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3 SQA’s SCQF Credit Rating
 Service 

Overview of the process of applying for 
credit rating  

   
 It is important that you familiarise 

yourself with the SCQF guidelines. 
Please read the SCQF Handbook. 
 
 
 
Please see section 2 for details of the 
four key requirements that must be met 
for any qualification or learning 
programme to be credit rated. 
 
 
 
 
 
 
Credit Raters and Vetters are experts in 
the subject field of the submitted 
qualification/learning programme, can 
demonstrate ‘continued professional 
development’, and have knowledge of 
the SCQF. 

 

 
 
 
 
 
 
The members of this group will ensure 
that due process has been followed in 
reaching the final decision. 
 
 
 
 
 
 

 

 

In response to your Credit Rating Service 
enquiry, SQA will provide an application 
pack.  

On receipt of your completed application, a 
Credit Rating Officer will be allocated who 
will undertake an initial scrutiny of your 
submission to ascertain that the four key 
requirements have been met. The outcome 
of the scrutiny will determine the next step. 

If your submission is ready to progress, 
subject experts will be appointed to 
evaluate the credit points and level you 
have allocated to your submission. 

The aim is that within six weeks of all 
information being submitted and any 
issues having been resolved, the Credit 
Rating Officer will notify the submitting 
organisation in writing of the decision 
reached. 

On completion of the evaluation your 
submission will be presented to the Credit 
Rating Decision Group who will make a 
decision on the credit rating outcome. 

You will receive notification of the 
decision and the associated 
documentation. 
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Responding to your enquiry 
In response to your enquiry about SQA’s SCQF Credit Rating Service, you 
will have received a copy of this guidance and a copy of the SCQF 
Handbook. Electronic versions of all the forms contained within the 
guidance document are available.  
 
Your enquiry will be passed to a Credit Rating Officer (CRO), who will be 
your main contact and will be responsible for progressing your submission. 
It is helpful and advisable to discuss your proposal fully with your CRO to 
clarify your interpretation and understanding of the SCQF guidelines as they 
apply to your qualification or learning programme before you complete the 
application forms. 
 
It is important that you are familiar with the SCQF requirements before 
making a submission. Please read carefully the key requirements detailed in 
section 2 of this guidance. 
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4 Completing Form CR1 
As well as recording your essential contact information, Form CR1 will help 
us to understand your business and the context of your qualification or 
learning programme. A sample form can be found in section 10. 
 
Please use this guidance. It will help you to provide full and complete 
information and evidence to support your submission. This will ensure that 
your qualification or learning programme is accurately and efficiently 
evaluated for credit rating. 
 
Any material supplied by you in support of your submission must be 
consistently and clearly identified and referenced throughout the form. 
 
Form CR1 requests key information about your organisation. It only needs 
to be completed the first time you make a submission. We will hold your 
completed Form CR1 on file for any future submissions. 
 
Please read these guidelines along with Form CR1. (The form should be 
filled in electronically.) 
 

Section 1: General information 
1.1 The person named must be the main contact for SQA, who has knowledge 

of your organisation’s submissions and will be able to discuss the 
information contained in the Form CR1 in detail with the CRO. Individual 
submission contacts should be named in Form CR2. 
 

1.2 Insert the main contact’s job title and department. 
 

1.3 Please insert the full name of your organisation and any abbreviation that 
you use. If appropriate, include any relevant subset, such as a department, 
directorate, division or unit. 
 

1.4a Insert the postal address, including the postcode, to which you wish all 
correspondence related to your Form CR1 to be sent. 
 

1.4b Include invoicing details, if they are different from the correspondence 
address. 
 

1.5 Insert the telephone number and/or mobile number for the named contact, 
including the area code.  
 

1.6 Enter the fax number, including area code, for the named contact. 
 

1.7  Insert e-mail address for named contact. 
 

1.8  Insert your organisation’s website address (if applicable). This may assist 
your CRO to obtain further information about your organisation. 
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Section 2: About your organisation  
The information you provide in this section is important. We have to assure 
ourselves of the good standing and stability of the organisations or 
individuals wishing to use the Credit Rating Service. This is in keeping with 
the SCQF guidelines for credit rating bodies. (See SCQF Handbook 
Guideline 17) 
 

2.1 Include here the type, nature and legal status of your organisation, eg private 
company, voluntary organisation, awarding body, professional body. 
Indicate, for example, the origins of your organisation, how long it has been 
in existence, and how it has developed over time, indicating relevant 
significant changes in direction or purpose. Include details of parent 
organisations or groups, if appropriate.  
 

2.2 Detail here the main products and/or services that you provide. It will be 
helpful if you indicate: 
 
♦ any specialist area 
♦ your place in the market  
♦ any specific regulation or legislation that operates in your sector and to 

which you have to conform 
♦ what makes your products and/or services different from your 

competitors’ 
 

2.3 Detail the main customers for the products and/or services that you provide. 
 

2.4 Detail the number of employees and, if it’s available, please attach an 
organisation chart, or describe your organisation’s structure. 
 

2.5 If relevant, enter the date achieved and date of renewal against any named 
Quality Management Standards your organisation has gained. There is also 
space for you to give details of other quality standards or other criteria that 
your organisation has to meet, and which your organisation has been 
awarded. 
 
Should an externally recognised quality standard or award not be applicable, 
please include any information that will assure us of the ‘good standing’ of 
your organisation in relation to quality assurance. This should include: 
 
♦ documented quality assurance system 
♦ maintenance of appropriate ethical standards and practices 
♦ resources, facilities and support for staff development 
♦ resources, facilities and support for learners 
♦ stability of organisation assessed through business plans or 

organisational aims 
 



 11

2.6 Please include here any additional information about your organisation that 
you think would be helpful to those considering your application. This may 
include any other form of recognition or status, eg preferred supplier status 
or a special relationship with any other organisation. 

 

Section 3: Declaration 
The completed Form CR1 should be signed and dated by the person with 
authority to sign on behalf of the organisation (not necessarily the named 
contact person), with the signatory’s name and position in the organisation 
inserted underneath. 
 
By signing this, that person is declaring that the information supplied is, as 
far as they are aware, true and accurate, and that any changes that occur to 
the information will be notified to SQA’s Credit Rating Service as soon as 
possible. 
 
Please note that any qualification or learning programme submitted to 
SQA’s SCQF Credit Rating Service must be the property of your 
organisation. By signing the declaration you are confirming this. 
 

Disclosure of information to third parties 
Unless otherwise instructed, we reserve the right to divulge (to third parties) 
any SCQF credit rating allocated to qualifications/learning programmes by 
SQA’s SCQF Credit Rating Service.  
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5 Completing Form CR2 
Form CR2 has been designed to request full details of the qualification or 
learning programme that is being submitted for credit rating. It is important 
that you answer each question — all responses will be taken into account 
when considering the submission. You’ll find a sample form in section 10, 
but you should complete the form electronically. 
 
This form requests key information about the qualification or learning 
programme, and should be completed separately for each qualification/ 
learning programme you are submitting. 
 
Use the following guidance to help you to provide full and complete 
information and all relevant evidence required to support your submission. 
This will ensure that your qualification or learning programme is accurately 
and efficiently evaluated for credit rating. 
 
Any evidence supplied by you in support of your submission must be 
consistently and clearly identified and referenced throughout Form CR2. 
 
Note: Throughout the form questions are answered by putting an ‘X’ in a ‘Yes 
or ‘No’ box. In Microsoft Word, do this by double clicking on the box and 
select ‘checked’ under ‘default value’. 

 

Section 1: General information 
Insert the full title of the qualification or learning programme you are 
submitting. 
 

1.1  The person named must be the main contact for SQA for this specific 
qualification or learning programme. This person must be someone who has 
good knowledge of the submission and qualification or learning programme 
and will be able to discuss the information contained in the Form CR2 in 
detail with the CRO. They must also have the authority to address any 
issues raised. 
 
Note: Although questions 1.1 to 1.8 are identical to the questions 1.1 to 1.8 
on Form CR1, the information you provide may be different for each specific 
qualification or learning programme. 
 

1.9  Insert the date Form CR1 was sent to SQA (this may have been with an 
earlier submission — you need only complete Form CR1 once, unless 
information provided has changed). 
 

1.10  Your organisation identification number is allocated when we process your 
Form CR1 — you may know it from previous submissions. 
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Section 2: Key requirements of the SCQF 
Before preparing a submission: 
 
It is crucial that, at the outset, the four key SCQF requirements (in bullet 
points below) are successfully met by the information and evidence you 
provide in your submission.  
 
♦ The qualification or learning programme must be based on learning 

outcomes. 
♦ The outcomes are formally assessed and recorded, and are subject to 

external review and reporting. 
♦ The qualification or learning programme has a documented process of 

external quality assurance that covers the validity of the assessment 
judgements made and appropriateness of the assessment instruments. 

♦ The learning in the qualification or learning programme must have, as a 
minimum, a notional 10 hours of learning time for the average 
candidate. 

 
The CRO will focus the initial scrutiny on whether or not the evidence 
supporting your submission has met these four key SCQF requirements. The 
outcome of the initial scrutiny is likely to fall into one of the following 
categories: 
 
♦ The CRO is satisfied that there are no issues with the evidence 

supporting the submission and will proceed to the next stage of the 
process. 

♦ The CRO may conclude that, while there is sufficient evidence that the 
four key requirements are met, there may be other issues identified 
which fall outwith the four key requirements that require clarification 
before the submission can proceed. 

♦ The CRO concludes that the evidence supplied is not sufficient to 
determine that the four key requirements have been met. If this happens, 
your submission will be returned at this stage identifying the shortfalls. 
The submission will be re-considered when the shortfalls are addressed. 

 
2.1 Please indicate if your submission meets the four key requirements. 

 
2.2. Indicate whether this qualification or learning programme has been 

submitted to any other credit rating body by inserting an ‘X’ in the ‘Yes’ or 
‘No’ box. If you answered ‘Yes’, please provide the details including for 
which framework it has been credit rated. We will take into account any 
previous allocation of credit points and level when determining the overall 
credit rating. 
 

2.3. If you answered ‘Yes’ please provide details. The following are examples of 
the type of information that would be of interest. 
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♦ dates of delivery 
♦ numbers of participating learners 
♦ where delivered 
♦ how delivered — online, distance, classroom etc 
♦ is it certificated 
♦ successful completion rate 
♦ number of anticipated learners 
 
If you have answered ‘No’ to 2.3, please indicate when this information will 
be available and any anticipated delivery dates, venues, learners or any other 
relevant details you may already know. 
 

2.4. If you answered ‘Yes’ please provide details. This could include: 
 
♦ full name and abbreviation of the awarding or professional body 

providing the recognition 
♦ nature of the recognition, eg category of award, level of professional 

status, etc 
♦ when recognition was granted 
♦ how long recognition is granted for (and renewal date, if appropriate) 
 
If you have answered ‘No’ to 2.4, please indicate whether recognition has 
been refused or not applied for. 
 

2.5 Please say how the quality assurance of the qualification or learning 
programme is resourced. This should include details of, for example, staff 
and physical resources. 
 
It will be helpful to attach an organisation chart or describe your 
organisation’s structure in terms of the departments involved in these 
aspects of the qualification or learning programme. 
 

2.6  Please indicate how the delivery of the qualification or learning programme 
is resourced. This should include details of, for example, learning materials 
and references. 
 

2.7  Use the space available to describe the typical learner who is likely to 
undertake this qualification or learning programme. Learners may be 
described as: 
 
♦ participating in a particular type of learning programme, eg apprentices 
♦ having particular learning needs, eg special needs 
♦ at a particular stage in life, eg women returning to the labour market 
♦ at a particular stage in their career, eg new managers 
♦ using particular equipment, tools or techniques 
♦ in particular situations, eg redundant 
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2.8  If you answer yes, please detail the pre-entry requirements. They might, for 
example, be: 
 
♦ qualifications 
♦ experience 
♦ level of responsibility 
♦ pre-entry tests 
 
If you have answered ‘No’ to 2.8, explain why you have no entry 
requirements. 
 

2.9 Describe your policy and procedures for recognising and approving 
Accreditation of Prior Learning and/or Accreditation of Prior Experiential 
Learning. You should also consider any arrangements for Recognition of 
Prior Learning that may have been developed. It is important that this 
demonstrates how you ensure that learners have demonstrated achievement 
of the learning outcomes. Please provide the reference number and title of 
any attachments if applicable. 
 

2.10 Provide details of recognised relationships between the submitted 
qualification or learning programme and other internal or external provision. 
Please include details of how the relationships were formed and who 
recognises them. 
 

2.11 If you answer ‘Yes’, please describe the progression opportunities. 
 

2.12  Provide details of when and how you intend to review this qualification or 
learning programme. Any revision to a qualification or learning programme 
that has been credit rated must be submitted to your allocated CRO. A 
revision may result in the credit rating of that qualification or learning 
programme being changed. (Please also refer to section 5.2) 
 

Section 3: Qualification or learning programme details 
The information provided in this section will set out the exact requirements 
of your qualification or learning programme in terms of content and 
structure. This will provide evidence for the notional learning hours and, 
therefore, the SCQF credit points allocated. Your supporting evidence must 
clearly address the questions raised here, and must also be clearly identified 
and referenced throughout. 
 

3.1  Provide a broad understanding of content and context of the qualification or 
learning programme. Please describe in general terms what it covers. 
 
♦ Indicate the modes of learning opportunities available, eg work-based, 

classroom-based, distance learning, online learning, etc. 
♦ Attach and reference a full qualification curriculum, syllabus, schedule, 

or equivalent. Please provide the reference number and title of the 
attachment. 
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♦ Identify the defined aims and objectives of the qualification or learning 
programme. 

 
3.2 There are various ways of describing how a qualification or learning 

programme is structured. 
 
To ensure we share a common understanding of terminology you use, please 
supply any documentation that helps to identify the structure, and provide us 
with an explanation of how you interpret this. 
 
It is important for our understanding that you are consistent with titling and 
descriptions — inconsistencies will require clarification and may lead to a 
delay in the process. 
 
In explaining the structure of the qualification or learning programme, you 
should consider: 
 
♦ How are the components of the qualification or learning programme 

described; what do you call them, eg units, modules, elements, sessions, 
courses? 

♦ Are individual learning outcomes assigned to separate components? Are 
the components ‘stand-alone’, ie are they individually assessed and 
therefore capable of being individually credit rated? Ask yourself, ‘Is 
this individual component a meaningful learning outcome in its own 
right’ or ‘could it be certificated as a component of learning’? 

♦ Are the learning outcomes simply spread across the components to 
provide a more manageable structure? 

♦ Are the learning outcomes assigned to the qualification or learning 
programme as a whole, rather than component parts? 

♦ Is it a combination of all these? If it is something else, please describe. 
♦ Is there mandatory and optional content? 
♦ Are there stages or progression between parts of the qualification or 

learning programme? 
 
This information is important when it comes to applying the notional 
learning hours and level to the qualification or learning programme. The 
structure of your qualification or learning programme will assist in 
determining how it is credit rated. Please refer to 3.3 below for further 
details. (SCQF Handbook Guidelines 1–9) 
 

3.3  Please clearly identify each of the learning outcomes of the qualification or 
learning programme and list these in the space provided. 
 
These need to be statements of knowledge, skills, values or competence that 
are capable of being demonstrated at the end of the learning process. If the 
learning can be assessed in a valid, reliable quality-assured manner, it can be 
credit rated. 
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♦ If the learning outcomes are assigned to a particular component of the 
qualification, please list them against the relevant component. 

♦ Describe how the learning outcomes relate to the overall aims and 
objectives of the qualification or learning programme. 

 
It is important for the CRO’s understanding of your qualification or learning 
programme that you are consistent with titling and descriptions. 
Inconsistencies will lead to clarification being required and may delay the 
process. 

 

Section 4: Assessment and internal quality assurance 
The information you provide in this section will set out the exact 
requirements of your qualification or learning programme in terms of the 
delivery, assessment and quality assurance. Your supporting evidence must 
clearly address the questions raised here, and must, again, be clearly 
identified and referenced throughout. 
 

4.1  The details you provide should fully explain the assessment principles, 
procedures and processes. (SCQF Handbook Guideline 19) 
 
♦ Please note: you must supply evidence to support your explanation. 

Clearly reference and title this evidence in the space provided. 
♦ The evidence should be explicit, valid and reliable, and it should show 

how the assessments are appropriate to the learning outcomes and to the 
overall qualification or learning programme. 

♦ The assessments, together with the content of the learning outcomes, 
will determine the level of the component and ultimately the overall 
qualification or learning programme. (SCQF Handbook Guideline 5) 

 
4.2  The details you provide should demonstrate your procedures for approving, 

supervising and reviewing assessment strategies or methodology and 
assessment decisions. This should also include how you incorporate the 
views of your delivery staff and learners, where appropriate. 
 
♦ If appropriate, please give full details of the different stages in your 

internal quality assurance arrangements and show who is responsible for 
each stage. You may find it useful to show this as a diagram or in a 
chart. 

♦ You should include details of the ratio you sample and explain how the 
sample is chosen. 

 
4.3  What criteria do you use to determine how the learner achievement is 

identified and how is it recorded? Include the marking of assessments and 
the criteria used to distinguish between a pass or a fail or any other grading 
system you may use. Please supply evidence, clearly referenced. 
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♦ Please also include a description of the security arrangements you have 
in place for housing learner achievement, eg results, and describe how 
you issue formal records, transcripts or certificates. 

 
4.4  Describe your arrangements for re-assessment, re-examination, or any other 

system that you may have in place. This should include, for example, the 
number of re-sits allowed or the amount of alternative re-assessment 
material available. Please supply evidence, clearly referenced. 
 
♦ Please describe your procedures, processes and/or guidelines to address 

cheating, plagiarism or fraud. What actions are taken if any of these is 
found to have occurred? Please attach and clearly reference evidence of 
documented processes. 

♦ What information or guidance is provided to the deliverers and/or 
assessors of the qualification or learning programme, and participants, in 
terms of, for example,  re-assessments, sanctions? Please list and 
reference. 

 
4.5  Describe, and supply a copy of, your appeals procedure, and say how you 

inform participants, deliverers or any other relevant person. Please clearly 
reference the evidence.   

Section 5: External quality assurance 
 
Your answers to the questions in this section are very important and should 
provide a complete picture of your arrangements for externally quality assuring 
the qualification or learning programme. Show how you use the feedback that 
this generates to review and influence the provision and delivery of the 
qualification or learning programme. 

 
5.1  Please explain the procedures and processes for the external quality 

assurance of the qualification or learning programme. This must include: 
 
♦ the validity of the assessment judgements made 
♦ the appropriateness of the assessment instruments 
♦ how it is carried out 
♦ who carries it out 
♦ how frequently it is carried out 
♦ how consistency is assured 
 

5.2  Evidence of the external quality assurance process must include periodic 
reports that should show: 
 
♦ that there has been consistency in the assessment process and that the 

assessment criteria have been applied 
♦ that the assessment processes remain appropriate to the achievement of 

the learning outcomes  
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♦ that the criteria identified to distinguish a pass or fail, or any other 
grading system you use, is adhered to and is appropriate 

 
Please also describe how you take into account the outcome of the external 
quality assurance process in reviewing the qualification or learning 
programme. (Please also refer to section 2–2.12) 
 

5.3  You must have in place arrangements for the appointment of external 
quality assurance personnel. This must include: 
 
♦ details of the roles and responsibilities of the personnel and evidence 

that they are fully informed of these 
♦ how your organisation ensures the competence of the person(s) to 

undertake this role. 
 
Please supply evidence that is clearly identified and referenced. 
 

Section 6: Allocating credit points and level 
In this section you are asked to calculate the potential SCQF credit points 
(based on notional learning hours) for your qualification or learning 
programme and the potential SCQF level. SQA, as the credit rating body, 
will either confirm your allocation or, on the basis of the information you 
have supplied and on the evaluation of the Credit Rater and Credit Vetter, 
make its own recommendation to the Credit Rating Decision Group. 
 

Allocating notional learning hours and SCQF credit points  
You should read chapter 6 of this guide for advice. The explanation you 
provide must include details of how you have arrived at your figure. If you 
need clarification, please do not hesitate to contact your nominated CRO. 
 

6.1 Add up the notional learning hours for a stand-alone component or for the 
qualification or learning programme as a whole, and divide by 10. This will 
give you the credit points for a component and for the qualification or 
learning programme (one credit point = ten hours of ‘notional learner 
effort’). 
 
SCQF credit points cannot be allocated for notional learning hours less than 
10. Fractions of hours should be rounded up or down as appropriate. 
 

6.2  Please now state the SCQF credit point allocation you consider appropriate. 
 

Allocating SCQF level 
Please read chapter 7 of this guide for advice. Your explanation must 
include details of how you have arrived at your recommendation. If you 
need clarification, do not hesitate to contact your nominated CRO. 
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6.3  List the SCQF level(s) you consider most appropriate for the learning 
outcomes. 
 
Please record your final credit rating in the box provided. It is important that 
you justify the conclusion reached and record in the space below. 
 

6.4  List the level you consider to be the most appropriate level for the overall 
qualification or learning programme. 
 
Please record your final SCQF credit points and level in the box provided. It 
is important that you justify your conclusion in the space below. 
 
Please submit your completed scorecard with Form CR2 as evidence of your 
justification for the credit rating recommended for the qualification or 
learning programme. 
 
 
Section 7: Credit rating submission checklist 
Please complete the checklist template as a cross-check to ensure you have 
enclosed all the documentation that you have referenced in your submission, 
and so that we know that all your referenced documentation has reached us. 
This will prevent delays in progressing your submission. 
 

Section 8: Declaration  
The completed Form CR2 should be signed and dated by someone with the 
appropriate authority to sign on behalf of the organisation (not necessarily 
the named contact person), with the signatory’s name and position in the 
organisation inserted underneath. 
 
By signing the declaration, this person is declaring that the information 
supplied is, as far as they are aware, true and accurate and that any changes 
that occur to the information will be notified to SQA’s SCQF Credit Rating 
Service as soon as possible. 
 
Please note that any qualification or learning programme submitted to 
SQA’s SCQF Credit Rating Service must be the property of your 
organisation. By signing the declaration you are confirming this. 
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6 Guidance for allocating SCQF 
credit points 
SCQF credit points 
SCQF credit points are used to quantify units or components and 
qualifications or learning programmes, and give them a value or currency. 
Credit points can be used by interested parties (eg learners, employers, other 
qualification providers) to give them an idea of how much learning has 
taken place and compare this with other qualifications or learning 
programmes — the larger the qualification or learning programme, the 
higher the number of credit points. 
 
SCQF credit points are calculated by measuring the ‘volume’ of an outcome 
of learning. This is arrived at by estimating the amount of time required by 
the ‘average’ learner to achieve the outcomes at a particular level. Using the 
term ‘average’ recognises that the amount of time actually taken by 
individuals to achieve these learning outcomes will vary — for example, 
with motivation, experience and ability. 
 
One SCQF credit point represents a notional 10 hours of learning. This is 
made up of time for teaching, assessment, study and preparation. Credit 
points are gained on successful achievement of the learning outcomes 
contained in a qualification or learning programme. 
 
For example, a qualification or learning programme with two credit points at 
SCQF level 6 can be compared in terms of the amount of learning that has 
taken place with a qualification or learning programme with 20 credit points 
at SCQF level 6. 
 

Allocating SCQF credit points to components  
The number of credits will differ greatly between qualifications/learning 
programmes, within levels and between levels. 
 
You should consider how the learning outcomes are contained in the 
structure of the qualification. For example, are the learning outcomes 
assigned to individual components of the qualification and are stand-alone 
components, or are learning outcomes assigned to the qualification as a 
whole. 
 
It is good practice to work from the perspective of a candidate who has met 
the typical entry requirements for the qualification or learning programme. 
For lower levels of qualification or learning programme, candidates may have 
no previous knowledge. For higher levels, candidates may enter with prior 
experience or qualifications. 
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Notional learning time for components 
Many SQA qualifications define ‘learning time’ as part of their structure. 
For example, a Higher National Diploma is made up of 30 40-hour 
components, which would be 120 credit points. However, at this level, 
learners are required to be more responsible for their own learning and will 
conduct learning activities outside of the structured scheduled learning time. 
The design rules for HN qualifications take this into account and allow an 
additional 30x40 hours of learning outside of the structured learning time, 
which means that a Higher National Diploma has 240 credit points. 
 
Workplace qualifications, such as SVQs, have not previously been defined 
in terms of the time it takes a learner to achieve them. To determine the 
SCQF credit value of individual components, a number of factors need to be 
considered, in addition to the time that a learner is with a trainer or assessor.  
 
In addition to participating in these kinds of formal learning/training 
sessions, learners could be expected to spend time on other learning 
activities such as: 
 
♦ personal and informal learning 
♦ research and study time 
♦ practical work and work experience 
♦ preparation for training, mentoring 
♦ assessment 
 
The mix of activities can vary. For example, a very practical component might 
require considerable time allocated to work experience or developing 
practice before the person could be expected to achieve the required 
‘outcome’. At the higher levels, learners are likely to undertake individual 
study, research, benchwork and application of skills well beyond the amount 
of time available through formal classes. 
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This table provides a simple format for calculating notional time and credit 
points: 

 

SCQF COMPONENT GRID — Credit Point Recommendations 

Component title (unit/module):  

Component 
breakdown, if 
relevant (eg 
topics/sections 
from the 
component/unit) 

Formal input 
(eg contact 
time with 
tutor, 
acquisition of 
knowledge/ 
understanding) 
(hours) 

Additional 
activities 
(eg developing 
practice, 
reflection, 
research/study 
time) (hours) 

Assessment 
(eg planning, 
completion 
of 
assessment 
tasks) 
(hours) 

Total 
time 

 
 

    

 
 

    

 
 

    

Total hours     
   Credit 

points 
(hours/10) 

 

 
Components of a qualification or learning programme can be of varying 
sizes — one component might be very demanding in terms of both skills 
and knowledge, whilst another may be less demanding and take less time for 
the average candidate to achieve. 
 
Remember that one credit point equates to 10 hours of learning. Fractions of 
hours should be rounded up or down as appropriate. 
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7 Guidance for allocating an 
SCQF level 
You now need to complete a detailed evaluation of the learning outcomes or 
components from your qualification against the SCQF Level Descriptors, 
and justify why a particular level is appropriate. 
 
A useful reference is SQA’s SCQF Ready Reckoner (included in your pack) 
which may provide you with an initial idea of the SCQF level your 
qualification should be placed at. This is also shown in section 2 of this 
guide. 
 
Please make use of the scorecard to record the evaluation and justification 
for your suggested SCQF level. This should be completed electronically. If 
you have an established alternative method for recording this evaluation and 
justification, please provide details. 
 

The SCQF levels 
The SCQF levels are defined in a series of Level Descriptors — one for 
each of the levels 2 to 12 (there is no Level Descriptor for level 1). 
 
The Level Descriptors identify the characteristics of qualifications/learning 
programmes under five broad headings: 
 
Characteristic 1 Knowledge and understanding — mainly subject based 
Characteristic 2 Practice: applied knowledge and understanding 
Characteristic 3 Generic cognitive skills, eg evaluation, critical analysis 
Characteristic 4 Communication, numeracy and IT skills 
Characteristic 5 Autonomy, accountability and working with others 
 
 
 
Characteristic 1  Knowledge and understanding — mainly subject 

based 
This Characteristic is about the complexity and breadth of knowledge and 
understanding required to underpin the achievement of skills and competence. 
 
Individuals will start with a basic knowledge of facts and will progress to a 
point where they will reflect on that body of knowledge and reason why it is 
correct or incorrect, and then adapt their knowledge accordingly. 



 28

Characteristic 2 Practice: applied knowledge and understanding 
Competent practice, and the development and use of skills, comes through the 
application of knowledge and understanding. It requires an individual to 
contextualise and understand their knowledge so that it can be applied in 
different situations and practices. 
 
Individuals will progress from relating knowledge to a few simple everyday 
contexts, to using a range of complex skills, techniques, practices and 
demonstrating originality and creativity in the development and application of 
new knowledge, understanding and practices.  
 
 
Characteristic 3 Generic cognitive skills, eg evaluation, critical analysis 
Cognitive skills involve the process of acquiring knowledge and 
understanding, through thought, experience, and the senses. They include 
skills such as problem solving, creativity and innovation, ability to respond to 
change and monitor, evaluate and promote continuous improvement.  
 
Cognitive skills tend to be transferable, ie once an individual has developed 
the techniques they can apply them to different situations and job roles.  
 
In any area of cognitive skill there are degrees of understanding and 
complexity. For example, cognitive skills required for problem solving could 
be broken down into the following stages: 
 
♦ identify problem solving situations 
♦ follow problem solving procedures 
♦ apply problem solving principles 
♦ resolve problem solving situations/theories/concepts 
 
 
Characteristic 4 Communication, numeracy and IT skills 
Skills in communication, numeracy and IT are essential for effective practice, 
and underpin many roles or tasks that individuals perform. It is not necessarily 
important in every job role for an individual to have skills in all three areas, 
nor is it necessarily a requirement for that individual to have an equal level of 
skill in all three areas. 
 
Although some roles will have specific communication, numeracy and IT 
requirements, many of these skills are generic, and can be transferred across 
different roles, companies or fields of work. 
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Characteristic 5 Autonomy, accountability and working with others 
This Characteristic is about the ways individuals work, and the impact of this 
on their job role and other individuals. As individuals become more competent 
there is often, although not always, a tendency for that individual to become 
increasingly autonomous and accountable within their role. The individual’s 
working relationship with others can also change, generally becoming either 
more independent or more focused on management or leadership. 
 
This Characteristic also involves individuals in reflective practice — as they 
progress they would be expected to develop their skills in identifying 
strengths and weaknesses and means of improvement. 
 
The Level Descriptors show how these five characteristics become 
increasingly demanding in relation to:  
 
♦ complexity and depth of knowledge and understanding 
♦ links to academic, vocational or professional practice 
♦ the degree of integration, independence and creativity required 
♦ the range and sophistication of application/practice 
♦ the roles taken in relation to other learners/workers in carrying out tasks 
 
Taking Characteristic 5 as an example, this table illustrates how it is 
expressed in four of the levels: 
 

Characteristic 5 Autonomy, accountability and working 
with others 

Level 2 ♦ Work alone or with others on simple 
routine, familiar tasks under frequent and 
directive supervision. 

♦ Identify, given simple criteria, some 
successes and/or failures of the work. 

Level 5 ♦ Work alone or with others on tasks with 
minimum supervision. 

♦ Agree goals and responsibilities for self 
and/or work team with 
manager/supervisor. 

Level 8 ♦ Exercise autonomy and initiative in some 
activities at a professional level. 

♦ Take significant managerial or 
supervisory responsibility for the work of 
others in defined areas of work. 

Level 12 ♦ Exercise a high level of autonomy and 
initiative in professional and equivalent 
activities. 

♦ Take full responsibility for own work 
and/or significant responsibility for the 
work of others. 



 30

Allocating an SCQF level to components of 
a qualification or learning programme 
Mapping process 
In the mapping process, components are compared against the 11 SCQF 
Level Descriptors, which describe the five characteristics that determine the 
level. To record this you are asked to complete the scorecard (see section 8). 
 
The Level Descriptors are indicative, not prescriptive. They give examples 
of the different levels of demand across the five characteristics. Not 
everything in the Level Descriptors will be relevant to your component. 
 
Take a bit of time to look at the Level Descriptors and to get a feel for some 
of the differences between the levels. Try to identify what you feel are the 
distinguishing features between levels in areas such as familiar or unfamiliar 
situations, and supervised and independent working. The range of 
knowledge can also be a useful indicator — learning at a lower level often 
involves a limited range of knowledge, whereas learning at a higher level 
requires a wide range of knowledge and skills. 
 
Think about the objectives for your component (unit/module/standard): 
 
♦ What is being asked of the individual — what is the component trying to 

achieve? 
♦ Is the component mainly knowledge-based, or practice-based? 
♦ What are the outcomes of the component — do the words used suggest a 

level of skill, are there other indicators of complexity of activities in the 
component? 

♦ Does the assessment/evidence requirement indicate a specific level? 
 
Words like analyse, interpret, describe, synthesise, repeat, identify and so on 
will help to indicate the level of demand on the learner. 

 
Mapping a component using the Level Descriptors 
A useful way to use the Level Descriptors is to benchmark the component  
(eg unit, module, standard) against them. There are a number of approaches 
to benchmarking: 
 
♦ Review the ‘ready reckoners’ at the beginning of the Level Descriptors 

— they provide an overview of the levels. 
♦ Identify an existing levelled unit or component with which you may be 

familiar and which you think is around the same level as yours. 
♦ Consider the job role of the individuals the component is designed for 

— for example, is the job competence at technician, practitioner, 
supervisor or manager level? What level of autonomy is the person 
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expected to exercise? Compare this to the Level Descriptors for 
‘Autonomy, accountability and working with others’. 

♦ Look at entry requirements and/or the expected exit point, eg does the 
component prepare learners for another component/unit/qualification or 
learning programme which already has an SCQF level. 

 
Having established a rough level for the component, look in more detail at 
the Level Descriptors for the closest levels, ie if you think your component 
may be around level 7 then have a close look at the descriptors for levels 6 
and 8 as well. 
 
If you have a number of components to be mapped, you may find it useful 
to map a few key components and use them to create your own benchmarks. 
 

Mapping a component using the scorecard 
Using the scorecard involves reviewing the scorecard for each characteristic 
alongside the component (unit, module, standard) and selecting the most 
relevant level (remembering that not all characteristics might be relevant). 
 

Allocating a level to your component 
You should be looking for the best fit between your components and the 
generic descriptors for the Characteristics. You shouldn’t use the Level 
Descriptors as a checklist, expecting to find all the examples given in the 
descriptors in your component. Instead, you should match examples from 
your component to the relevant Characteristics. As you look at each 
Characteristic, record your comments — this is usually done using this 
section of the scorecard called the SCQF Component Grid:  
 

 

SCQF COMPONENT GRID — Level Recommendations 

Component title (unit/module): 
SCQF 
characteristics 

Best fit 
level 

Comments  

Knowledge and 
understanding 

  

Practice/applied 
knowledge 

  

Generic cognitive 
skills 

  

Communication/ 
ICT/numeracy 

  

Autonomy/working 
with others 

  

Estimated level  
(best fit) 
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Remember that not all characteristics may be relevant. Knowledge and 
understanding and Practice will be core to most components, but not all 
components will include all five characteristics. Your component may also 
only cover part of a characteristic, eg Communication may be an important 
skill, but Numeracy or IT may not be required. 
 
You may find that the best match for each characteristic is at different levels 
— this is illustrated here: 
 

SCQF Characteristics Best fit level 
Knowledge and understanding 6 
Practice/applied knowledge 6 
Generic cognitive skills 7 
Communication/IT/numeracy 5 
Autonomy/working with others 6/7 
Estimated level (best fit) 6 

 
 

As you can see for Autonomy/working with others, you may find that there is 
not a clear match to one level for a particular characteristic — you can 
indicate that you believe that it has aspects of both levels. 

 
You should try to find the level that has the greatest proportion of its 
descriptors reflected in your component. The level of the component will 
normally be the most common level — the estimated best fit in this example 
would be 6. 
 
If this process does not give you a conclusive result, you could rank the 
characteristics in order of importance. In the following example, the two 
most important aspects have been identified as Knowledge and 
understanding, and Autonomy/working with others. These characteristics 
have been mapped to the SCQF Level Descriptors for level 7. Although 
SCQF levels 5 and 6 have been allocated to the other characteristics, these 
are less important to the component as a whole. Using this methodology, the 
best fit for this component would be SCQF level 7. 
 
SCQF characteristics Best fit level Rank order 
Knowledge and understanding 7 1 
Practice/applied knowledge 6 3 
Generic cognitive skills 6 5 
Communication/ICT/numeracy 5 4 
Autonomy/working with others 7 2 
Estimated level (best fit) 7 
 
Having decided on a level for the component, the next thing to do is to test 
this view by looking at the SCQF Level Descriptors for the levels 
immediately above and immediately below the level of your initial decision. 
Ask why the component is not at these levels. 
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Rationale for the component level 
Determining level against the SCQF Level Descriptors involves 
interpretation. In other words, it is a subjective decision. This means it is 
important to explain how you made your decision. You should record: 
 
♦ reasons for final level selected 
♦ justification of selection with reference to levels above and below 
♦ quotes/extracts from the component to support your selection 
 
Here are some examples of rationale statements that address the first two 
points. This is only for guidance — your component may be unique to your 
qualification or learning programme. 
 

Example 1 
This module is judged to be at level 6 for the following reasons: 
 
1. Factual and theoretical knowledge is required. 
2. The learner is applying skills and knowledge in familiar situations but is 

able to deal with limited unpredictability. 
3. The learner carries out unsupervised but clearly directed work. 
 
This module goes beyond level 5, which does not require theoretical 
knowledge, does require work to have minimum supervision and where the 
candidate should be operating within a familiar situation. However, it does 
not match the Level Descriptor for SCQF level 7, which requires embedded 
theoretical knowledge, ability to deal with routine and non-routine situations 
and where initiative and independence are expected in work. The module 
was benchmarked with the module xxxxxx, which had a similar content but 
different assessment strategy. 
 

Example 2 
This component is at SCQF level 7 because it is a practice component where 
the key task is to undertake mainly unsupervised work with clients. The 
component also requires a good level of knowledge and understanding of 
the principles that underpin practice. Candidates are expected to apply 
knowledge in a number of situations that are both familiar and unfamiliar. 
 
This component goes beyond level 6, which suggests closer supervision of 
work and application of knowledge in familiar situations. This component 
does not match the level 8 descriptor, which demands high levels of 
knowledge and application and adaptation of complex knowledge in 
practical situations. 
 
This component was benchmarked against component xxxxxx. 
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Example 3 
Level 8 should be assigned to this unit because the knowledge and 
understanding covers a range of theories that are applied and adapted to a 
number of key social areas. The assessment demands analysis, a synthesis of 
knowledge and a high level of written work. The entry level to this unit is 
xxxxxx, which has been levelled at SCQF level 7. 
 
This unit goes beyond the demands of SCQF level 7 in that it requires the 
candidate to know a range of theories that must be applied and adapted to a 
number of areas. However, it does not match Level Descriptors for SCQF 
level 9 as it does not demand specialist knowledge of forefront 
developments and candidates are not required to apply professional 
judgements. 
 
There were no benchmark units for this unit. 

Allocating qualifications or learning 
programmes to levels in the SCQF 
Once you have allocated levels to your components, you then have to decide 
how to derive a level for the qualification or learning programme as a 
whole. 
 
If all of your components have been mapped against one Level Descriptor, 
you can generally assume that the qualification or learning programme will 
be mapped against that level as well.  
 
You must still test this assumption. Just as you matched the components to a 
Level Descriptor when allocating them to levels, so you now need to match 
the qualification or learning programme to level as a whole. This process is 
described in ‘Coming to a conclusion on the level of the qualification or 
learning programme’ later in this section. 
 

Tools to help with mapping a qualification or learning 
programme  
If your qualification or learning programme includes components which 
have a range of levels, you must make a judgement on the overall level of 
the qualification or learning programme.  
 
Three models to help you to make a judgement on the level of the 
qualification or learning programme are described on the next few pages:  
 
♦ equal components  
♦ proportional design 
♦ exit level 
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The equal components model 
The equal components model can be used where all the components of a 
qualification or learning programme have the same status and contribute 
equally. This approach works best when there are no options, or limited 
options in the qualification or learning programme. 
 
The equal components model involves charting the levels of the components 
to see the level at which there are the most credit points. The level of the 
qualification or learning programme as a whole will be decided according to 
which level has the greatest number of SCQF credit points from the 
components. 
 
For example, if a qualification or learning programme has 30 SCQF credits 
at SCQF level 5 and 15 SCQF credits at SCQF level 4, this would be a clear 
indication that it should be allocated to SCQF level 5. 
 
Here are some further examples. For this illustration, each component has a 
learning time of 40 hours in these examples — in reality, qualifications can 
have different learning times for components. 
 

Example 1  
A qualification or learning programme has these components: 
 
One component at SCQF level 4 = 4 SCQF credit points  
Eight components at SCQF level 5 = 32 SCQF credit points  
Two components at SCQF level 6 = 8 SCQF credit points  
 
The total of SCQF credit points for the level 5 components is greater than 
the totals of the level 4 and 6 components put together. This makes the level 
of the qualification or learning programme SCQF level 5 since this is the 
level at which the greatest number of SCQF credit points is found.  
 
However, the structure of qualifications/learning programmes may not 
always lead to such a simple or clear-cut decision as shown above. Consider 
the next example.  
 

Example 2 
A qualification has these components: 
 
Three components at SCQF level 4 = 12 SCQF credit points 
Three components at SCQF level 5 = 12 SCQF credit points 
Three components at SCQF level 6 = 12 SCQF credit points 
 
The equal components model does not help here because there is the same 
number of credits at each level.  
 
Also, given that many qualifications/learning programmes contain a mixture 
of components at different levels, you must take care in a situation where 
there are more credits for a single level than for any other, but the combined 



 36

credits for the other levels match or exceed them. This is shown in the next 
example. 
 

Example 3  
A qualification or learning programme contains: 
 
Eight components at SCQF level 7 = 32 SCQF credit points 
Three components at SCQF level 8 = 12 SCQF credit points 
Five components at SCQF level 9 = 20 SCQF credit points 
 
In this calculation, learning at level 7 occurs more frequently than at either 8 
or 9, but the volume of learning at levels 8 and 9 matches that at level 7. 
This means that the equal components model cannot be used to identify the 
level of this qualification or learning programme. 
 
At this point, or if the equal components model seems inappropriate for 
other reasons, you should try looking at one of the other models — exit 
level or proportional design. 
 

The exit level model 
This model deals with qualifications or learning programmes that are 
designed to take learners from a relatively low starting point to a higher end 
point. They do this by providing components at lower levels to allow 
learners to build towards the exit level. 
 
If the purpose of a qualification or learning programme is to use the earlier 
learning as a base for what the learner is ultimately expected to do or to 
know, it follows that the level of the qualification or learning programme 
will be the level of the exit components. 
 
Qualifications or learning programmes can also be associated with some 
kind of exit assessment ⎯ an exam or a project of some kind. This would 
mean that the level of the assessment must also be the level of the 
qualification or learning programme. 
 
Where a qualification or learning programme of this kind has a core and 
options, it is likely that the exit components will be contained in the core. A 
qualification or learning programme of this type can be placed correctly at a 
level that is occupied by a relatively small proportion of its components. 
 
If there is a mix of components at different levels, distinguish those 
components that provide underpinning knowledge or skills from those that 
provide the final competences — it is these later components that you would 
use to determine the level.  
 

The proportional design model 
The proportional design model is used where the overall outcome of the 
qualification or learning programme has to be based on a balance among 
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components of different subject matter or levels offered in a core and 
options arrangement. Most often this will mean that the qualification or 
learning programme has a core covering the main aims, and a range of 
options providing breadth. 
 
This model combines features of the exit level model and the equal 
components model — there is an exit level, but the design does not depend 
on progressing towards it through increasingly complex stages. 
 
The general rule for qualifications/learning programmes of this type is that a 
minimum of half the credit points have to be at (or above) the level at which 
you place the overall qualification or learning programme. 
 
Examples would be: 
 
♦ a qualification or learning programme worth 72 points and designed to 

be at level 4, has to have at least 36 of these points at SCQF level 4  
♦ a qualification or learning programme worth 96 SCQF credit points and 

designed to be at level 7, has to have at least 48 of these points at SCQF 
level 7 

♦ a qualification or learning programme worth 20 SCQF credit points and 
designed to be at level 8, has to have at least 10 of these points at SCQF 
level 8 

 

Coming to a conclusion on the level of the 
qualification or learning programme 
Once you have come to a view on the level of your qualification or learning 
programme using one of these models, you will have to test your 
conclusions. You do this by matching your qualification or learning 
programme to the SCQF Level Descriptors as a whole. 
 
Concentrate on the levels around which your qualification or learning 
programme sits. So, for example, if from the work you have already done 
you have assessed your qualification or learning programme as sitting at 
SCQF level 6, start by looking at the levels around SCQF level 6, ie 5 and 
7. 
 
Ask why the qualification or learning programme is not at the levels 
immediately above and immediately below the level of your initial decision. 
 
Once you are satisfied with your level selection, record your recommended 
level and the rationale for your decision, ie how did you decide on the level, 
what factors did you consider? 
 
Your recommendations will be formally reviewed by SQA, so it is 
important to include enough information so that someone who is not 
familiar with your qualification or learning programme can make a 
judgement on whether they can confirm your recommendations. 
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8 Credit rating scorecard 
To justify your rationale and recommendations for the credit rating, and to 
provide a clear audit trail, we have developed a ‘scorecard’ as a recording 
mechanism. This offers a means of quickly and systematically identifying 
the SCQF credit rating recommended by you for component parts and full 
qualification/learning programmes, and of providing evidence to support 
that. As a subjective process, the scorecard depends on interpretation and 
judgement. 
 
We recommend that you complete the scorecards when making a 
submission. However, if you have an alternative method, please seek 
approval from your Credit Rating Officer to use it. 
 
Where there are component parts (eg units, modules, standards) within the 
qualification or learning programme, the credit rating must be carried out for 
each component. There are scorecards to assist with this. 
 
In this section are the following: 
 
♦ Scorecard: SCQF Component Grid — Level Recommendations 
♦ Scorecard: SCQF Component Grid — Credit Recommendations 
♦ Scorecard: SCQF Component Summary Form 
 
We have included these in this section for reference, but they are also 
available for completion electronically.  
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CREDIT RATING SCORECARD 

SCQF COMPONENT GRID — LEVEL RECOMMENDATIONS 

Component title (unit/module): 

SCQF characteristics Best fit 
level 

Comments (Note: Not all characteristics will 
be relevant and not all aspects of the level 
descriptors will be relevant.)  

Knowledge and 
understanding 

 (Expand section as required) 

Practice/applied 
knowledge 

 (Expand section as required) 

Generic cognitive skills  (Expand section as required) 
 

Communication/ 
ICT/numeracy 

 (Expand section as required) 

Autonomy/working with 
others 

 (Expand section as required) 

Estimated level (best 
fit) 

  

Summary of Rationale for recommended component level including reasons for 
final level selected (if different levels identified for characteristic); justification of 
selection with reference to levels above and below; quotes/extracts from component 
(unit/module) to support selection. 
(Expand section as required) 
 

Notes on approach used plus who was consulted, discussions points, issues raised, 
etc. 
(Expand section as required) 
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CREDIT RATING SCORECARD 

SCQF COMPONENT GRID — CREDIT RECOMMENDATIONS 

Component title (unit/module): 

Component 
breakdown, if 
relevant (eg 
topics/sections from  
the component) 

Formal input 
(eg contact time 
with tutor, 
acquisition of 
knowledge/ 
understanding)  
(hours) 

Additional 
activities  
(eg 
developing 
practice, 
reflection, 
research/study 
time) (hours) 

Assessment 
(eg planning, 
completion of 
assessment 
tasks) (hours) 

Total 
time 

(Add sections as 
required) 
 

    

 
 

    

 
 

    

Total hours     

   Credit value 
(hrs/10)  

Notes on approach 
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CREDIT RATING SCORECARD 

RECOMMENDATION FOR SCQF LEVEL AND CREDIT OF 
QUALIFICATION OR LEARNING PROGRAMME 

SCQF COMPONENT SUMMARY GRID 

Number Component title 
 

Core/ 
option 

Level Credit 

     

     

     

     

     

     

     

     

     

     

     

Recommended 
SCQF level for 
qualification/ 
learning 
programme: 

 Recommended 
SCQF credit 
points for 
qualification/ 
learning 
programme: 

 

Rationale for recommendations on level for qualification or learning programme 
(Include details of approach used to determine level for the qualification or learning 
programme) 
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9 The SCQF Level Descriptors  
The Level Descriptors set out the characteristic generic outcomes of each level. 
They are intended to provide a general, shared understanding of each level and to 
allow broad comparisons to be made between qualifications and learning at 
different levels. 

 
As detailed in section 6, a useful way to use the Level Descriptors is to benchmark 
the component (eg unit, module, standard) against them. There is no level 
descriptor for Level 1. 
 
SCQF Level 2 — (Access 2) 
Characteristics The following descriptions are for guidance only — it is 

not expected that every point will be covered 
Characteristic 1 
Knowledge and 
understanding  

♦ Demonstrate and/or work with knowledge of simple facts 
and ideas in a subject/discipline. 

Characteristic 2 
Practice: applied 
knowledge and 
understanding  

♦ Relate knowledge to a few simple everyday contexts with 
prompting. 

♦ Use a few very simple skills. 
♦ Carry out, with guidance, a few familiar tasks. 
♦ Use under supervision basic tools and materials. 

Characteristic 3 
Generic cognitive skills  

♦ Use rehearsed stages for solving problems. 
♦ Operate in personal and/or everyday contexts. 
♦ Take some account with prompting of identified 

consequences of action. 
Characteristic 4 
Communication, ICT 
and numeracy skills  

Use very simple skills with assistance, for example: 
♦ Produce and respond to a limited range of very simple 

written and oral communication in familiar/routine 
contexts. 

♦ Carry out a limited range of very simple tasks to process 
data and access information. 

♦ Use a limited range of very simple and familiar numerical 
and graphical data in familiar and everyday contexts. 

Characteristic 5 
Autonomy, 
accountability and 
working with others 

♦ Work alone or with others on simple routine, familiar 
tasks under frequent and directive supervision. 

♦ Identify given simple criteria some successes and/or 
failures of the work. 
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SCQF Level 3 — (Access 3, Standard Grade Foundation level) 
Characteristics The following descriptions are for guidance only — it is 

not expected that every point will be covered 
Characteristic 1 
Knowledge and 
understanding  

Demonstrate and/or work with: 
♦ basic knowledge in a subject/discipline 
♦ simple facts and ideas associated with a subject/discipline 

Characteristic 2 
Practice: applied 
knowledge and 
understanding  

♦ Relate knowledge with some prompting to personal and/or 
everyday contexts.  

♦ Use a few basic, routine skills to undertake familiar and 
routine tasks.  

♦ Complete pre-planned tasks. 
♦ Use with guidance basic tools and materials safely and 

effectively.  
Characteristic 3 
Generic cognitive skills  

♦ Identify with some prompting a process to deal with a 
situation or issue.  

♦ Operate in familiar contexts using given criteria.  
♦ Take account of some identified consequences of action. 

Characteristic 4 
Communication, ICT 
and numeracy skills  

Use simple skills, for example: 
♦ Produce and respond to simple written and oral 

communication in familiar, routine contexts. 
♦ Carry out simple tasks to process data and access 

information.  
♦ Use simple numerical and graphical data in everyday 

contexts. 
Characteristic 5 
Autonomy, 
accountability and 
working with others 

♦ Work alone or with others on simple tasks under frequent 
supervision. 

♦ Participate in the setting of goals, timelines, etc.  
♦ Participate in the review of completed work and the 

identification of ways of improving practices and 
processes. 

♦ Identify given simple criteria own strengths and 
weaknesses relative to the work. 
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SCQF Level 4 — (Intermediate 1, Standard Grade General level, SVQ 1) 
Characteristics The following descriptions are for guidance only — it is 

not expected that every point will be covered 
Characteristic 1 
Knowledge and 
understanding  

Demonstrate and/or work with: 
♦ basic knowledge in a subject/discipline which is mainly 

factual  
♦ some simple facts and ideas about and associated with a 

subject/discipline 
♦ knowledge of basic processes, materials and terminology 

Characteristic 2 
Practice: applied 
knowledge and 
understanding  

♦ Relate knowledge to personal and/or practical contexts. 
♦ Use a few skills to complete straightforward tasks with 

some non-routine elements. 
♦ Select and use with guidance appropriate tools and 

materials safely and effectively. 
Characteristic 3 
Generic cognitive skills  

♦ Use with guidance given stages of a problem solving 
approach to deal with a situation or issue. 

♦ Operate in straightforward contexts. 
♦ Identify and/or take account of some of the consequences 

of action/inaction. 
Characteristic 4 
Communication, ICT 
and numeracy skills  

Use straightforward skills — for example: 
♦ Produce and respond to simple but detailed written and 

oral communication in familiar contexts. 
♦ Use the most straightforward features of familiar 

applications to process and obtain information.  
♦ Use straightforward numerical and graphical data in 

straightforward and familiar contexts. 
Characteristic 5 
Autonomy, 
accountability and 
working with others 

♦ Work alone or with others on straightforward tasks.  
♦ Contribute to the setting of goals, timelines, etc.  
♦ Contribute to the review of completed work and offer 

suggestions for improving practices and processes.  
♦ Identify own strengths and weaknesses relative to the 

work. 
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SCQF Level 5 — (Intermediate 2, Standard Grade Credit level, SVQ 2)  
Characteristics The following descriptions are for guidance only — it is 

not expected that every point will be covered 
Characteristic 1 
Knowledge and 
understanding  

Demonstrate and/or work with: 

♦ basic knowledge in a subject/discipline which is mainly 
factual but has some theoretical component 

♦ a range of simple facts and ideas about and associated 
with a subject/discipline 

♦ knowledge and understanding of basic processes, 
materials and terminology 

Characteristic 2 
Practice: applied 
knowledge and 
understanding  

♦ Relate ideas and knowledge to personal and/or practical 
contexts. 

♦ Complete some routine and non-routine tasks using 
knowledge associated with a subject/discipline. 

♦ Plan and organise both familiar and new tasks. 
♦ Select appropriate tools and materials and use safely and 

effectively (eg without waste). 
♦ Adjust tools where necessary following safe practices. 

Characteristic 3 
Generic cognitive skills  

♦ Use a problem solving approach to deal with a situation or 
issue which is straightforward in relation to a 
subject/discipline. 

♦ Operate in a familiar context, but where there is a need to 
take account of or use additional information of different 
kinds, some of which will be theoretical or hypothetical. 

♦ Use some abstract constructs — eg make generalisations 
and/or draw conclusions. 

Characteristic 4 
Communication, ICT 
and numeracy skills  

Use a range of routine skills — for example: 

♦ Produce and respond to detailed written and oral 
communication in familiar contexts. 

♦ Use standard applications to process, obtain and combine 
information.  

♦ Use a range of numerical and graphical data in 
straightforward contexts which have some complex 
features. 

Characteristic 5 
Autonomy, 
accountability and 
working with others 

♦ Work alone or with others on tasks with minimum 
supervision. 

♦ Agree goals and responsibilities for self and/or work team 
with manager/supervisor. 

♦ Take leadership responsibility for some tasks.  
♦ Show an awareness of others’ roles, responsibilities and 

requirements in carrying out work and make a 
contribution to the evaluation and improvement of 
practices and processes. 
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SCQF Level 6 — (Higher, SVQ 3)  
Characteristics The following descriptions are for guidance only — it is 

not expected that every point will be covered 
Characteristic 1 
Knowledge and 
understanding  

Demonstrate and/or work with: 
♦ generalised knowledge of a subject/discipline 
♦ factual and theoretical knowledge  
♦ a range of facts, ideas, properties, materials, terminology, 

practices, techniques about/associated with a subject/ 
discipline 

Relate the subject/discipline to a range of practical and/or 
everyday applications. 

Characteristic 2 
Practice: applied 
knowledge and 
understanding  

♦ Apply knowledge and understanding in known, practical 
contexts. 

♦ Use some of the basic, routine practices, techniques 
and/or materials associated with a subject/discipline in 
routine contexts which may have non-routine elements. 

♦ Plan how skills will be used to address set situations 
and/or problems and adapt these as necessary. 

Characteristic 3 
Generic cognitive skills  

♦ Obtain, organise and use factual and theoretical 
information in problem solving. 

♦ Make generalisations and predictions. 
♦ Draw conclusions and suggest solutions. 

Characteristic 4 
Communication, ICT 
and numeracy skills  

Use a wide range of skills – for example: 
♦ Produce and respond to detailed and relatively complex 

written and oral communication in both familiar and 
unfamiliar contexts. 

♦ Select and use standard applications to process, obtain and 
combine information. 

♦ Use a wide range of numerical and graphical data in 
routine contexts which may have non-routine elements. 

Characteristic 5 
Autonomy, 
accountability and 
working with others 

♦ Take responsibility for the carrying out of a range of 
activities where the overall goal is clear under non-
directive supervision. 

♦ Take some supervisory responsibility for the work of 
others and lead established teams in the implementation of 
routine work. 

♦ Manage limited resources within defined and supervised 
areas of work. 

♦ Take account of roles and responsibilities related to the 
tasks being carried out and take a significant role in the 
evaluation of work and the improvement of practices and 
processes. 
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SCQF Level 7 — (Cert HE, HNC, Advanced Higher)  
Characteristics The following descriptions are for guidance only — it is 

not expected that every point will be covered 
Characteristic 1 
Knowledge and 
understanding  

Demonstrate and/or work with: 
♦ a broad knowledge of the subject/discipline in general 
♦ knowledge that is embedded in the main theories, 

concepts and principles 
♦ an awareness of the evolving/changing nature of 

knowledge and understanding 
♦ an understanding of the difference between explanations 

based in evidence and/or research and other forms of 
explanation and of the importance of this difference 

Characteristic 2 
Practice: applied 
knowledge and 
understanding 

♦ Use some of the basic and routine professional skills, 
techniques, practices and/or materials associated with a 
subject/discipline. 

♦ Practise these in both routine and non-routine contexts. 
Characteristic 3 
Generic cognitive skills  

♦ Present and evaluate arguments, information and ideas 
which are routine to the subject/discipline. 

♦ Use a range of approaches to address defined and/or 
routine problems and issues within familiar contexts. 

Characteristic 4 
Communication, ICT 
and numeracy skills  

Use a wide range of routine skills and some advanced skills 
associated with the subject/discipline — for example: 
♦ Convey complex ideas in well-structured and coherent 

form. 
♦ Use a range of forms of communication effectively in 

both familiar and new contexts. 
♦ Use standard applications to process and obtain a variety 

of information and data. 
♦ Use a range of numerical and graphical skills in 

combination. 
♦ Use numerical and graphical data to measure progress and 

achieve goals/targets. 
Characteristic 5 
Autonomy, 
accountability and 
working with others 

♦ Exercise some initiative and independence in carrying out 
defined activities at a professional level. 

♦ Take supervision in less familiar areas of work. 
♦ Take some managerial responsibility for the work of 

others within a defined and supervised structure. 
♦ Manage limited resources within defined areas of work. 
♦ Take the lead in implementing agreed plans in familiar or 

defined contexts. 
♦ Take account of own and others’ roles and responsibilities 

in carrying out and evaluating tasks. 
♦ Work with others in support of current professional 

practice under guidance. 



 49

SCQF Level 8 — (SHE level 2, Dip HE, HND, SVQ 4) 
Characteristics The following descriptions are for guidance only — it is not 

expected that every point will be covered 
Characteristic 1 
Knowledge and 
understanding  

Demonstrate and/or work with: 
♦ a broad knowledge of the scope, defining features, and main 

areas of a subject/discipline 
♦ detailed knowledge in some areas 
♦ understanding of a limited range of core theories, principles 

and concepts 
♦ limited knowledge and understanding of some major current 

issues and specialisms 
♦ an outline knowledge and understanding of research and 

equivalent scholarly/academic processes 
Characteristic 2 
Practice: applied 
knowledge and 
understanding  

♦ Use a range of routine skills, techniques, practices and/or 
materials associated with a subject/discipline, a few of which 
are advanced or complex. 

♦ Carry out routine lines of enquiry, development or 
investigation into professional level problems and issues. 

♦ Adapt routine practices within accepted standards. 
Characteristic 3 
Generic cognitive skills  

♦ Undertake critical analysis, evaluation and/or synthesis of 
ideas, concepts, information and issues which are within the 
common understandings of the subject/discipline. 

♦ Use a range of approaches to formulate evidence-based 
solutions/responses to defined and/or routine problems/issues. 

♦ Critically evaluate evidence-based solutions/responses to 
defined and/or routine problems/issues. 

Characteristic 4 
Communication, ICT 
and numeracy skills  

Use a range of routine skills and some advanced and specialised 
skills associated with a subject/discipline, for example: 
♦ Convey complex information to a range of audiences and for a 

range of purposes. 
♦ Use a range of standard applications to process and obtain 

data.  
♦ Use and evaluate numerical and graphical data to measure 

progress and achieve goals/targets. 
Characteristic 5 
Autonomy, 
accountability and 
working with others 

♦ Exercise autonomy and initiative in some activities at a 
professional level. 

♦ Take significant managerial or supervisory responsibility for 
the work of others in defined areas of work. 

♦ Manage resources within defined areas of work. 
♦ Take the lead on planning in familiar or defined contexts. 
♦ Take continuing account of own and others’ roles, 

responsibilities and contributions in carrying out and 
evaluating tasks. 

♦ Work in support of current professional practice under 
guidance. 

♦ Deal with ethical and professional issues in accordance with 
current professional and/or ethical codes or practices under 
guidance. 
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SCQF Level 9 — (SHE level 3, Ordinary degrees) 
Characteristics The following descriptions are for guidance only — it is 

not expected that every point will be covered 
Characteristic 1 
Knowledge and 
understanding  

Demonstrate and/or work with: 
♦ a broad and integrated knowledge and understanding of 

the scope, main areas and boundaries of a subject/ 
discipline 

♦ a critical understanding of a selection of the principal 
theories, principles, concepts and terminology 

♦ knowledge that is detailed in some areas and/or 
knowledge of one or more specialisms that are informed 
by forefront developments  

Characteristic 2 
Practice: applied 
knowledge and 
understanding  

♦ Use a selection of the principal skills, techniques, 
practices and/or materials associated with a subject/ 
discipline. 

♦ Use a few skills, techniques, practices and/or materials 
that are specialised or advanced. 

♦ Practise routine methods of enquiry and/or research. 
♦ Practise in a range of professional level contexts which 

include a degree of unpredictability. 
Characteristic 3 
Generic cognitive skills  

♦ Undertake critical analysis, evaluation and/or synthesis of 
ideas, concepts, information and issues. 

♦ Identify and analyse routine professional problems and 
issues. 

♦ Draw on a range of sources in making judgements. 
Characteristic 4 
Communication, ICT 
and numeracy skills  

Use a range of routine skills and some advanced and 
specialised skills in support of established practices in a 
subject/discipline, for example: 
♦ Make formal and informal presentations on 

standard/mainstream topics in the subject/discipline to a 
range of audiences. 

♦ Use a range of IT applications to support and enhance 
work. 

♦ Interpret, use and evaluate numerical and graphical data to 
achieve goals/targets. 

Characteristic 5 
Autonomy, 
accountability and 
working with others 

♦ Exercise autonomy and initiative in some activities at a 
professional level. 

♦ Take some responsibility for the work of and for a range 
of resources. 

♦ Practise in ways which take account of own and others’ 
roles and responsibilities. 

♦ Work under guidance with qualified practitioners. 
♦ Deal with ethical and professional issues in accordance 

with current professional and/or ethical codes or practices, 
seeking guidance where appropriate. 
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SCQF Level 10 — (SHE level 4, Honours degrees) 
Characteristics The following descriptions are for guidance only — it is not expected that 

every point will be covered 
Characteristic 1 
Knowledge and 
understanding  

Demonstrate and/or work with: 
♦ knowledge that covers and integrates most of the principal areas, features, 

boundaries, terminology and conventions of a subject/discipline 
♦ a critical understanding of the principal theories, concepts and principles  
♦ detailed knowledge and understanding in one or more specialisms some of 

which is informed by or at the forefront of a subject/discipline 
♦ knowledge and understanding of the ways in which the subject/discipline is 

developed, including a range of established techniques of enquiry or 
research methodologies 

Characteristic 2 
Practice: applied 
knowledge and 
understanding  

♦ Use a range of the principal skills, practices and/or materials associated 
with a subject/discipline. 

♦ Use a few skills, practices and/or materials which are specialised, advanced, 
or at the forefront of a subject/discipline. 

♦ Execute a defined project of research, development or investigation and 
identify and implement relevant outcomes. 

♦ Practise in a range of professional level contexts which include a degree or 
unpredictability and/or specialism. 

Characteristic 3 
Generic cognitive 
skills  

♦ Critically identify, define, conceptualise, and analyse complex/professional 
level problems and issues. 

♦ Offer professional level insights, interpretations and solutions to problems 
and issues. 

♦ Critically review and consolidate knowledge, skills and practices and 
thinking in a subject/discipline. 

♦ Demonstrate some originality and creativity in dealing with professional 
level issues. 

♦ Make judgements where data/information is limited or comes from a range 
of sources. 

Characteristic 4 
Communication, 
ICT and numeracy 
skills  

Use a wide range of routine skills and some advanced and specialised skills in 
support of established practices in a subject/discipline, for example: 
♦ Make formal presentations about specialised topics to informed audiences. 
♦ Communicate with professional level peers, senior colleagues and 

specialists. 
♦ Use a range of software to support and enhance work at this level and 

specify refinements/improvements to software to increase effectiveness. 
♦ Interpret, use and evaluate a wide range of numerical and graphical data to 

set and achieve goals/targets. 
Characteristic 5 
Autonomy, 
accountability and 
working with others 

♦ Exercise autonomy and initiative in professional/equivalent activities. 
♦ Take significant responsibility for the work of others and for a range of 

resources. 
♦ Practise in ways which show a clear awareness of own and others’ roles and 

responsibilities. 
♦ Work effectively under guidance in a peer relationship with qualified 

practitioners. 
♦ Work with others to bring about change, development and/or new thinking. 
♦ Deal with complex ethical and professional issues in accordance with 

current professional and/or ethical codes or practices. 
♦ Recognise the limits of these codes and seek guidance where appropriate. 
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SCQF Level 11 — (SHE level 5, PG 1, PG Dip, PG Cert, MA, MSc, SVQ 5) 
Characteristics The following descriptions are for guidance only — it is not expected that every 

point will be covered 
Characteristic 1 
Knowledge and 
understanding  

Demonstrate and/or work with: 
♦ knowledge that covers and integrates most, if not all, of the main areas of a 

subject/discipline — including their features, boundaries, terminology and 
conventions 

♦ a critical understanding of the principal theories, principles and concepts  
♦ a critical understanding of a range of specialised theories, principals and concepts 
♦ extensive, detailed and critical knowledge and understanding in one or more 

specialisms, much of which is at or informed by developments at the forefront  
♦ critical awareness of current issues in a subject/discipline and one or more 

specialisms 
Characteristic 2 
Practice: applied 
knowledge and 
understanding  

♦ Use a significant range of the principal skills, techniques, practices and/or 
materials which are associated with a subject/discipline.  

♦ Use a range of specialised skills, techniques, practices and/or materials which are 
at the forefront or informed by forefront developments. 

♦ Apply a range of standard and specialised research or equivalent instruments and 
techniques of enquiry. 

♦ Plan and execute a significant project of research, investigation or development.  
♦ Demonstrate originality or creativity in the application of knowledge, 

understanding and/or practices. 
♦ Practise in a wide and often unpredictable variety of professional level contexts. 

Characteristic 3 
Generic cognitive 
skills  

♦ Apply critical analysis, evaluation and synthesis to issues which are at the 
forefront or informed by developments at the forefront of a subject/discipline. 

♦ Identify, conceptualise and define new and abstract problems and issues. 
♦ Develop original and creative responses to problems and issues. 
♦ Critically review, consolidate and extend knowledge, skills practices and 

thinking in a subject/discipline. 
♦ Deal with complex issues and make informed judgements in situations in the 

absence of complete or consistent data/ information. 
Characteristic 4 
Communication, ICT 
and numeracy skills  

Use a range of advanced and specialised skills as appropriate to a subject/discipline 
— for example: 
♦ Communicate, using appropriate methods, to a range of audiences with different 

levels of knowledge/expertise. 
♦ Communicate with peers, more senior colleagues and specialists. 
♦ Use a wide range of software to support and enhance work at this level and 

specify new software or refinements /improvements to existing software to 
increase effectiveness. 

♦ Undertake critical evaluations of a wide range of numerical and graphical data. 
Characteristic 5 
Autonomy, 
accountability and 
working with others 

♦ Exercise substantial autonomy and initiative in professional and equivalent 
activities. 

♦ Take responsibility for own work and/or significant responsibility for the work of 
others. 

♦ Take responsibility for a significant range of resources. 
♦ Demonstrate leadership and/or initiative and make an identifiable contribution to 

change and development. 
♦ Practise in ways which draw on critical reflection on own and others’ roles and 

responsibilities. 
♦ Deal with complex ethical and professional issues and make informed judgements 

on issues not addressed by current professional and/or ethical codes or practices. 
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SCQF Level 12 — (SHE level 6, PG 2, PhD — Doctorate) 
 

Characteristics The following descriptions are for guidance only — it is not 
expected that every point will be covered 

Characteristic 1 
Knowledge and 
understanding  

Demonstrate and/or work with: 
♦ a critical overview of a subject/discipline, including critical 

understanding of the principal theories, principles and concepts 
♦ a critical, detailed and often leading knowledge and understanding 

at the forefront of one or more specialisms 
♦ knowledge and understanding that is generated through personal 

research or equivalent work which  makes a significant 
contribution to the development of the subject/discipline  

Characteristic 2 
Practice: applied knowledge 
and understanding  

♦ Use a significant range of the principal skills, techniques, practices 
and materials associated with a subject/discipline. 

♦ Use and enhance a range of complex skills, techniques, practices 
and materials at the forefront of one or more specialisms.  

♦ Apply a range of standard and specialised research/equivalent 
instruments and techniques of enquiry. 

♦ Design and execute research, investigative or development projects 
to deal with new problems and issues. 

♦ Demonstrate originality and creativity in the development and 
application of new knowledge, understanding and practices. 

♦ Practise in the context of new problems and circumstances. 
Characteristic 3 
Generic cognitive skills  

♦ Apply a constant and integrated approach to critical analysis, 
evaluation and synthesis of new and complex ideas, information 
and issues.  

♦ Identify, conceptualise and offer original and creative insights into 
new, complex and abstract ideas, information and issues. 

♦ Develop creative and original responses to problems and issues. 
♦ Deal with very complex and/or new issues and make informed 

judgements in the absence of complete or consistent data/ 
information. 

Characteristic 4 
Communication, ICT and 
numeracy skills  

Use a significant range of advanced and specialised skills as 
appropriate to a subject/discipline — for example: 
♦ Communicate at an appropriate level to a range of audiences and 

adapt communication to the context and purpose. 
♦ Communicate at the standard of published academic work and/or 

critical dialogue and review with peers and experts in other 
specialisms. 

♦ Use a range of software to support and enhance work at this level 
and specify software requirements to enhance work. 

♦ Critically evaluate numerical and graphical data.  
Characteristic 5 
Autonomy, accountability 
and working with others 

♦ Exercise a high level of autonomy and initiative in professional and 
equivalent activities. 

♦ Take full responsibility for own work and/or significant 
responsibility for the work of others. 

♦ Demonstrate leadership and/or originality in tackling and solving 
problems and issues. 

♦ Work in ways which are reflective, self-critical and based on 
research/evidence.  

♦ Deal with complex ethical and professional issues. 
♦ Make informed judgements on new and emerging issues not 

addressed by current professional and/or ethical codes or practices. 
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10 Sample forms 
Form CR1 

Form CR1 
SQA’s SCQF CREDIT RATING SERVICE 
 
REQUEST FOR SCQF CREDIT RATING 
Organisation information 
 
This form should be used by organisations seeking SCQF credit rating of a 
qualification or learning programme only. 
 
Please complete in black ink or typescript. 
 
For advice on how to complete this form or gain SCQF credit rating of a 
qualification or learning programme, please see the Credit Rating 
Submission Guidance or contact SQA Credit Rating Service on  
0845 213 5246. 
SECTION 1: GENERAL INFORMATION 

1.1 Name of main contact of submitting 
 organisation 

 
 
 

1.2 Job title of contact  
 

1.3  Organisation’s full name and  
  acronym 

 
 

1.4a Address  
 (including post code) 
 
 
 
 

 

1.4b Invoice address (if different 
 from above) 
 
 
 
 
 

 

1.5 Telephone number  
 

1.6 Fax number  
 

1.7 E-mail address  
 

1.8 Company website address  
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SECTION 2: ABOUT YOUR ORGANISATION  
Please give a brief summary of your organisation under each of the headings. 
2.1  Organisation background/history 
 (Please refer to page 10 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
2.2 Main products and/or services provided by the organisation 
 (Please refer to page 10 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
 
2.3 Main customers for these products or services 
 (Please refer to page 10 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
 
2.4 Organisation structure and number of employees 
 (Please refer to page 10 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
 



 57

2.5 Please list any Quality Management Standards your organisation 
 has gained.  
 (Please refer to page 10 of the Guide for Submitting Bodies) 

Standard Date 
achieved 

Date of renewal 

ISO 9000   

Investors in People (IIP)   

Scottish Quality Management System 
(SQMS) 

  

Centre Approval (please state from 
which awarding body) 

  

Other (please specify below) 
If your organisation has not achieved 
any nationally recognised Quality 
Management Standards you may be 
asked to provide evidence of financial 
stability and quality assured systems.
 
 
 
 
 
 

  

2.6 Please provide any additional information on your organisation not 
 covered by the above. 
 (Please refer to page 11 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
 

  

SECTION 3: DECLARATION  

I declare all information in this form to be accurate. 
By completing this declaration you are confirming you have read and 
understood the details on page 9 of the Guide for Submitting Bodies.  
Signature: Date: 

Name (please print ): 

Position (please print): 
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Form CR2 
Form CR2 
SQA’s SCQF CREDIT RATING SERVICE 

REQUEST FOR SCQF CREDIT RATING  
Qualification/learning programme 
information 
This form requests key information about the qualification or learning 
programme and should be completed for each separate qualification/ 
learning programme you are submitting.  
 
This form should be used by organisations seeking SCQF credit rating of a 
qualification or learning programme only. 
 
Please complete in black ink or typescript. 
 
Please refer to the submission guidance document when completing this 
form. 
 
For advice on how to complete this form or gain SCQF credit rating of a 
qualification or learning programme, please see the Credit Rating 
Submission Guidance or contact SQA Credit Rating Service on 0845 213 
5246. 
Title of qualification/learning programme 

 

 

SECTION 1: GENERAL INFORMATION 

1.1 Contact in submitting organisation  

1.2 Job title of contact submitting form  

1.3  Organisation's full name and acronyms  

1.4a Address  
 (including post code) 
 
 
 

 
 
 

1.4b Invoice address (if different from above)  
 
 

1.5 Telephone number  
 

1.6 Fax number  
 

1.7 E-mail address  
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1.8 Company website address  

1.9 Date Form CR1 (Organisation information) 
 submitted.  

 

1.10 Organisation identification number (if known) 
 from CR1 
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SECTION 2: THE QUALIFICATION/LEARNING PROGRAMME 
INFORMATION 
Please refer to the SQA submission guidance document when completing this form.  
2.1 Please answer the following questions by ticking the 
 appropriate box. 
  
 Does the qualification/learning programme have  outcomes?  
 
 If yes, are the outcomes formally assessed?  
 
 Is the qualification/learning programme externally 
 quality assured? 
 
 Does the qualification/learning programme have  a 
 notional credit rating of one credit or more?  

 

Yes

 

 

 

No

 

 

 

IF YOU HAVE ANSWERED NO TO ANY OF THE ABOVE QUESTIONS, DO NOT COMPLETE 
THIS FORM. PLEASE CONTACT SQA'S CREDIT RATING SERVICE (0845 213 5246). 
2.2 Has your organisation submitted this 

qualification/learning programme to any other credit 
rating body? (If yes, please provide details below) 

Yes 
 

 

No 
 

 
   
Name of credit rating body  

Date submitted  

Credit rating decision  

Yes No 2.3 Has this qualification/learning programme been 
delivered to learners?  

 (If yes, please provide details) 
 

 
 

 
 
 
 
 

 
Yes No 2.4 Has this qualification/learning programme been 

recognised by an awarding body or professional body? 
 (Please refer to page 15 of the Guide for Submitting Bodies if 

yes and provide details)  
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2.5 Please indicate how the quality assurance of the qualification 
 /learning programme is resourced. 
 (Please refer to page 15 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
 
2.6 Please indicate how the delivery of the qualification/learning 
 programme is resourced. 
 (Please refer to page 15 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
 
2.7  What type of learner is likely to undertake this qualification/learning 

 programme? 
 (Please refer to page 15 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
 
 

Yes No 2.8  Are there any requirements that learners should meet 
 before undertaking the qualification/learning 
 programme? 

  (If yes, please provide details, if no please explain why  
  there are none) 
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2.9 Please describe your policy and procedures for recognising and 
 approving Accreditation of Prior Learning and/or Accreditation of 
 Prior Experiential Learning. 

 (Please refer to page 16 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
 

Yes No 2.10 Does the qualification/learning programme 
 articulate with other provision external to your own? 
 (Please refer to page 16 of the Guide for Submitting 
 Bodies) 

  

 
 
 
 
 
 
 
 

Yes No 2.11 Can learners progress to other  qualifications/ 
 learning programmes within your organisation? 
  (Please refer to page 16 of the Guide for Submitting  
  Bodies if yes and provide details) 

 
 

 
 

 
 
 
 
 
 
 
 
 
2.12  Please provide details of when and how you intend to review this 
  qualification/learning programme?  
  (Please refer to page 16 of the Guide for Submitting Bodies) 
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SECTION 3: QUALIFICATION/LEARNING PROGRAMME DETAILS 
Please refer to the submission guidance document when completing this form. 
3.1 Please provide a description of the qualification/learning programme 
 content. 
 (Please refer to page 16 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
 
3.2 Please describe how the qualification/learning programme is 
 structured. 
 (Please refer to page 17 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
 
3.3 How many learning outcomes does the 
 qualification/learning programme have?  
 (Please refer to page 17 of the Guide for Submitting 
 Bodies) 

Number 
of 
outcomes 
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SECTION 4: ASSESSMENT AND INTERNAL QUALITY ASSURANCE   
4.1 Please explain the assessment principles, procedures and processes 

of the learning outcomes.  
 (Please refer to page 18 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
4.2 Please provide details of the procedures for approving, supervising 

 and reviewing the methodology, assessment decisions and 
 assessment strategies used in the internal quality assurance of this 
 qualification/learning programme.  

 (Please refer to page 18 of the Guide for Submitting Bodies) 
 
   
 
 
 
 
 
 
 
4.3  Please describe the criteria you use to determine how the learner 

 achievement is identified and how it is recorded. 
 (Please refer to page 18 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
 
4.4  Please describe your arrangements for re-assessment,  

 re-examination or any other system you may have in place. 
 (Please refer to page 19 of the Guide for Submitting Bodies) 
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4.5  Please describe, and supply a copy of, your appeals procedure and 
 processes. 

 (Please refer to page 19 of the Guide for Submitting Bodies) 
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SECTION 5: EXTERNAL QUALITY ASSURANCE 
Please refer to the submission guidance document when completing this form. 
5.1 Please explain the procedures and processes for the external 
 quality assurance of the assessment decisions of the 
 qualification/learning programme. 
 (Please refer to page 19 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
 
 
 
5.2 Please provide evidence of the external Quality Assurance review that 

has taken place. Where this is a new qualification/learning programme 
please provide details of the documented process in place. 

 (Please refer to page 96 of the Guide for Submitting Bodies) 
 
 
 
 
 
 
 
 
 
 
 
 
5.3 Please provide details of the arrangements in place for the 

appointment of external quality assurance personnel.  
 (Please refer to page 20 of the Guide for Submitting Bodies if yes and 
 provide details) 
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SECTION 6: ALLOCATING CREDIT POINTS AND LEVEL  
Please refer to the submission guidance document when completing this form. 
6.1 How many notional learning hours do you estimate the average 
 learner will take to achieve the learning outcomes as assigned to 
 the qualification/learning programme? 
 (Please refer to page 20 of the Guide for Submitting Bodies) 
 How did you arrive at this decision? 
 (Please submit your completed scorecard to support this) 
 
 
 
 
 
 
6.2 How many credit points do you consider 
 appropriate for this qualification/learning 
 programme?  
 (Please refer to page 20 of the Guide for Submitting 
 Bodies)  

Suggested 
credit 
points 

 

 How did you arrive at this decision? 
 (Please submit your completed scorecard to support this) 
 
 
 
 
 
 
6.3 What SCQF level do you consider appropriate for the individual 
 learning outcome(s)? If applicable. 
 (Please refer to page 21 of the Guide for Submitting Bodies)  
 How did you arrive at this decision? 
 (Please submit your completed scorecard to support this) 
 
 
 
 
 
6.4 What SCQF level do you consider to be the most 
  appropriate level for the overall qualification/  
  learning programme? 
 (Please refer to page 21 of the Guide for Submitting 
 Bodies) 

Suggested 
level 

 

 How did you arrive at this decision? 
 (You may wish to submit your completed scorecard to support this) 
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SECTION 7: CREDIT RATING SUBMISSION CHECKLIST   
Please ensure you have provided us with three hard 
copies of the qualification/learning programme in addition 
to any electronic copies sent. Please see page 21 of the 
Guide for Submitting Bodies. 
Below are suggestions of the types of documentation you 
may include in your submission. Please add to this as 
necessary. 

 
 
 
 
 
 
Please tick if 
completed or 
attached 

Organisation chart  
 

APL policy  
 

Course description/syllabus 
 

 
 

Course handbooks 
 

 
 

Unit descriptors/learning outcomes 
 

 

Programme notes  
 

Course timetable 
 

 
 

Assessment policy 
 

 
 

Sample assessments 
 

 
 

Re-assessment policy 
 

 
 

Appeals procedure 
 

 
 

Quality assurance manual 
 

 
 

Internal quality assurance policy 
 

 
 

External quality assurance policy 
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SECTION 8: DECLARATION  

I declare all information in this form to be accurate. 
By completing this declaration you are confirming you have read and 
understood the details on page 21 of the Guide for Submitting Bodies. 
Signature: Date: 

Name (please print ): 

Position (please print): 
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