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[bookmark: _Toc294599734][bookmark: _Toc349914613]Using this guide
This document has been created to provide guidance to individuals involved in producing Group Award Specifications (previously known as Arrangement Documents) for: National Certificates, National Progression Awards, Higher National Certificates / Diplomas and Professional Development Awards. It does not apply to National Courses in development to support Curriculum for Excellence. 

This guide has three main sections:

1 Introduction
This section of the guide provides the information you will need to understand the purpose of Group Award specifications.

2 Group Award specification completing the template
This section provides guidance on how to complete the Group Award Specification template.

3. Core Skills: differentiation between levels
This section provides information about Core Skill levels.


[bookmark: _Toc294599735][bookmark: _Toc349914614]1 	Introduction 
What is a Group Award specification? 
The Group Award specification is an important document that helps centres to:
implement, deliver and manage the qualification
provide a guide for new staff delivering the qualification
inform Course managers, teaching staff, assessors, learners, employers and HEIs about the aims and purpose of the qualification
provide details of the range of learners the qualification is suitable for and progression opportunities
The Group Award Specification is usually the first document read by centres when they are deciding whether the qualification is appropriate for them and their learners. 
Group Award Specifications can give details of more than one qualification in a single document, providing they sit within a related suite / sequence. An example of this would be:
HNC Fashion Technology and Manufacture with Design 
HND Fashion Technology and Manufacture with Design
 The Group Award specification is made up of six main sections:
1	Introduction: This section sets out general information about the Group Award. It summarises what the Group Award is about and includes the key points, ie the rationale for the Group Award and where it fits into the SQA framework of qualifications, market research information, the range of learners the qualification is aimed at, etc.
2	Qualification structure: This section states how the qualification meets the design principles and what the learner has to do to achieve the qualification. 
3	Aims of the qualification: This section must identify the principal aim of the qualification, highlighting both the general and vocationally-specific competences that the successful learner will achieve.
4	Recommended entry to the qualification: Although entry is at the discretion of the delivering centre, this section provides information on the knowledge and skills which learners should ideally bring to their programme of study. This includes any suggested Core Skills entry profile. 
5	Additional benefits of the structure in meeting employer needs: Information provided in this section identifies links to National Occupational Standards or industry/trade professional bodies.
6	Guidance on approaches to delivery and assessment: This section provides information on good practice and models for delivery and assessment.
[bookmark: _Toc349914615]The importance of quality 
Quality is an extremely important consideration — remember that the Group Award specification will be read by a variety of people and that it sets out the detail of the qualification.
There are two main aspects of quality that should be uppermost in your mind when you are producing the Group Award specification: quality of presentation and quality of content. 
Presentation
SQA has a Group Award specification template, which you should use when producing the Group Award Specification, so that it is presented in the correct format for publishing. The template has a number of main headings, which are numbered and cannot be changed, though you can add further sub sections, as required. Templates change from time to time, so please refer to the Qualification Manager for the correct version.
Content
Clarity, coherence and accessibility are important. Above all, the content of the Group Award Specification must be capable of being understood by others and be interpreted in exactly the same way by all users. For this reason, you should always try to write as simply and clearly as possible. 
Once the Group Award Specification has been written, the aims of the Group Award and the opportunities which are available for learners should be clear to centres. Any ambiguity in the wording of a Group Award specification could undermine national consistency. 
Equality and inclusion
The Equality Act (2010) places clear duties on SQA not to discriminate against people who wish to be, or who are, learners for SQA’s qualifications because of their disability, race, age, religion or belief, sex, gender re-assignment, pregnancy and maternity or sexual orientation (known as the ‘protected characteristics’). 
This means that none of SQA’s qualifications can be unlawfully discriminatory, and that SQA must make reasonable adjustments for disabled learners consistent with maintaining the integrity of SQA’s qualifications. 
To ensure that SQA meets these legal duties in a robust and transparent way, a part of SQA’s validation process requires writers to consider the impact of the Group Award in terms of the protected characteristics. You should take this into consideration as you write the Units making up the Group Award Specification and the recommended entry to the Group Award. Further details of the Equality process are available from the Qualification Manager.

[bookmark: _Toc294599736][bookmark: _Toc349914616]2 	Group Award specification:      Overview
This section follows the headings within the Group Award specification, which contain some standard text. The guidance given under each of these headings explains what text you should write for each section. The main sections have been numbered and cannot be changed; however additional sub sections may be added to these, if required.
Front page of the Group Award Specification
This will be completed by SQA.
The contents page
This will be completed by SQA.
1	Introduction
The following paragraph is standard text within the template:
This document was previously known as an Arrangements Document. The purpose of this document is to:
assist centres to implement, deliver and manage the qualification
provide a guide for new staff involved in offering the qualification
inform Course managers, teaching staff, assessors, learners, employers and HEIs of the aims and purpose of the qualification
provide details of the range of learners the qualification is suitable for and progression opportunities 
A rationale should be added after this standard paragraph, to justify the need for the qualification, based on market research. This rationale should also clearly justify the title of the qualification, indicating how it reflects the sum of the competences within the qualification. It is also useful to indicate where the qualification fits into the SQA framework of qualifications in the same or a similar area. Ideally, a qualifications map that shows where the qualification fits should be included.
The rationale should also include details on the range of learners the qualification is aimed at eg school leavers, adult returners, those in work, self-employed etc. It is also useful to include possible employment opportunities for people who gain this qualification; any progression routes which might lead to further study in a degree programme and any professional body/trade or industry recognition which may apply.

[bookmark: _Toc116876831][bookmark: _Toc116876832]2	Qualification structure
This section should begin by stating how the qualification meets the design principles. For example, if you are writing an HNC you might enter the following text:
This qualification is made up of 12 SQA Unit credits. It comprises 96 SCQF credit points, of which 48 are at SCQF level 7 in the mandatory section, including a Graded Unit of 8 SCQF credit points at SCQF level 7. A mapping of Core Skills development opportunities is available in section 5.3.
Notional hours of learning

Within the SCQF, every 10 hours of learning equates to 1 SCQF credit point.  

Units at SCQF levels 1 to 6 are made up of 6 SCQF credit points, or a notional 60 hours of learning.  Of these 60 hours, 40 involve programmed learning, such as class contact and assessment.  The other 20 hours includes the expected time that an individual learner will be expected to contribute to his/her learning through independent study, such as reading and revision for assessment.  For Units at these levels, it is expected that learners require an additional half of the time required for programmed learning in order to prepare them to undertake a successful learning experience.

Units at SCQF level 7, however, are made up of 8 SCQF credit points, or a notional 80 hours of learning.  This reflects the fact that SCQF level 7 is the start point for higher education in the framework, and this involves a higher and often deeper level of learning than that undertaken at the lower levels.  As such, learning at SCQF level 7 and above places more demands on the learner, including the need for a higher proportion of independent study, which is reflected in the overall learning time. 

SCQF levels

Information about SCQF levels may be found in the SCQF Handbook: User Guide (published 2009).  The following is an extract from the Handbook:

The SCQF Level Descriptors, which have five characteristics, provide a reference point for determining the level of a qualification, learning programme, module or unit of learning or for the recognition of prior learning.  They are not intended to give precise or comprehensive statements of required learning for individual qualifications.  The SCQF Level Descriptors allow broad comparisons to be made between qualifications and learning programmes achieved in different contexts.  They apply to learning based on learning outcomes that is subject to reliable and valid methods of quality-assured assessment.

SCQF Level Descriptors are generic statements that describe the characteristics and expected performance at each level of the Framework and relate to learning outcomes.  The five characteristics are:

· Knowledge and understanding
· Practice (applied knowledge and understanding)
· Generic cognitive skills, such as evaluation and critical analysis
· Communication, ICT and Numeracy Skills
· Autonomy, accountability and working with others.

As some characteristics may not be relevant for particular qualifications or learning programmes they should not be regarded as a required “checklist”.  There is no expectation that learning outcomes in qualifications and learning programmes will cover all of the characteristics of an SCQF level as described in the Level Descriptors.

All Group Awards should be written in language that is consistent with the language of the SCQF Level Descriptors for the level of the course.  In addition, the level of demand of the Group Award should comply with the implied level of demand of the appropriate level descriptors. 
2.1 Structure	
This section should identify what a learner has to do to achieve the qualification.
A table is provided, as below, to list the mandatory and optional structure of the qualification. Insert the Unit codes where the table asks for a ‘4 code and a 2 code (or XXXX XX if Units not yet coded)’; the validated Unit title: SQA credit value; the SCQF credit points and the SCQF level. 
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You should include an explanation of how the qualification structure meets the appropriate SCQF level.  
3	Aims of the qualification
The aims of the qualification must identify both the general and subject-specific competences the successful learner will achieve, and should show a clear relationship to the qualification title. The aims should be realistic and commensurate with the type of qualification and its SCQF level.
Initially, the principal aim of the qualification should be highlighted, indicating the main purpose/focus of the qualification.
The general and vocationally-specific aims of the qualification should be identified under the two separate headings shown below. Later on in the Group Award specification you will be asked to map the qualification aims to the Units within the qualification (in section 5), so it is useful to number your aims at this stage.
3.1	General aims of the qualification
General aims reflect the broad knowledge and skills that will be developed as learners undertake the qualification. Examples include:
developing learners’ knowledge and skills: such as planning, analysis and synthesising
developing employment skills related to the National Occupational Standards or other professional body requirements and so enhancing learners’ employment prospects
enabling progression within the SCQF
developing study or research skills
developing transferable skills, including Core Skills, to the levels demanded by employer and/or progression to Higher Education
3.2	Specific aims of the qualification
This section should state the specific knowledge and skills that learners have to attain to deemed competent in the subject/occupational area. 
For example, in the case of IT/Computing specific aims might include:
preparing for employment in an IT/Computing related post at technician or professional level
developing a range of contemporary vocational skills relating to the use, support and development of IT systems
developing options to permit an element of vocational specialisation
preparing learners for progression to further studies in Computing or related disciplines
Graded Unit (HN Qualifications only)
This section should provide an explanation of how the Graded Unit(s) integrate the aims of the qualification. This should include the type of Graded Unit chosen (ie project and/or examination) and why that is appropriate to the qualification.
It is important that where an HND incorporates an HNC, the Graded Units reflect the distinct aims of the qualification at each level, ie the Graded Unit at SCQF level 7 should reflect the aims of the HNC, and the Graded Unit(s) at SCQF level 8 should reflect the aims of the HND.
4	Recommended entry to the qualification
The first two paragraphs are standard statements:
Entry to this qualification is at the discretion of the centre. The following information on prior knowledge, skills, experience or qualifications that provide suitable preparation for this qualification has been provided by the Qualification Design Team as guidance only.
Learners would benefit from having attained the skills, knowledge and understanding required by one or more of the following or equivalent qualifications and/or experience:
This section should include a statement that outlines the knowledge and skills which learners should ideally bring to their programme of study. This is normally presented as a list of qualifications and/or relevant experience which, in the view of the Qualification Design Team, provide learners with a suitable preparation for the qualification. For example:
prior SQA qualifications for entry to this qualification, eg Highers, NQ Units, SVQ
any prior knowledge and skills eg learners with work experience
any requirement to have been practicing practising for a given amount of time
any bridging learning/progression requirements, for example between 1st and 2nd year
any legal age restrictions, as there might be for, eg, beauty treatments
The entry requirements for the qualification should define only the skills and competences that learners are expected to bring with them at the start. Entry requirements for individual Units may also refer to lower-level Units that would prepare learners for progression. The entry requirement for the qualification should be compatible with the individual Units’ entry requirements, and vice versa.
Entry requirements should not present unnecessary barriers to prospective learners. Rather they should ensure, as far as possible, that they have a realistic chance of achieving the qualification within the normal teaching/learning programme. The entry requirements for the qualification should clearly define the level, and areas, of competence and knowledge and understanding expected of learners joining the course of study.
4.1 Core Skills profile
The Core Skill entry profile provides a summary of the associated assessment activities that exemplify why a particular level of Core Skill has been recommended for this qualification. The information should be used to identify whether additional learning support needs to be put in place for learners whose Core Skills profile is below the recommended entry level or whether learners should be encouraged to do an alternative level or learning programme. 
You should provide a summary of the associated assessment activities taken from each Unit, and assign a level based on the amount of activity and level of difficulty. Please remember this is to provide guidance on what learners need: 
as preparation for beginning the qualification
to have a reasonable chance of completing the qualification
to be prepared for the broad range of activities required by the 	qualification
How do you determine the Core Skills entry profile?
To determine the Core Skills entry profile you need to determine what Core Skills the learner will need to apply whilst doing the qualification. The General Information section in each Unit specification identifies where Core Skills are embedded and therefore automatically certificated within the qualification. The Support Notes section will signpost opportunities for further development of Core Skills, if particular learning and teaching approaches are adopted. 
This information should be used to produce a full mapping of Core Skills across the qualification. You should use the template in section 5.3 to carry out this mapping. 
Once complete, the mapping will identify which Core Skills are more prominent within the qualification and the level of Core Skills the learner is likely to achieve on successful completion of the qualification. Writers will be able to use this information to determine the recommended Core Skills entry to the qualification. 
Part 3 of this guide provides information on the differentiation between Core Skill levels.
A summary of the associated assessment activities should be provided to help exemplify why a particular level has been recommended. For example:
	SCQF  level
	Associated assessment activities

	Communication

	4
	Good communication skills are required for learners doing this qualification as they will need to read, understand and evaluate a range of documentation including legislative documentation. Learners will have to produce a variety of documentation including a business plan that identifies product/service details, market analysis, marketing plans, legislative and regulatory concerns, and financial considerations.

	Numeracy

	5
	Good numerical skills are essential for learners undertaking this qualification because they will need to apply a wide range of numerical skills. Learners will need to produce detailed financial projections based on their own analysis of market research, including profit and loss statements and a cash flow forecast. 

	Information and Communication Technology

	3
	It would be useful for learners to have basic ICT skills as they will need to research a range of on-line documentation. It would also be helpful for presenting assessment material such as their completed business plan.

	Problem Solving

	4
	Critical analysis is an integral part of this qualification as learners will need to analyse and evaluate existing publications and numerical projections. 


	Working with Others

	0
	It is not necessary for learners to have prior qualifications / experience of working with others. 



[bookmark: _GoBack]5 	Additional benefits of the structure in meeting    employer needs 

There is a standard statement. 
5.1	Mapping of qualification aims to Units
This section should identify how the Units map to the aims of the qualification. You will have already identified and numbered the aims in section 3. You should add these to the table provided and map them against the Units.  
5.2 	Mapping National Occupational Standards (NOS) and/or trade/professional body standards
This section should provide an explanation of the links with National Occupational Standards and/or trade or professional body requirements. 
Information should identify the standards and the extent to which the qualification aligns to them — for example, whether it provides underpinning knowledge or relates closely to a particular SVQ Unit. This information is best presented as a table (A suggested template is provided.)  
You should complete the Unit and code box of the template and then map to the relevant Units in the National Occupational Standards. 
5.3 	Mapping of Core Skills development opportunities across the qualification (Core Skills exit profile) 
Opportunities to develop Core Skills should exist across the qualification. Each Unit specification will have information on embedded Core Skills (General Section) and signposted Core Skills development (Support Notes). The Group Award specification should include a map showing: 
the Core Skills that will be developed in each Unit
whether the Core Skill / Core Skill components are:
· embedded within the Unit, which means learners who achieve the Unit will automatically have their Core Skills profile updated on their certificate
· signposted, which means learners will be developing aspects of Core Skills through teaching and learning approaches but not enough to attract automatic certification 

You should complete this activity to determine the Core Skills entry profile in section 4.1.
5.4	Mapping of assessment strategy
This section should provide a summary of the recommended assessment methods for each Unit, bearing in mind that there may be more than one assessment in a Unit. 
It should also detail the conditions in which the evidence must be produced – eg open/closed book, length of time for assessment (if appropriate). Note: where sampling occurs you should merge cells to show where an assessment covers two or more Outcomes; you should shade cells if there is no Outcome 3 or 4 etc.
	Unit
	Assessment — Year 1

	
	Outcome 1
	Outcome 2
	Outcome 3
	Outcome 4

	Examples
Creating a Culture of Customer Care (H1F0 34)
	Open-book
Written/oral evidence
	Open-book
Questions linked to case study
	
	

	Economic Issues: An Introduction (F7J8 34
	Integrative assessment
Set questions
Controlled conditions with defined amount of notes
	Open-book
Short investigative exercise
	
	



6	Guidance on approaches to delivery and assessment
This is probably the most important section to those involved in delivering the qualification, so it should give as much information as possible on good practice and models for delivery. Here you should provide an overview of what the qualification is about and what it aims to achieve. 
6.1	Sequencing/integration of Units 
Guidance should be provided on:
the best sequence for delivery of Units in terms of subjects/Graded Unit(s)
possible timetable of delivery/assessment
any resources or skills required for delivery of the Unit
suggestions for integration of content and/or Units and/or assessment
[bookmark: _Toc128213975][bookmark: _Toc132019266][bookmark: _Toc152650462][bookmark: _Toc152650575][bookmark: _Toc152650594][bookmark: _Toc152651108]6.2	Recognition of Prior Learning 
You should delete sections 6.2.3 and 6.2.4 if they are not applicable.
This section has a standard statement:
SQA recognises that learners gain knowledge and skills acquired through formal, non-formal and informal learning contexts. 
In some instances, a full Group Award may be achieved through the recognition of prior learning. However, it is unlikely that a learner would have the appropriate prior learning and experience to meet all the requirements of a full Group Award.
The recognition of prior learning may not be used as a method of assessing in the following types of Units and assessments:
· HN Graded Units
· Course and/or external assessments
· Other integrative assessment Units (which may or not be graded)
· Certain types of assessment instruments where the standard may be compromised by not using the same assessment method outlined in the Unit
· Where there is an existing requirement for a licence to practice
· Where there are specific health and safety requirements
· Where there are regulatory, professional or other statutory requirements
· Where otherwise specified in an assessment strategy.

More information and guidance on the Recognition of Prior Learning (RPL) may be found on our website www.sqa.org.uk
6.2.1	Articulation and/or progression 
If the qualification is designed to articulate with a particular degree programme, details on how the learner will gain the necessary credits or specific Unit(s) to articulate with the specific degree programme should be provided. 
6.2.2	Professional recognition 
If the qualification is designed to gain professional recognition an explanation of any specific requirement in terms of particular Units to be achieved should be provided.
6.2.3 	Transitional arrangements
Transitional arrangements apply whenever a qualification is updated or replaced by another qualification. This could be a partial revision to some Units, or a full revision of the entire qualification. 
Transitional arrangements help learners to transfer between old and new qualifications. For example, a learner may have partially completed an old HNC qualification and now wishes to complete their HNC using the new qualification; or another may have completed an old HNC qualification and now wishes to progress to the new HND.
If the qualification is a revision of an existing qualification, information on transitional options from the old qualification to the new qualification should be provided. 
There are two possible options depending on the extent of the revision:
an alternative route for HNDs
Unit-by-Unit credit transfer
An alternative route
An alternative route can be used for progression between an old HNC and a revised HND where all the Units from the old HNC are consistent with the aims of the new HND. All of the Units from the old HNC are placed on the revised HND framework as a separate route to certification. This allows candidates who have completed the old HNC to be entered for the revised HND, without having to complete additional assessments. 
Where an alternative route has been agreed, this must be clearly stated in the Group Award specification, so that centres are aware of the arrangements.
For example:
Transition Arrangements from HNC Business to HND Business 
The revised HND Business framework will include a route to allow candidates completing the predecessor HNC Business (G7D9 15) to transfer the full 12 credits of that award to the revised HND Business (G9MM 16). 
As the aims and content of the new and old Group Awards are broadly the same, this will not negatively affect the integrity of the revised HND but will greatly enhance the manageability of transitional arrangements from HNC to HND Business. 
Therefore when transferring from the predecessor HNC to the new HND, centres and candidates will have the following options: 
candidates who have been certificated for the HNC Business (G7D9 15) Group Award will be able to move to the new HND Business, carrying forward the 12 credits gained through the HNC without the need for a Unit-by-Unit credit transfer mapping;
where candidates have partially completed the HNC Business (G7D9 15) via a number of discrete Units, credit transfer will need to be agreed on a Unit-by-Unit basis;
where candidates have partially completed the HND Business (G7DA 16) via a number of discrete Units, credit transfer will need to be agreed on a Unit-by-Unit basis

6.2.4 Credit transfer
All candidates are eligible for Unit-by-Unit credit transfer.
Unit by Unit conversion permits candidates to convert old Units that they have achieved previously to new Units to allow them to gain credit towards the new qualifications. These arrangements are known as credit transfer.
Credit transfer is used in lieu of evidence requirements for a Unit. Once the equivalence between Units is established, a candidate is not required to produce additional evidence if they already possess an ‘equivalent’ Unit. It is sufficient for the candidate to produce evidence of completing the equivalent Unit, which is normally by the production of their Scottish Qualifications Certificate. Centres must retain proof of this (normally a photocopy of the candidate’s SQC) for the purposes of internal and external verification.
All decisions relating to credit transfer remain with centres. However, SQA carries out an initial mapping between old and new units, to provide guidance.
Information on Unit-by-Unit credit transfer should be provided here and, where possible, presented as a table. You should state whether the knowledge and skills development in an old Unit is sufficiently similar to justify credit transfer to the new Unit. You do not have to directly relate old units to new units where there is a significant time difference between them (although the tables still may be helpful to some centres). 
6.3	Opportunities for e-assessment 
This section should provide details on whether parts/all of the programme are suitable for e-learning (delivery) and/or e-assessment. Give details of what is available to support this mode of delivery and implications in terms of sequence, etc from traditional modes of delivery. This could include learning and teaching materials, or an electronic portfolio of evidence. 
6.4	Support materials
Where an Assessment Support Pack (ASP) is being produced for a Unit, or is already available, the following standard statement will be included in the General Information Section for the Unit.  
The Assessment Support Pack (ASP) for this Unit provides an example of assessment that is valid, reliable and practicable. Centres wishing to develop their own assessments should refer to the ASP to ensure a comparable standard. ASPs are available on SQA’s secure website.
A list of existing ASPs is available to view on SQA’s website. 
6.5	 Resource requirements
This section should provide information on any resource requirements for centres offering the qualification, ie staff training, equipment etc.
7	General information for centres
The information in this section is standard:
Equality and inclusion 
This is a standard statement:
The Unit Specifications making up this Group Award have been designed to ensure that there are no unnecessary barriers to learning or assessment. The individual needs of learners will be taken into account when planning learning experiences, selecting assessment methods or considering alternative evidence. 
Further advice can be found on our website www.sqa.org.uk/assessmentarrangements.
Internal and external verification
This is a standard statement:
 All instruments of assessment used within this/these qualification(s) should be internally verified, using the appropriate policy within the centre and the guidelines set by SQA.

External verification will be carried out by SQA to ensure that internal assessment is within the national guidelines for these qualifications.

Further information on internal and external verification can be found in SQA’s Guide to Assessment (www.sqa.org.uk/GuideToAssessment).
8	Glossary of terms
A glossary of key, common terminology is provided in the Arrangement Document template. Any terminology specific to the subject area of the qualification should be added to this glossary.
History of changes 
This table is updated by SQA as any changes are made to the existing qualification. 
Acknowledgment 
SQA acknowledges the valuable contribution that Scotland’s colleges have made to the development of (Note to Writer: insert product type) qualifications.
9 	General information for learners
This section should provide a brief summary of the qualification which can be given out to learners before they commence on their programme of study. It should be written in plain, user-friendly language that learners will understand. It should include information on:
an overview on what the qualification is about and why it has been developed
what learners need to do to achieve the qualification
the subject specific knowledge and skills which will be developed 
assessment methods 
the Graded Units, including how these will be assessed
what Core Skills will be developed and how this will be done
any professional body recognition/exemplification
It should also provide information on the possible routes of progression in education, or to types of employment, that are available for learners obtaining the qualification. This is particularly relevant if the qualification comprises a mandatory/optional structure — guidance should be given to assist learners in making appropriate choices. 
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Communication 
	SCQF Level
	Descriptor

	Reading and understanding

	3
	Read and understand a simple document.

	4
	Read, understand and evaluate a straightforward document.

	5
	Read, understand and evaluate a document which either presents and analyses factual content, or presents a sustained point of view or central argument.

	6
	Read, understand and evaluate a complex document which either: contains a set of facts and an analysis of them, or a sustained argument. It will be a substantial and detailed text with complex sentences, specialist words, and concepts that may be unfamiliar to you. It is likely to have more than one purpose.

	Writing

	3
	Produce a document, or related documents totalling 80 words or more which conveys several pieces of information, opinions or ideas.

	4
	Produce a document, or related documents, totalling 300 words or more, which conveys several items of information, opinions or ideas.

	5
	Produce a document, or related documents, totalling 500 words or more, which conveys several items of information, opinions, ideas or aspects of a subject.

	6
	Produce a well-structured document, or a collection of related documents, totalling 700 words or more, which conveys several items of complex information, opinions or ideas.

	Speaking and Listening

	3
	Take part in a simple discussion with at least one other person, or give a short presentation to one or more people, lasting a minimum of two minutes including time for questions.

	4
	Take part in a straightforward discussion with at least one other person, or give a short presentation to one or more people, lasting a minimum of three minutes including time for questions.

	5
	Make a substantial contribution to a discussion with at least one other person, or make a presentation to others lasting a minimum of four minutes including time for questions.

	6
	Make a substantial contribution to a discussion on a complex topic with at least one other person, or make a presentation to others on a complex topic lasting a minimum of five minutes, including time for questions.



Numeracy 
	SCQF Level
	Descriptor

	Using Number

	3
	Carry out a variety of simple number tasks related to your work which involve calculations requiring one or two steps.

	4
	Carry out a variety of straightforward number tasks related to your work which involve calculations requiring a minimum of two steps

	5
	Apply a wide range of numerical skills to solve problems.

	6
	Apply a wide range of numerical and statistical skills to solve complex problems.

	Measuring

	3
	Read and use a simple scale on a graph or a familiar measuring instrument, for example a ruler or thermometer.

	4
	Read and use a straightforward scale either on an instrument such as a ruler or a graph.

	5
	Not required at this level.

	6
	Not required at this level.

	Use graphical format to find out information

	3
	Extract information from at least one of the following: a table; chart; graph; diagram

	4
	Extract and interpret information from at least one of the following: a table; chart; graph, diagram.

	5
	Interpret information from a series of straightforward related graphical forms such as tables, graphs, charts or diagrams.

	6
	Extract, analyse and interpret information from complex graphical forms such as qualitative graphs, or graphs where part of the axis has been omitted, histograms, graphs showing relationships or complex variables, graphs requiring interpolation and extrapolation.

	Use graphical format to communicate information

	3
	Communicate information by completing at least one of the following: table; chart; graph; diagram

	4
	Select an appropriate graphical form and use it to communicate information through at least one of the following: table; chart; graph; diagram.

	5
	Select an appropriate graphical form and use it to communicate information through at least one of the following: table, chart, graph, diagram.

	6
	Select an appropriate graphical form and use it to communicate information such as a table, line graph, bar chart, pie chart, histogram, diagram, qualitative form.



Information and Communication Technology 
	SCQF Level
	Descriptor

	Performing ICT Operations

	3
	Carry out ICT activities which involve simple operations.

	4
	Carry out ICT activities which involve straightforward operations.

	5
	Carry out ICT activities including using hardware responsibly and presenting information in an appropriate mode.

	6
	Carry out a range ICT activities including resolving common hardware and software problems and presenting information in an appropriate mode.

	Processing Information

	3
	Carry out simple ICT activities which involve using menu/list-based applications software.

	4
	Carry out a range of straightforward ICT activities which involve application software.

	5
	Carry out a range of non-routine ICT activities which involve application software.

	6
	Carry out a range of complex ICT activities which involve application software, selecting and launching application software, entering, processing and output of data.

	Accessing Information

	3
	Use ICT to locate information, using local or remote data sources, and locating information which matches one keyword and is an appropriate format.

	4
	Use ICT to locate information in different formats from a range of local or remote data sources, using appropriate search techniques, and selecting relevant information which matches criteria.

	5
	Use ICT to locate information in different formats from a range of local or remote data sources, applying a search strategy, evaluating information found against given criteria and evaluating search strategy

	6
	Use ICT to locate information in different formats from a range of local or remote data sources, applying a complex search strategy, evaluating information found against chosen criteria and evaluating search strategy.

	Keeping Information Safe

	3
	Demonstrate safe practice in using ICT to handle information by keeping information safe by observing common ICT security measures.

	4
	Demonstrate safe practice in using ICT to handle information by recognising security risks and acting accordingly.

	5
	Demonstrate safe practice in using ICT to handle information by keeping data secure.

	6
	Demonstrate safe practice in using ICT to handle information by keeping data secure, using passwords, using virus protection software, backing up data and maintain a personal file area.




Problem Solving 
	SCQF Level 
	Descriptor

	Critical Thinking

	3
	Investigate reasons why a simple problem has arisen.

	4
	Investigate reasons why a straightforward problem has arisen. The problem will occur in a familiar situation. A number of steps will need to be taken to deal with the problem.

	5
	Investigate and analyse why a non-routine problem has arisen. The problem is likely to involve either a situation which is unfamiliar to you, or a familiar situation where you need to clarify the relationships between the contributing factors.

	6
	Investigate and analyse a complex problem. The problem is likely to involve a situation which is unfamiliar to you and the analysis of complex or unfamiliar variables. 

	Planning and Organising

	3
	Plan, organise and carry out a simple activity to deal with a problem, recognising the main reasons for the problem and suggesting a way to deal with the problem.

	4
	Plan, organise and carry out a straightforward activity to deal with the problem, working out an action plan, choosing and obtaining the resources you will need and carrying out your action plan.

	5
	Plan, organise and carry out an activity to deal with the problem, working out an action plan, choosing and obtaining the resources you will need, and carrying out your action plan.

	6
	Plan, organise and carry out your suggested approach, working out an action plan, choosing and obtaining resources and carrying out your action plan.

	Reviewing and Evaluating

	3
	Check how well your approach to the problem solving activity worked in practice, asking your Assessor’s advice on how to identify the strengths and weaknesses of your problem solving activity.

	4
	Check how well your approach to the problem solving activity worked in practice, identifying the strengths and weaknesses of your problem solving activity, suggesting ways of solving similar problems in the future based on this experience.

	5
	Check how well the problem solving activity worked in practice, working out how you will decide whether each stage of your problem solving activity has been successful, gathering evidence to help you decide how well your problem solving activity worked, deciding how effective each stage has been and devising ways of solving similar problems in future.

	6
	Check how well the problem solving activity worked in practice, identifying the criteria you will use to decide how effective every aspect of your problem solving activity has been, gathering evidence relevant to chosen criteria, recommending ways of solving similar problems in future.




Working with Others 
	SCQF Level 
	Descriptor

	Work co-operatively with others

	3
	Work co-operatively with at least one other person to identify your role and how it relates to the roles of others. Carry out your role, adapting your actions and behaviour, asking for and providing information and support.

	4
	Work co-operatively with at least one other person to identify the main roles within the activity, what your role is, what tasks you will do and how they relate to others. Carry out your role, adapting your actions and behaviour, asking for and providing information and support.

	5
	Work co-operatively with at least one other person to identify the main roles within the activity, what your role is, what tasks you will do and how these relate to others. Organise and carry out your role, pro-actively seek and offer support to and from others.

	6
	Work co-operatively with at least one other person to analyse and organise the requirements of your own role and the roles of others. Negotiate working methods, modify your behaviour, and motivate yourself and others to progress towards a common goal.

	Reviewing co-operative contribution

	3
	Check how well you contributed by deciding on measures you can use to judge how well you co-operated, asking for feedback on your contribution, making a judgement on how well you co-operated and setting personal objectives for how you could improve your own co-operative working skills in the future.

	4
	Check how well you and others contributed by deciding on measures you can use to judge how well you co-operated with others, asking for feedback on your contribution making a decision on how well you co-operated with others, and how well the co-operative working arrangements operated overall, setting objectives for how you could improve your own co-operative working skills and future co-operative working arrangements.

	5
	Check how well you and others involved contributed to the co-operative working activity, developing criteria to evaluate your own and others contribution, asking for feedback, using your chosen criteria to decide how well you co-operated with others, and how well the co-operative working arrangements operated overall, justifying your decision with supporting evidence, setting objectives for improving your own co-operative working skills and future co-operative working arrangements.

	6
	Check how well you and others involved contributed to the co-operative working activity, developing criteria to evaluate your own and others contribution, seeking and considering feedback and advice, using your chosen criteria and feedback to evaluate how well you co-operated and co-operative working arrangements worked overall, using conclusions and reflection to set objectives for improving own co-operative working skills and make recommendations on any future co-operative working arrangements.





image1.jpeg
X
SQA




