	Checklist 3 – Subject Specialist Check
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This checklist is to be used by the Unit writer to review their final draft of the Unit specification prior to submitting it to SQA.  The review should take account of the elements listed in the checklist including reviewing the unit content to highlight where there may be any issues in relation to equality.  (Please see below)  
Units submitted at this stage are draft in status and, at a later stage, will be subject to: technical edit by SQA, vetting by an independent subject specialist, formatting and proof-reading.  It may be necessary for SQA to contact you to clarify any issues identified during the checking process. 

About the Equality Act (2010)
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 
	

	Vetter’s s name
	

	SQA Lead Officer
	


	General Information

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

	Unit title
	Is the title the same as the HNC and/or HND to which it contributes?


	
	

	
	Is the title 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?


	
	

	Type of Graded Unit
	Has the type of graded Unit been identified  as either project or examination?

	
	

	Assessment Instrument
	Has the appropriate assessment instrument been identified?

Project = either a case study, investigation or practical assignment

Examination = either closed-book or open-book


	
	

	Unit Purpose
	Does the purpose statement say which of the principal aims of the Group Award the Graded Units is designed to assess?


	
	

	
	Does the purpose statement only cover what is to be assessed within the Graded Units? 

	
	

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


	
	

	
	Is the SCQF level of Units appropriate to the level of the Graded Units?  eg:

Predominately level 7 for an HNC or the first part of an HND

Predominately level 8 for an HND


	
	

	Credit points and level
	Has the correct number of SCQF credit points at the appropriate SCQF level been stated?
	
	

	
	Does the credit value reflect the learning and teaching time required by an average candidate to achieve the Graded Unit?
A 1 credit HN 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
	Has the standard statement been updated to identify the assessment instrument ie. case study, investigation or practical assignment?

	
	

	
	Note: a standard statement will be here if an assessment exemplar is being produced.  If no assessment exemplar being produced there will be no statement here.   
	
	


EITHER 

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

	Conditions of assessment
	Has the standard statement been updated to identify the instrument of assessment used?


	
	

	
	Where additional contextualised information has been provided, does it complement the  information in the standard statement? ie. does not contradict standard statement


	
	

	Instructions for designing the assessment task
	Have further instructions specific to the HNC and/or HND to which the Graded Unit contributes been provided?


	
	

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


	
	

	
	· Do not present a barrier to learners in terms of the protected characteristics?


	
	

	Guidance on grading candidates
	Is the guidance in the table contextualised and specific to the Group Award?


	
	

	
	Does the  Grade C  criteria meet the minimum Evidence  Requirements? ie. does not go beyond minimum requirements?


	
	

	
	Are you satisfied that the guidance on grading does not present a barrier to candidates in terms of the protected characteristics? – if no, complete Equality Review Form.

	
	

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


	
	

	
	Has weighting of marks been allocated to each stage of the project, ie planning, developing and evaluation?


	
	

	
	Is the weighting appropriate?


	
	

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


	
	


OR 

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

	Conditions of assessment
	Has the standard statement been updated to identify the instrument of assessment?


	
	

	
	If the examination is to be less or more than three hours’ duration has this been prior  approved by SQA?

  
	
	

	Instructions for designing the assessment task
	Has the standard statement been used?


	
	

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


	
	

	
	Has the level of demand for each topic been specified?


	
	

	
	Has a set number of questions been specified?


	
	

	
	Has an appropriate  relative weighting/mark allocation been given to each topic? 


	
	

	
	If an open-book examination is specified, are details of the reference and/or source materials to which candidates will have access to been provided?


	
	

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


	
	

	Guidance on grading candidates
	Is the guidance in the table contextualised and specific to the Group Award?


	
	

	
	Does the  Grade C  criteria meet the minimum Evidence  Requirements? ie. does not go beyond minimum requirements?


	
	

	
	Are you satisfied that the guidance on grading does not present a barrier to candidates in terms of the protected characteristics? – if no, complete Equality Review Form.

	
	


	Support Notes

	Heading
	Key Questions
	Y/N 

or N/A       
	COMMENT REQUIRED AGAINST ‘NO’RESPONSES

	Support Notes
	Do 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
	Is information written in a user-friendly style and tone?


	
	

	
	Does the information reflect the content of the Graded Unit specification?


	
	

	
	Has information been provided on:

· type of Graded Unit? ie Project or Examination
	
	

	
	· assessment instrument?


Project = either a case study, investigation or practical assignment


Examination = either closed-book or open-book
	
	

	
	· the basis of grading? ie  A, B, C
	
	


	Vetter recommendation


	Yes
	No

	Unit is clear, accurate and ready to be used by practitioners


	
	

	Issues identified above have to be addressed before the Unit is ready for use by practitioners


	
	


	For completion by the SQA Lead Officer



	Decision


	

	Action points (if applicable)


	

	Unit finalised.  Date sent to wordprocessing@sqa
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