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History of changes

It is anticipated that changes will take place during the life of the qualification, and this section will record
these changes. This document is the latest version and incorporates the changes summarised below.

Version

Description Date
number

03 Amendments in line with revised HNC/Diploma in Management 09/01/13
and Leadership.

02 ¢ Change of title to comply with new PDA design principles October
¢ This change of title resulted in new Group Award code 2009
number

¢ Insertion of details of additional Unit F1F136 Project

Management: Managing Multiple Projects

Award now jointly certificated by SQA and CMI

¢ Insertion of information on the other PDAs in suite of HN
PDAs in Management

¢ Series of amendments for consistency with other awards in the
suite of HN PDAs in Management
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1 Introduction

This is the Arrangements Document for the Professional Development Award
(PDA) in Project Management at SCQF level 8 which was validated in May 2006.
This document includes background information on the development of the PDA, its
aims, guidance on access, details of the Award structure, and guidance on delivery.

This award forms part of a suite of Professional Development Awards (PDAS) in
Management at SCQF level 6 to SCQF level 11 which were developed under the
SQA Design Principles for Professional Development Awards.

These awards in this suite of Management and Leadership PDAs are in line with the
following the pattern:

¢ They all consist of two mandatory Units. This means that they retain the above
benefits of being short and sharp. However, they move on from basic
managerial tools to allow candidates the opportunity to develop more specific
managerial skills and capabilities at a higher level.

¢ The Management and Leadership PDAs are also designed as practical awards
in which candidates are encouraged to apply management concepts and
approaches to their own work as managers or to managerial work with which
they are familiar.

Candidates who achieve one/some of the Management and Leadership PDAs should,
therefore, have enhanced their managerial skills and been able to apply them to a
situation they know well. In this way, they should be able to carry out managerial
work more effectively to the benefit of themselves and to the organisations for which
they work now or in the future.

These short awards share a number of common aims and characteristics and, as a
result, it has been possible to develop them as a cluster of related awards. Each award,
however, is a qualification in its own right. A table showing the full suite of PDAs
can be found at Appendix 1.

The Chartered Management Institute (CMI) has agreed to jointly certificate this PDA
in Project Management at SCQF level 8, together with the other Management and
Leadership PDAs in SQA’s portfolio.

SQA has also revised its more traditional management awards such as the HNC in
Management and Leadership (SCQF level 7) and PDA Diploma in Management and
Leadership (SCQF level 8). The frameworks for these awards can be found at

Appendix 2.
2 Rationale for the Award
21 Rationale

This PDA in Project Management at SCQF level 8 is designed to enhance and
accredit the project management skills of new, inexperienced or aspiring project
managers. It offers candidates the opportunity to develop project management skills
and enables progression to other widely recognised project management
qualifications.

Arrangements Document: PDA Project Management at SCQF level 8 (G9CK 48) 1



The title of the award, Professional Development Award in Project Management at
SCQF level 8, reflects the nature of the content, context and level of the award. As a
PDA, it is a vocational qualification contributing to the continuous professional
development of participants. Its SCQF rating at level 8 reflects a higher level award
placed within a higher education portfolio.

Project Management plays an increasing part in a wide range of organisations and
disciplines encompassing the knowledge and skills required for candidates to design
and implement successful projects. Its defining features are its fixed time schedules,
budgetary boundaries, team co-ordination, specific accountabilities, focus on
particular outcomes and collaborative working between project partners.
Breakdowns in these aspects are the most frequent sources of problems in projects.
This PDA targets these skills. In addition, it allows for recognition of skills acquired
by individuals through training and practical application. It is estimated that around
75% of professional time is spent on project work, much of which is not identified
as such (ref: www. projectexperts.com). Nevertheless, many people have acquired
project management skills that have not hitherto been formally recognised.

There are many project management qualifications available in the UK but the most
common of these are available only through commercially oriented accredited
training organisations and/or professional associations. The PDA in Project
Management at SCQF level 8, while its content adopts the same basic principles as
the other qualifications, is designed to fit a gap in the market for those organisations
or candidates who want a project management qualification without being bound by
the requirements of a particular association or methodology and the associated costs.

2.2 Market Research
2.2.1 Primary Research
Primary sources included

employers
public sector
private sector
voluntary sector
key stakeholders
standards

* & & & o o

The research was conducted by means of a consultation questionnaire with attached
covering letter of explanation and a summary of the two PDA Units. The
guestionnaires were sent to a cross section of public, private and voluntary sector
organisations reflecting the broad nature of the subject.

On the whole the response to the PDA in Project Management at SCQF level 8 was
very positive with over 90% of those who responded agreeing on title relevance,
content and structure. Based on the feedback received adjustments to the content of
the Units was made and one of the Units was renamed to make it more adequately
describe its content.
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2.2.2 Secondary Research

The following points from secondary sources were of particular interest during the
review process:

¢ The goals of the Government’s Modernising Government White Paper (1999)
set in motion the development of a package of measures to achieve significant
and sustainable improvements in programme and project delivery. These
government initiatives have led to the adoption of formal project management
methodologies and associated project management training. In both the public
and private sectors this has led to rapid growth in the use of PRINCE2
(PRojects IN a Controlled Environment) as the de-facto standard for project
management in the UK.

¢ Recognition of the potential causes of project failure and identification of
critical success factors for projects has supported the case for the formalisation
of project management principles.

¢ To develop the necessary knowledge and skills in project management requires
a combination of training and practical experience.

¢ There are many project management qualifications available in the UK but the
most common of these are available only through commercially oriented
accredited training organisations and/or professional associations.

2.3 Key Stakeholders

The development of the structure and content of the Award has been facilitated and
supported through a constructive dialogue between SQA and Scottish Enterprise.
The initial idea for the Award arose from Scottish Enterprise’s aim to improve
project success by means of structured and standardised approaches to project
management. The plan to achieve this includes the development and delivery of a
comprehensive in-house training programme for all project managers, including
inductees. It was envisaged that such training could be accredited through a
nationally recognised qualification. Initial investigations revealed a wider interest in
a generic project management qualification. This led to the more extensive research
outlined above.

2.4 Standards

Project managers have at their disposal a large number of methods, standards and
tools to assist them in their daily jobs. The multiplicity of methods is explained by
the fact that project management is a mature discipline which has been on the rise
especially over the last couple of decades. Its consistent growth has resulted in
project management principles and methods being applied in diverse industries and
in the need to develop specific methodologies, standards and tools for these
industries. For example, the Project Management Institute’s Project Management
Body of Knowledge (PMBOK) method is mostly used in the software development
and electrical industries.

The most widely used global project management methods are PMBOK, PRINCE2
and Practical Project Systems (PPS) with none yet emerging as a de-facto
international standard. PRINCEZ2 is the project management method used by the UK
government. Although there are dissimilarities between these methods they do all
include the same basic elements which are all covered by the Units in this award.
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This award does not recommend any specific method but the Units suggest that the
choice of project management methodology, eg PRINCE2, Dynamic Systems
Design Method (DSDM), adopted for use in the Units within this PDA is at the
discretion of the centre. However the project management processes and techniques
taught within the Award should provide a practical approach for managing and
controlling projects. The methodology selected should provide a consistent
approach and enable candidates to maintain project control and determine facts
about progress, risks and achievements.

2.5 Summary of Feedback
The market research highlighted the following:

¢ Response to the development of the PDA was very positive.

¢ That there was a need to adjust the content of the Units to reflect both level
(SCQF 8) and industry needs.

¢ That one of the Units be renamed. This has resulted in the new title ‘Project
Management: Managing the Implementation of a Project’.

¢ To develop the necessary project management knowledge and skills, project
managers require a combination of training and practical experience.

¢ There is a need in the market for those organisations or candidates who want a
project management qualification without being bound by the requirements of a
particular association or methodology and the associated costs.

2.6 Target client group

The PDA in Project Management at SCQF level 8 is designed to equip participants
with the knowledge, understanding and skills required for successful project design
and implementation in current or future employment. It aims to provide candidates
from any discipline in any occupational sector with a structured and standardised
approach for the management of projects.

It may be particularly beneficial to project managers working in the public, private
or voluntary sectors who are experts in their field of operation but without any
formal project management qualifications.
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3 Aims of the Award

3.1 General Aims

Through participation in the PDA in Project Management at SCQF level 8,
candidates will work through practical and applied project development activities
directly relevant to their chosen fields. The skills acquired will enable candidates to
develop coherent business cases for projects demonstrating fit with business
objectives, viability, control of project resources and capacity effectively to manage
potential risk and change.

The PDA in Project Management at SCQF level 8 will enable candidates to:

*

Develop a range of personal and project management skills which will improve
ability, confidence and employability in project management roles

Develop specific skills recognised as critical by employers and Higher
Education Institutions, such as meeting deadlines, attention to detail, target
setting and effective dealing with stakeholders.

Participate in a Continuing Professional Development opportunity in the field
of project management and enhance personal CPD portfolio

Transfer and enhance existing skills in Communication, Problem Solving and
Working with Others within a project management environment

Progress to other relevant management qualifications or to other professional
project management qualifications.

3.2 Specific Aims

The PDA in Project Management at SCQF level 8 will provide candidates with the
knowledge and skills to:

1 Justify the need for a project and define its scope and objectives within a
project business case.

2 Apply project planning techniques to manage tasks, resources and delivery of
outputs.

3 Apply recognised budgetary principles to the estimation, analysis, and control
of a project budget.

4 Propose and implement appropriate project processes, reporting and record
keeping arrangements.

5 Communicate effectively with a project team and other stakeholders.

6 Prepare and update project management documentation throughout the life of a
project.

7 Monitor and evaluate the success of a project.

4 Access to the Award

While access to the Award is at the discretion of the Centre, it is recommended that
candidates possess:

*
L4

Relevant experience in a working environment
Project management work experience
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In addition, it would be beneficial if candidates possess general competency in
communication, problem solving, working with others, numeracy and practical
computing skills. This might be demonstrated by the achievement of Units that
reflect the following Core Skills profile on entry.

Core Skill Recommended Entry level
Communication SCQF level 6
Using Number SCQF level 6
IT SCQF level 6
Problem Solving SCQF level 5
Working with Others SCQF level 5
5 Structure of the Award

The PDA in Project Management at SCQF level 8 comprises two mandatory Units
at SCQF level 8 (HND level) with a total of 3 HN credits or 24 SCQF credit points.
The award is sequenced from the first Unit DV5H 35: Project Management: Project
Justification and Planning through to the second Unit DV5J 35: Project
Management: Managing the Implementation of a Project. Although both Units are
mandatory for the award, each can be delivered stand-alone in order to develop
particular skills.

Please note that an additional Unit F1F1 36: Project Management: Managing
Multiple Projects is also included in this award but candidates do not need to
achieve this Unit in order to achieve the PDA in Project Management at SCQF level
8. As this Unit is neither mandatory nor optional for this PDA, the arrangements
document does not make many references to the Unit.

HN Unit .
Code Unit title credit SC.QF SCol Out- Llnkgt_j to_
points level Specific Aim
value come
Mandatory Units
Project Management: 1 1,5
DV5H 35 | Project Justification 1 8 2 1,35
and Planning 3 1,2,4,5
Project Management: ; g Z 6.7
Dvsy 35 | Managing the 2 16 8 3 |24,5.67
Implementation of a 4 54567
Project v
5 2,4,5,6,7
Total Credits for
PDA in Project
Management at 3 24
SCQF level 8
Additional Unit
Project Management:
F1F1 36 Managing Multiple 1 8 9
Projects
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5.1

5.2

Development of Core Skills

The general aims of the PDA in Project Management at SCQF level 8 include
developing a range of personal and key skills which will improve ability, confidence
and employability. The Outcomes, Skills/Knowledge and Evidence Requirements of
both Units require practical teaching and learning activities that provide a context
for developing and enhancing elements of the five Core Skills to a level in advance
of those recommended at entry. For example, the use of technology as a tool to
support budgeting, planning, record keeping and presentation of reports is central to
the Award. Also, planning, organising and evaluating work, and listening to and
talking with a wide range of people is an essential part of project management.

It is likely that candidates who achieve the PDA will have developed certain
elements of the Core Skills in Communication, Problem Solving and Working with
Others beyond that of the maximum level of SQA accreditation at SCQF level 6.
Information and Communication Technology and Numeracy may also feature
strongly depending on the sector of commerce or industry of relevance to the
candidate. This is reflected in the table below.

Core Skill Anticipated EXxit level
Communication SCQF level 6
Using Numbers SCQF level 6
IT SCQF level 6
Problem Solving SCQF level 6
Working with Others SCQF level 6

In addition to those skills required by the SQA Core Skill specifications, this PDA
includes skills recognised as critical by employers and higher education institutions,
such as meeting deadlines, attention to detail, target setting and effective dealing
with stakeholders

Progression Routes

The PDA in Project Management at SCQF level 8 has been designed as a stand-
alone Award to provide candidates with the relevant mix of competencies to enable
career progression. In addition it also allows candidates an opportunity to progress
to further academic and/or professional qualifications. Possible articulation includes
routes to:

¢ Other PDAs in Management and Leadership at SCQF level 8 and level 9.

¢ Other SQA awards which incorporate higher level project management Units,
eg PDA in Personal Enterprise (SCQF level 9).

¢ Diploma in Management and Leadership.

¢ Other widely recognised professional project management qualifications, eg
CMI jointly certificates this PDA with SQA. This will enable candidates to
progress within the CMI framework of qualifications.

The PDA in Project Management at SCQF level 8 is designed to fit a gap in the
market for those organisations or candidates who want a project management
gualification without being bound by the requirements of a particular association or
methodology and the associated costs of membership, commercially priced courses
and examination fees. Regardless of which methodology is adopted by the PDA for
the delivery of knowledge content it will not cover the methodology in the same
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depth as required for professional body certification nor will it necessarily prepare a
candidate for such certification. Rather the PDA might be considered as a stepping
stone. See Appendix 3 for possible pathways and progression routes.

6 Approaches to delivery and assessment

6.1 Context

The Units in this Award are written in generic terms, since the concepts involved are
applicable and valid in all contexts of project management. The terminology should
be adapted to suit the project environment and the project management methodology
adopted.

The Award has been designed to be compatible with the Government’s
recommendations on adoption of best practice guidelines and implementation of
practices that demonstrate good corporate governance. In this context, it is expected
that support materials for this Award be compatible with the HM Treasury’s Green
Book guidance on Appraisal and Evaluation, and reference the Gateway Review
system, or similar, to assess project progress. Candidates may be encouraged to
access the wide range of project management tools and guidance available through
the Office of Government Commerce (OGC) website.

6.2 Content

The knowledge content of this Award should be delivered using the terminology
and framework of a recognised project management methodology. The choice of
project management methodology, eg PRINCE2, DSDM, adopted for use in the
Units within this PDA is at the discretion of the Centre. However the project
management processes and techniques taught within the Award should provide a
practical approach for managing and controlling projects. The methodology selected
should provide a consistent approach and enable candidates to maintain project
control and determine facts about progress, risks and achievements.

In-depth study and application of project planning and scheduling software is not
required for this Award. In order to produce project plans which present timelines
identifying key project tasks, milestones and deliverables, candidates may use
spreadsheet software to create pictorial representations of their plans as Gantt charts.
For candidates who wish to progress the skills to develop and manage project plans
using commercially available project management software such as MS Project
there are other Units in the SQA HN portfolio specifically designed for this purpose.

Centres and candidates may find the OGC website and the HM Treasury’s Green
Book guidance on Appraisal and Evaluation useful reference sources for this
Award. These resources are particularly relevant to project managers operating in
the public sector.

6.3 Delivery

The provision of the PDA in Project Management at SCQF level 8 should encourage
a range of professionals regardless of occupational sector. It should provide a
professional development experience within a range of career paths and be flexible
enough to allow the course to be delivered in various ways in line with candidates’
requirements and professional backgrounds.
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Centres will determine the methods of delivery which are most appropriate for their
candidates. It is likely that a blended learning approach will be adopted with
candidate learning achieved through a combination of training and individual
candidate study which might include:

attendance at workshops and conferences
desk study

access to multi-media and online resources
practical application

* & o o

It is intended that delivery of this Award be based on practical application of project
management techniques with a suitable and sufficiently wide range of exercises,
simulations and case studies to support this approach.

Unless either Unit is being delivered as a stand-alone Unit then the logical sequence
for delivery of the two mandatory Units in this PDA is Project Management:
Project Justification and Planning followed by Project Management: Managing the
Implementation of a Project. The knowledge content of the two Units and the
Outcomes within the Units has been presented in a sequence which follows the
design, development and implementation phases of a project. Some specific
techniques introduced in Project Management: Project Justification and Planning,
such as for budgeting and planning, are further developed through wider application
in Project Management: Managing the Implementation of a Project.

It is anticipated that the majority of candidates will undertake the Award in its
entirety and in that case the order presented in the previous paragraph would be the
most appropriate. If at all possible a holistic approach where candidates work
through a practical project from the justification phase through to implementation of
a project should be adopted. The suggestions below reflect a delivery model for the
complete award.

Whilst it is possible to teach all three outcomes in Project Management: Project
Justification and Planning followed by the five outcomes in Project Management:
Managing the Implementation of a Project in a straight sequence, this does not
necessarily fit with a holistic approach. For example it may be appropriate in the
teaching sequence to teach Outcome 2 for both Units together thus covering
budgeting and financial forecasting in terms of planning and control. Likewise the
teaching for Outcome 3 for both Units could be combined as candidates could cover
the need for planning and forecasting utilising whichever approach the centre
chooses, and explore how these plans and forecasts are used to inform and manage
the implementation phase of a project.

At the outset of the Award, the importance of project management to managers in a
variety of settings should be explored and candidates should be encouraged to
discuss projects in their own organisations or in organisations with which they are
familiar. Large scale or newsworthy projects, eg Holyrood, Heathrow Terminal 5 or
France’s Millau viaduct could be used early on in the delivery of the Award as a
means of generating discussion on some of the issues encountered in managing
projects. Good practice and poor practice should be highlighted. Case studies
illustrating project management at company and local level, eg introduction of a
new piece of machinery, new product or new systems of work could also be used to
provide breadth and depth to the subject. Centres may, with appropriate
permissions, be able to use projects conducted by previous candidates to help
manage current candidate expectations.
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It is expected that the majority of candidates will be in employment with a
substantial proportion of these having project management responsibility. That
being the case lectures, seminars and tutorials could draw upon the candidate cohort
enabling centres to make the Award as relevant as possible to the candidate group.
Candidates should be reminded that the Award is practical and that in order to
achieve the award candidates must provide evidence that they can justify, plan and
manage the implementation of a project. Candidates should also be reminded that
the Award is not intended to provide the skills required for a specific project
management tool, eg PRINCE2, but aims to develop the general skills and
knowledge required to manage projects.

Where candidates are unable, for whatever reason, to identify a work related project
the candidate should be encouraged to research projects in other organisations
and/or consider ideas taken from their personal life where the application of the
knowledge and skills would be appropriate, eg planning a wedding, building a
house, creating a business plan for a new business, organising a school fete, putting
on a concert, exhibition or a piece of drama could all be used. Case studies could be
used but given the practical nature of the Award it would be better if candidates
worked on real projects as they progress through the Unit

There are numerous sources of information that can be used to support delivery and
which also provide sample documentation that could be adapted or used by
candidates. Whilst candidates may use organisational templates, sample templates
can be found at.

www.jisc.ac.uk/media/documents/funding/project_management/projectplante
mplate0407.doc

www.businessballs.com/freematerialsinword/projectmanagementtemplates.doc

The sample templates provide useful discussion points and ensure that candidates
consider fully the key elements in particular a business case which includes
organisational and financial justification for a project. HM Treasury green book also
provides a useful point of reference and whilst anchored in the public sector it does
highlight many of the key issues associated with the management of projects and as
such should be valuable across the cohort.

The templates may also be used to provide a stepping stone approach to the subject
and their chosen project. In other words candidates could be encouraged to identify
their project and as delivery progresses complete different aspects of the template,
eg agree a working title, context and rationale, broad aims and objectives and
measures of success. The next stage could be an examination of costs, benefits, risk
assessment and so on. As each stage progresses centres could develop check-in
points and feedback in order to support candidates, however, care must be taken to
ensure that all work is that of the candidates.

Candidates could be encouraged to work in group settings to conduct research into
project justification and planning, and could use classroom/group discussion to help
sharpen their own plans. Again, it would be essential for each centre to ensure the
authenticity of any work undertaken.
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As indicated earlier the output of the first Unit Project Management: Project
Justification and Planning provides the basis for Project Management: Managing
the Implementation of a Project. Following on from the project plan and the
preparation for its implementation candidates are expected to manage the
implementation of a project. Some aspects of the delivery, eg budget and
forecasting, may already have been covered in delivery but the key at this stage is to
consider these matters from a manage and control basis. In a holistic approach
candidates could be expected to demonstrate the transition from justification and
planning to project implementation.

Again, there are a number of useful links that can help with this discussion.
http://www.nickjenkins.net/prose/projectPrimer.pdf

http://www.amd.com/us-en/assets/content_type/DownloadableAssets/Giga_-
_Project_Management_Best_Practices-
_Key_Processes_and_Common_Sense_(1-03).pdf

http://www.impactfactory.com/gate/preview/project_management_skill_trainin
g_development/registeredgate_1412-7106-73904.html

The second Unit, Managing the Implementation of a Project, focuses upon the
implementation processes and controls for the project chosen. There are five
outcomes and where appropriate delivery should be integrated with the first Unit.
Centres may wish to consider the following in delivery of this Unit.

Outcome 1 covers issues of relationships within and outwith the project team and
while centres may have considered the importance of the team and stakeholders in
the planning stage it is important to consider the benefits of positive constructive
relationships in bringing a project in on time and budget. The following article
provides a slightly humorous bridge between the planning stage and the need to
develop a good project team and project relationships.

http://www.see.ed.ac.uk/~gerard/Management/art8.html

Use of case studies to highlight key areas of learning would be appropriate and
stakeholder analysis tools such as those based on levels of interest, power and
influence may prove useful. The management of project teams will probably entail
some introduction to team working and communication within teams. The use of
role plays or team building games could be a useful addition here. Conflict
resolution techniques should be discussed from avoidance, consultation, negotiation
through to forcing. While other approaches to implementation could include the
development of Project Managers, Sponsors or steering committees to drive the
project.
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Financial functions including analysis, planning and budgeting, control, and project
and activity planning may already have been considered in the justification and
planning stages of the project. Candidates may find it useful to identify all
resources, eg staff, service and materials as well as identifying sources, amounts and
timings of funding to cover project costs. The preparation of statements of the
sources and uses of funds, development of diagnostic indicators, preparation of cost
of service statements, and the need to derive ratio statements, other coefficients and
indices could all be beneficial. Analysis of cost information can provide insights
into the performance of the project and may also become the basis of planning and
controlling. The classification of cost information into variable, fixed, capital and
recurring costs should help any analysis

In addition to the use of estimating and forecasting techniques to create and re-
profile a budget during the life of a project, the candidate will be able to produce
financial monitoring reports on project income, expenditure and budget variation. It
may be beneficial to discuss some of the factors that make for successful budgeting,
such as preparing statements of goals and objectives, creating budget centres,
accounting controls, communication, coordination and budget administration.
Control ensures that plans are achieved and variance analysis and internal and
external audits strengthen the control process.

Again, at the justification phase the objectives of the project should have been
clearly stated and critical success measurements identified for each objective. These
critical success measurements determine what makes for successful project
implementation. For example, a project may be completed on time and under
budget, but if staff fail to follow new systems of work the project could not be called
a success. So each objective must be capable of being measured. This may require
the collection of baseline data before and during project implementation. High-level
project phase timelines as well as milestones should be identified, along with the
target dates for achieving each milestone and reports indicating changes or variances
completed.

An analysis of the various risks associated with the project should be identified, and
contingency plans should be developed for all significant risk factors. At a simple
level there are four stages to risk management planning namely risk identification,
risks quantification, risk response, risk monitoring and control. Group work to
explore different types and level of risk as well as the use of case studies, actual or
simulated risk logs could all assist the delivery process.

The project closure phase represents the last phase of the Project Life Cycle. It is
important that candidates do not underestimate the importance of the closure and
evaluation phase as this phase provides the opportunity for reflection and further
development. The starting point for the evaluation will be to revisit the initial
project objectives to ascertain whether they had all been achieved or otherwise.
Orderly closure including sign off, release of resources such as staff and other
resources, support and on-going maintenance, notification of closure to stakeholders
as well as completion and archiving of documents could all be considered. The need
to identify follow-on actions and plan the post project review should also be
considered. Templates for this purpose can be found at

www.jiscinfonet.ac.uk/InfoKits/infokit-related-files/post-project-review-
template
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There is a need to explore lessons learned from a project and how the lessons
learned can assist staff development and the initiation, planning and implementation
of future projects. The difficulties that may arise at this stage could also be covered
particularly where projects have not been successful and staff may be suspicious of
the evaluation motives.

In practice candidates will adopt an iterative approach to the completion of
processes throughout the project lifecycle. This enables candidates to develop and
practice techniques and skills through the different processes and stages of a project.

The Unit Project Management: Managing Multiple Projects is not a mandatory or
an optional Unit within this award therefore the delivery sequence is at centres’
discretion.

6.4 Assessment

Where possible and appropriate, it is recommended that a single project be used as
the basis for assessment of all Outcomes across both Units. Additionally, centres are
encouraged to identify opportunities for integration of assessment evidence across
Units in the PDA in Project Management at SCQF level 8. The Unit specifications
detail the evidence requirements and assessment procedures for each assessment
event.

Where ever possible assessments should be based on real requirements and
developments. Where this is not possible or there is a shortfall in the scope for
assessment purposes then this can be replaced or supplemented with case study
material provided by the centre. Candidates should be given project management
experiences which are as real as possible.

The knowledge and skills elements of the Units in this Award are predominantly
practical and project based. Therefore, it is recommended that the Outcomes be
assessed by means of the development of project proposal documentation for a real
project for which the candidate has responsibility. Alternatively, a simulated or
case-study based project that derives from the workplace can be provided by the
centre. Assessment of each Unit can be achieved through a single assessment or a
series of several assessments matching the sequence of the Outcomes.

PDA candidates should be assessed on Project Management: Project Justification
and Planning prior to progressing to the second Unit on Project Management:
Managing the Implementation of a Project. This enables candidates to build and
transfer knowledge and skills gained through successful completion of the first Unit
to different sets of circumstances presented in the second Unit.

For Project Management: Project Justification and Planning, centres may choose to
simulate an organisation’s phased approval process for project development by
ensuring that candidates successfully complete Outcome 1 before proceeding to
Outcome 2 and then to Outcome 3. Alternatively the centre might want to consider a
cross-assessment of all three Unit Outcomes.

Similarly, assessments for Project Management: Managing the Implementation of a
Project may be presented Outcome by Outcome in sequence or through appropriate
cross-assessment. For example, it would be appropriate to consider cross-assessment
of Outcomes 2 and 3 in order to integrate the application of techniques such as
estimating, scheduling, tracking and reporting to resource management and project
stages.
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6.5

For candidates who will study both Units in the PDA, centres might consider
opportunities for cross-assessment of both Units. This is particularly relevant in the
avoidance of over assessment of the topics relating to budgets covered by Outcome
2 in Project Management: Project Justification and Planning and Outcome 2 from
the Unit on Project Management: Managing the Implementation of a Project.

Candidates’ assessment evidence is based on results from project activities and
completion of project documentation. It is recommended that written commentaries,
analyses, evaluations and project documentation be presented in the form of
portfolios of evidence. Assessors should assure themselves of the authenticity of
each candidate’s submission.

Candidate Support Packs have been developed for both Units of this PDA. These
are available to download from SQA’s secure website. In addition, candidates
registered on the PDA are eligible for 12 months free studying membership of the
Chartered Management Institute (CMI). This allows them access to a range of
management information, tools and support materials.

Open Learning

The knowledge content of the PDA in Project Management at SCQF level 8 could
be delivered by Open/Distance learning as well as on an online basis. It is expected
that centres delivering this Award could deploy a blended solution which might
include elements of e-learning or other flexible methods of delivery. In this context,
planning and resources will be required for candidate support, assessment and
guality assurance. Centre devised supervision agreements should detail controlled
conditions to ensure authenticity of evidence. This may include witness testimony in
support of each element of a portfolio based submission.

Authentication is not an issue that relates solely to open or distance learning.
However, the fewer the opportunities for assessors and candidates to meet face-to-
face, then the greater the need to build authentication strategies into the awards.
Centres are responsible for the authentication of their open, distance or mixed-mode
programmes through their quality assurance processes and must be confident that:

¢ candidates entered for a qualification are who they say they are
¢ evidence submitted for assessment by candidates can be authenticated as their
own work

SQA recommend that a mix of authentication tools be used to ensure the above
including:

¢ questioning — personal, telephone or online interview

¢ written questioning

¢ ICT — on-line conferences, email discussions, password controlled systems,
handwriting recognition, computer scanning of facial features, voice prints,
finger prints, hand patterns and recognition of key board use

personal logs and personal statements

witness testimony

summative assessment under supervision

audio or video taped evidence

signing and counter-signing of candidates work

assessment supervisors — authenticators, invigilators and mentors

* & & O o o

Full information on these can be found in the SQA website (www.sga.org.uk).
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7 General information for centres
Disabled candidates and/or those with additional support needs

The additional support needs of individual candidates should be taken into account
when planning learning experiences, selecting assessment instruments, or
considering whether any reasonable adjustments may be required. Further advice
can be found on our website www.sga.org.uk/assessmentarrangements.

Internal and external verification

All instruments of assessment used within this/these Group Award(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 SQA4’s
Guide to Assessment and Quality Assurance for Colleges of Further Education
(www.sga.org.uk).

8 General Information for Candidates

The Professional Development Award in Project Management at SCQF level 8 is
designed to equip you with the knowledge, understanding and skills required for
successful project design and implementation in current and future employment.
Regardless of your employment status, profession or occupational sector the Award
will recognise and develop your project management experiences. It aims to provide
you with a structured and standardised approach for the management of projects.

The PDA in Project Management comprises two mandatory Units at SCQF level 8
(HND level) with a total of three HN credits or 24 SCQF credit points. The award is
sequenced from the first Unit on Project Management: Project Justification and
Planning through to the second Unit on Project Management: Managing the
Implementation of a Project.

The purpose of Project Management: Project Justification and Planning is to
provide you with an introduction to the knowledge and skills required to develop an
initial project idea through to production of a sound business case for the project
which can, if required, be presented to your organisation’s senior decision makers
for approval prior to implementation.

The purpose of Project Management: Managing the Implementation of a Project is
to provide you with the knowledge and skills required to run and complete a project
which has been given approval to proceed to implementation. The resultant skills
will enable you to manage and control project resources including project
relationships and the budget within the context of efficient management of risk and
change.
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If you are currently employed it is recommended that in agreement with your line
manager and tutor you select a suitable project at your place of work which can be
used as the basis of development and assessment across all Outcomes of both Units.
If it is not possible to select a work-based project or the project is not suitable for
assessment purposes then a simulated or case-study based project will be provided
by the centre.

Development of your project management skills will be through formative practical
exercises and be assessed either at the end of each Outcome or with summative
assessments incorporating two or more Outcomes across the two Units. In order to
complete the Award successfully you will be required to achieve a satisfactory level
of performance in all assessed work.

The PDA is designed to support you in current or future project management roles.
It may provide you with the first steps in the development of your project
management skills and enable you to progress in due course to other widely
recognised professional project management qualifications.

Support packs have been developed for the Units making up this PDA. Your tutor
will be able to provide you with a copy of the Candidate Support Packs.

The PDA is a qualification in its own right but it will also help you to progress to
other management qualifications such as the Diploma in Management and
Leadership at SCQF level 8.

The PDA is jointly certificated by SQA and the Chartered Management Institute
(CMI). Once you are registered on the PDA, you will be eligible for 12 months free
studying membership of CMI allowing you access to a range of management
information, tools and support materials.

Glossary of terms

SCQF: This stands for the Scottish Credit and Qualification Framework, which is a
new way of speaking about qualifications and how they inter-relate. We use SCQF
terminology throughout this guide to refer to credits and levels. For further
information on the SCQF visit the SCQF website at www.scqf.org.uk

SCQF credit points: One HN credit is equivalent to 8 SCQF credit points. This
applies to all HN Units, irrespective of their level.

SCQF levels: The SCQF covers 12 levels of learning. HN Units will normally be at
levels 6-9. Graded Units will be at level 7 and 8.

Subject Unit: Subject Units contain vocational/subject content and are designed to
test a specific set of knowledge and skills.

Graded Unit: Graded Units assess candidates’ ability to integrate what they have
learned while working towards the Units of the Group Award. Their purpose is to
add value to the Group Award, making it more than the sum of its parts, and to
encourage candidates to retain and adapt their skills and knowledge.

Dedicated Unit to cover Core Skills: This is a non-subject Unit that is written to
cover one or more particular Core Skills.
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Embedded Core Skills: This is where the development of a Core Skill is
incorporated into the Unit and where the Unit assessment also covers the
requirements of Core Skill assessment at a particular level.

Signposted Core Skills: This refers to the opportunities to develop a particular
Core Skill at a specified level that lie outwith automatic certification.

Qualification Design Team: The QDT works in conjunction with a Qualification
Manager/Development Manager to steer the development of the HNC/HND from its
inception/revision through to validation. The group is made up of key stakeholders
representing the interests of centres, employers, universities and other relevant
organisations.

Consortium-devised HNCs and HNDs are those developments or revisions
undertaken by a group of centres in partnership with SQA.

Specialist single centre and specialist collaborative devised HNCs and HNDs are
those developments or revisions led by a single centre or small group of centres who

provide knowledge and skills in a specialist area. Like consortium-devised HNCs and
HNDs, these developments or revisions will also be supported by SQA.

Appendices

Appendix 1 Table of suite of HN PDAs in Management and Leadership
Appendix 2  Frameworks for HNC and Diploma in Management and Leadership
Appendix 3  Possible pathways and progression routes
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Appendix 1 Table of HN PDAs in Management and
Leadership jointly certificated by SQA and CMI

Titles of PDA Units making up the PDA SCQF SCQF
level credit
points
PDA in Management at Managing Self and Resources (F3XP 33) 6 16
SCQF level 6 Working in a Team (F3XR 33)
(G972 46)
PDA in Managing Self and Management: Developing Self 7 24
Others at SCQF level 7 Management Skills (H1F1 34)
(GO9CR 47) Managing and Working with People
(H1F4 34)
PDA in Managing Self and Develop Skills for Personal Effectiveness 8 24
Others at SCQF level 8 (DF4F 35)
(GOCT 48) Managing People (F5GF 35)
PDA in Managing Manage Operational Resources (H1F5 34) 7 32
Resources and Quality at Management of Quality (DW6G 34)
SCQF level 7 (G9CP 47)
PDA in Leadership and Management: Leadership at Work 8 16
Change at SCQF level 8 (H1F2 34)
(G9CN 48) Management: Plan, Lead and Implement
Change (H1F3 35)
PDA in Project Project Management: Project Justification 8 24
Management at SCQF and Planning (DV5H 35)
level 8 (G9CK 48) Project Management: Managing the
Implementation of a Project (DV5J 35)
PDA in Strategic Management: Strategic Change (H1S6 35) 8 16
Management at SCQF Management: Develop Strategic Plans
level 8 (GF93 48) (H1S7 35)
PDA in Organisational Management: Organisational Leadership 9 24
Leadership at SCQF level and Development (H1S8 35)
9 (GICV 49) Leadership for Managers (F5GH 36)
PDA in Decision Making Decision Making for Managers (F5GG 36) 9 24
and Innovation at SCQF Management: Organisational Innovation
level 9 (GOCM 49) (DV80 36)
PDA in Organisational Organisational Ethics (F8K9 39) 11 32
Ethics and Decision Organisational Decision Making
Making SCQF level 11 (F8KA 39)
(GOM9 51)
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Appendix 2 Frameworks for HNC and Diploma in
Management and Leadership

HNC in Management and Leadership (GF5V 15)

Mandatory Units — 9 credits Unit iggﬁ SCQF | Credit
required code - level | value
points

Management: Developing Self H1F1 34 8 7 1

Management Skills

Management: Leadership at Work H1F2 34 8 7 1

Management: Plan, Lead and Implement | H1F3 35 8 8 1

Change

Managing and Working with People H1F4 34 16 7 2

Manage Operational Resources H1F5 34 16 7 2

Creating a Culture of Customer Care H1FO0 34 8 7 1

Management and Leadership: Graded H1KT 34 8 7 1

Unit 1

Optional Units — 3 credits required Unit SCQF | SCQF | Credit
code credit | level | value

points

Workplace Communication in English DE1K 33 8 6 1

Business Law: An Introduction F84P 34 8 7 1

Individual Employment Relations: Law | DN75 34 8 7 1

Managing Knowledge DV85 34 8 7 1

Management: Managing Financial DV89 34 8 7 1

Resources

Supply Chain Management: An DL5G 34 8 7 1

Introduction

Health and Safety Legislation: An DF87 34 8 7 1

Introduction

Managing Information DV84 34 8 7 1

Marketing: An Introduction F7BX 34 8 7 1

Human Resource Management: H1KP 34 8 7 1

Introduction

Economic Issues: An Introduction F7J8 34 8 7 1

Management of Quality DW6G 34 16 7 2

Public Sector: An Introduction F3HN 34 8 7 1

Public Sector Financial Management F3HL 34 16 7 2

Management and Leadership in the FHM 35 8 8 1

Public Sector

Preparing Financial Forecasts F84R 35 8 8 1
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Optional Units — 3 credits required Unit SCQF | SCQF | Credit

code credit | level | value
points

Project Management: Project DV5H 35 8 8 1

Justification and Planning

Project Management: Managing the DV5J 35 16 8 2

Implementation of a Project

Project Management: Managing F1F1 36 8 9 1

Multiple Projects

Statistics for Business F84K 35 8 8 1

Marketing Planning for a Domestic DG6P 35 16 8 2

Market

Supply Chain Management: Tactics and | DL5M 36 8 9 1

Techniques

Organisational Management FOEG 35 24 8 3

Leadership for Managers F5GH 36 16 9 2

Decision Making for Managers F5GG 36 16 9 2

Total credits required for the HNC in Management and Leadership — 12
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Diplomain Management and Leadership (GF6G48)

. . Unit SCQF .
Manplatory Units — 13 credits Code Eredit SCQF | Credit
required : level value
points
Management: Developing Self H1F1 34 8 7 1
Management Skills
Management: Leadership at Work H1F2 34 8 7 1
Management: Plan, Lead and H1F3 35 8 8 1
Implement Change
Managing and Working with People H1F4 34 16 7 2
Manage Operational Resources H1F5 34 16 7 2
Creating a Culture of Customer Care H1F0 34 8 7 1
Management and Leadership: Graded H1KT 34 8 7 1
Unit 1
Management: Organisational H1S8 35 8 8 1
Leadership and Development
Management: Develop Strategic Plans H1S7 35 8 8 1
Management: Strategic Change H1S6 35 8 8 1
Management Research H1S9 35 8 8 1
Optional Units Group ‘A’ — Unit SCQF | SCQF | Credit
candidates can select a maximum of 1 Code credit | level | value
credits from this group points
Workplace Communication in English DE1K 33 8 6 1
Business Law: An Introduction F84P 34 8 7 1
Individual Employment Relations: Law | DN75 34 8 7 1
Managing Knowledge DV85 34 8 7 1
Management: Managing Financial DV89 34 8 7 1
Resources
Supply Chain Management: An DL5G 34 8 7 1
Introduction
Health and Safety Legislation: An DF87 34 8 7 1
Introduction
Managing Information DVv84 34 8 7 1
Marketing: An Introduction F7BX 34 8 7 1
Human Resource Management: H1KP 34 8 7 1
Introduction
Economic Issues: An Introduction F7J8 34 8 7 1
Management of Quality DW6G 34 16 7 2
Public Sector: An Introduction F3HN 34 8 7 1
F3HL 34 16 7 2

Public Sector Financial Management
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Optional Units Group ‘B’ — Unit SCQF | SCQF | Credit
candidates must select a minimum of | Code credit | level value
4 credits from this group points

Human Resource Management: DNYE 35 8 8 1
Employee Relationship Management

Collective Employment Relations: DN7C 35 16 8 2
Practice

Preparing Financial Forecasts F84R 35 8 8 1
Project Management: Project DV5H 35 8 8 1
Justification and Planning

Project Management: Managing the DV5J 35 16 8 2
Implementation of a Project

Project Management: Managing F1F1 36 8 9 1
Multiple Projects

Statistics for Business F84K 35 8 8 1
Marketing Planning for a Domestic DG6P 35 16 8 2
Market

Human Resource Management: H1XR 35 8 8 1
Performance Management

Managing Organisational Risks DV7Y 36 8 9 1
Managing in a Global Environment DV83 36 8 9 1
Management: Organisational Innovation | DV80 36 8 9 1
Supply Chain Management: Tactics and | DL5M 36 8 9 1
Techniques

Organisational Management FOEG 35 24 8 3
Management and Leadership in the F3HM 36 8 9 1
Public Sector

Leadership for Managers F5GH 36 16 9 2
Decision Making for Managers F5GG 36 16 9 2

Total credits required for the Diploma in Management and Leadership — 18

To achieve the Diploma Management and Leadership award candidates must select no more
than one optional Credits from the Group ‘A’ Units (SCQF level 6 and 7) and a minimum of 4
credits from the Group ‘B’ Units (SCQF level 8 and 9).

]

The shaded boxes show the mandatory Units that are common to the HNC in
Management and Leadership.
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Appendix 3 PDAs in Management and Leadership —
possible pathways and progression routes

As already noted the PDAs in Management and Leadership are not intended solely as a
vehicle for progression. However, this diagram illustrates possible pathways and progression

routes

Pathway A:

(PDA SCQF level 6 to HNC)

PDA in Management
(SCQF level 6) [2
credits]

Pathway B:

(PDAs building to HNC Mngt)

PDA in Managing
Self and Others

Y

(SCQF level 7)
[3 credits]

v

PDA in Managing
Resources and
Quality (SCQF
level 7) [4 credits]

Y

Pathway C:

(PDAs building to Dip Mngt)

PDA in Leadership
and Change (SCQF
level 8) [2 credits]

\4

HNC in Management

PDA in Project

HNC in Management ; Management
and Leadership and Leadership »| (SCQF level 8)
(SCQF level 7) (SCQF level 7) [3 credits]
[12 credits] [12 credits]
PDA in Strategic
Management
.| (SCQF level 8)
| [2 credits] |
A 4 .
] PDA in
PDAIn Decision
Organisational "| Making and
Leadership (SCQF Innovation
level 9) [2 credits] (SCQF level 9)
l [3 credits]
Diploma in Diploma in i
Management and Management and Diploma in Management
Leadership Leadership and Leadership
(SCQF level 8) (SCQF level 8) (SCQF level 8)
[18 credits] [18 credits]

[18 credits]
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This diagram illustrates possible linkages between the Managements and Leadership PDAs
and the SQA awards HNC and Diploma in Management and Leadership. The HNC
Management and Leadership is, in fact, a sub-set of the Diploma in Management and
Leadership. See Appendix 2 for the structures of the HNC and the Diploma in Management
and Leadership.

The diagram also shows that there is some progression between the various PDAs in the suite
of Management and Leadership awards. This is a deliberate aspect of the design of the suite
as this enables it to cater for the development needs of managers at different stages of their
managerial careers. However, providing a structured progression route through the PDAS is
not the main purpose of the suite — rather each individual PDA is intended to meet a
particular management development need and is, therefore, valid in its own right.

Nevertheless, if a candidate wished to do so it would be possible to structure an individual
management development programme by progressing from one PDA to another. Some PDAs,
especially those at level 9, recommend that candidates have studied topics which appear in
Units in other PDAs. For example, the Unit Management: Plan, Lead and Implement Change
(at SCQF level 8) which is part of the PDA Leadership and Change at SCQF level 8 is
suggested as a suitable background for entry into both the Units which make up the PDA in
Decision Making and Innovation at SCQF level 9.

Such a development route may not necessarily involve all PDAs particularly since it should
be aligned as closely as possible to the candidate’s own development needs as a manager.
Candidates who have completed the PDA Managing Self and Others at SCQF level 7 may
find that their development needs mean that they would not benefit substantially by
undertaking the PDA Managing Self and Others at SCQF level 8. For other candidates, the
PDA Managing Self and Others at SCQF level 8 may be the starting point for a development
programme involving PDAs at SCQF levels 8 and 9.

Please note that one drawback of the diagram is that it tends to give the impression that
candidates who do wish to undertake a number of PDAs should do so in a particular order.
This is not the case. While there are some good reasons (such as recommended prior
knowledge and understanding as noted above) why it may be beneficial to undertake one
PDA before another, this does not apply to all PDAs. In any case, recommended entry
requirements are for guidance and the test should be whether candidates will benefit as
managers from whichever PDA they decide to attempt. The PDAs at SCQF level 9, for
example, are linked to each other but candidates wishing to undertake them all could do so in
any order which suited them. The major determining factor in deciding which PDA to
undertake, and in which order to take more than one, should be the candidate’s development
needs.
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