dashboard and Click APPLY.
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/W ADD L EARNING RECORTS
o g Diste * Title Duidenue *
[éé[hlﬂlc
5 oD B Fakh e cur s | crusms i | b i Fstinn oo
CPD Categury *
a Tme
-] L Mrnand shjsches o the Cathalie schoal
OPL ACCRELITATION
ALTIVTES
-] 3 bt
| FARHIN, RECTRD
-] 2 thalic idarite, colbura and Ladion lincuding praves, iturgy, sergiture snd Catrale Sacial Taachng
Cathalks Iazntiy and Cubu
Fraye et gy
Sanplune
Cathalic Secial Tearing
Thesiogy o el Edeation

5. After you have added a record, you should see details of your learning record.

ADD PRIOR LEARNING RECORDS

Catholic

Edlgaton
***** DATE TiTE EVIDENCE CPD CATEGORY sTATUS REASON ADD/DELETE
LINK TO OPL A0:1.00
20/05/2021 Faith in Our Future Faithin Our Future Certificate.pdf  FD:3.00 Pending. DELETE l
DASHBOARD P

ALLACCREDITATION
INSERVICES

)

6. You can also hover over CPD Category (Continuing Professional Development) to view how
many hours you have allocated to each category.

aftlr
[T ]

(oo - —
@ R,

B i [ TRy ey Bim rees=]

st L e rarmy Ty g s

7. To delete the Record, select the Delete button under Add/Delete.
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Past Records

To view your past learning records, select PRINT ALL RECORDS.

-

\_

im

i 2 PAST LEARMING RECORDS B
Drrent ey
Cathalic
Education
Sarddhrst L1

PAST LLARMING RCCORDS

INE o

- Each Learing recced (Prior Learning,) Acthity ! St Service} thas 1 bz 304 1o veur mesed To ad 2 Frior Leaming, click tadd Resaeds’ 2nd Bl In PRINT ALL RECORDS
JMSHBOARD the required detalls.

ALl ACCRERATION

T i e P EATENE (R

LEARMING RECORD
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