	Checklist 2 – Technical Edit/Peer Review
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This checklist is to be used for technical editing of Unit Specifications and Peer Review.  It is intended to help you check for consistency and coherence in all parts of the Unit Specification.

While carrying out this check you should also make sure that:
· the Unit is written in clear and simple English that will be accessible to all users

· the way in which the Unit is written does not introduce any unnecessary barriers to achievement for certain groups of candidates, eg by specifying a particular mode of communication for producing evidence, where this is not part of the Outcome/Unit competence. 

Note: The Equality Act (2010) places clear duties on SQA not to discriminate against people who wish to be, or who are, candidates for SQA’s qualifications because of disability, race, age, religion or belief, sex, gender reassignment, pregnancy and maternity, or sexual orientation (known as the protected characteristics).  

	Unit title and SCQF level
	

	Date of check 
	

	 Technical Editor
	

	SQA Lead Officer
	


	General Information

	Heading
	Key Questions
	Y/N or N/A       
	COMMENT REQUIRED AGAINST ‘NO’RESPONSES 

	Unit title
	The working title stated in the Unit writer brief has been retained


	
	

	
	The title is the same as the HNC and/or HND to which it contributes

	
	

	
	The title is accompanied by the number “1” to indicate that it belongs to an HNC or the first part of an HND. Or by the numbers “2” and “3” to indicate that it belongs to the second part of an HND

	
	

	
	Brackets have only been used where the full title is given and the acronym is given afterwards, for example Computer Aided Design (CAD)

	
	

	Type of Graded Unit
	The type of graded Unit has been identified  as either project or examination

	
	

	Assessment Instrument
	The appropriate assessment instrument ha been identified:
Project = either a case study, investigation or practical assignment

Examination = either closed-book or open-book


	
	

	Unit Purpose
	The Unit Purpose in accordance with the Unit writer brief 


	
	

	
	The purpose statement states which of the principal aims of the Group Award the Graded Unit is designed to assess

	
	

	
	The purpose statement only covers what is to be assessed within the Graded Units 

	
	

	Recommended prior knowledge and skills
	The Units that relate to the principal aims of the Group Award have been identified

	
	

	Credit points and level
	The correct number of SCQF credit points at the appropriate SCQF level have been stated ie
A 1 credit Unit  = 8 SCQF credits (40 hours contact and 40 hours self directed learning)   

	
	

	Core Skills 
	Is this a Project based graded Unit? – if yes – submit Unit for Core Skills audit and validation for the embedded Core Skill of Problem Solving

	
	

	
	Has the Unit to be audited for any other embedded Core Skill / Core Skill component? – If yes, state what is to be claimed and the SCQF level.  


	
	

	Assessment
	The standard statement has been updated to identify the assessment instrument ie. case study, investigation or practical assignment

	
	

	
	The standard statement has been retained because  an assessment exemplar is being produced OR removed as no assessment exemplar being produced  (see Unit writer brief)
	
	


EITHER 

	Instructions for designing the assessment task and assessing candidates (project)

	Conditions of assessment
	The standard statement has been updated to identify the instrument of assessment
	
	

	
	Additional contextualised information complements the  information in the standard statement

	
	

	Instructions for designing the assessment task
	The following standard statement has been used:
“The assessment task is a project. The project undertaken by the candidate must be a complex task which involves:

· variables which are complex or unfamiliar

· relationships which need to be clarified

· a context which may be familiar or unfamiliar to the candidate

The assessment task must require the candidate to:

· analyse the task and decide on a course of action for undertaking the project

· plan and organise work and carry it through to completion

· reflect on what has been done and draw conclusions for the future

· produce evidence of meeting the aims which this Graded Unit has been designed to cover”

	
	

	
	Further instructions specific to the HNC and/or HND to which the Graded Unit contributes have been provided

	
	

	
	· the instructions are flexible enough so as not to place unnecessary restrictions on choice
	
	

	
	· do not present a barrier to candidates in terms of the protected characteristics
	
	

	Guidance on grading candidates
	The guidance in the table is contextualised and is specific to the Group Award


	
	

	
	The  Grade C  criteria meets the minimum Evidence  Requirements? ie. does not go beyond minimum requirements
	
	

	
	Do not present a barrier to candidates in terms of the protected characteristics

	
	

	Evidence Requirements and weighting or marks
	The Evidence Requirements clearly state what evidence is required to demonstrate achievement of the HNC and/or HND aims being assessed


	
	

	
	Weighting of marks has been allocated to each stage of the project, ie planning, developing and evaluation

	
	

	
	The weighting is appropriate


	
	

	
	Do not present a barrier to candidates in terms of the protected characteristics 

	
	


OR 

	Instructions for designing the assessment task and assessing candidates (examination)

	Conditions of assessment
	The standard statement has been updated to identify the instrument of assessment


	
	

	
	Examination is less or more than three hours’ duration – SQA approval required
  
	
	

	Instructions for designing the assessment task
	The following standard statement has been used:
“The examination should be designed to assess the candidate’s critical knowledge and understanding of the topics relating to the specific aims which this Graded Unit is designed to cover. The questions and corresponding marks should be designed in accordance with the ranges indicated in the table that follows. However, the overall total mark for the examination is 100.”

	
	

	
	The key topics from within or across the Units on which examination questions will be based have been specified


	
	

	
	The level of demand for each topic has been specified


	
	

	
	A set number of questions has been specified


	
	

	
	An appropriate  relative weighting/mark allocation has been given to each topic 


	
	

	
	Open-book examination - details of the reference and/or source materials to which candidates will have access to have been provided


	
	

	
	Do not present a barrier to candidates in terms of the protected characteristics 

	
	

	Guidance on grading candidates
	The guidance in the table has been contextualised and is specific to the Group Award

	
	

	
	The  Grade C  criteria meets the minimum Evidence  Requirements? ie. does not go beyond minimum requirements

	
	

	
	Do not present a barrier to candidates in terms of the protected characteristics

	
	


	Support Notes

	Heading
	Key Questions
	Y/N 

or N/A       
	COMMENT REQUIRED AGAINST ‘NO’RESPONSES

	Support Notes
	The support notes provide relevant and useful information

	
	

	Disabled candidates and/or those with additional support needs
	
Standard statement provided by SQA
	N/A
	

	General Information for candidates
	Information is written in a user-friendly style and tone


	
	

	
	The information reflects the content of the Graded Unit specification


	
	

	
	Information has been provided on:

· type of Graded Unit  ie Project or Examination
	
	

	
	· assessment instrument ie

Project = either a case study, investigation or practical assignment


Examination = either closed-book or open-book


	
	

	
	· the basis of grading ie  A, B, C
	
	


	For completion by the SQA Lead Officer 



	Decision


	

	Action points (if applicable)


	


A copy of this form should be given to the peer reviewer (if applicable)
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