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	Introductory note:

	You have been commissioned to develop the following Unit in accordance with SQA’s technical requirements and this project brief.

Before commencing writing you are required to attend a workshop session on (insert date).  Attendance at this workshop is mandatory under the terms of your contract. 
or
Before commencing writing you should meet with (insert name) on (insert date and time) to ensure you understand fully the requirements of this project
or
Before commencing writing, (insert name) will contact you by telephone on (insert date and time ) to ensure you understand fully the requirements of this project.

Delete the two options which do not apply.

SQA is aiming to have the Unit validated by (insert date).  
or
This Unit forms part of the (insert title of Course/Group Award). Group Award validation is scheduled for (insert date/month).

In order that we can meet the above dates you have agreed to submit the Unit by (insert date).
Should any difficulties arise which prevent you meeting this deadline, you should notify (insert contact details) at SQA immediately. 




	Product Type:
delete as appropriate
	National Unit or Higher National Unit 


	Working title of Unit:
	Insert the Unit title proposed by the QDT

	Credit points and level
	Insert the SCQF credit points and level proposed by the QDT

	Recommended entry/prior knowledge and skills
	Insert the level of knowledge, skills, experience or qualifications a candidate should have achieved prior to starting the Unit, as proposed by the QDT


	Target candidate group
	Insert details about who the Unit is aimed at as agreed by the QDT

	Unit Purpose 
or
Unit Summary 
 (delete as appropriate)
	Insert the Purpose / Summary agreed by the QDT

	Possible content and Outcomes
	Insert content and Outcomes suggested by the QDT

	Suggested Evidence Requirements
	Identify likely evidence type suggested by the QDT ie 

written and / or oral
performance
product

	If this is a revision 
	State Code of existing Unit

	
	Attach a copy of existing Unit specification to writer’s copy 

	National Occupational Standards:
(delete if not appropriate to product)
	As this Unit develops skills and /or underpinning knowledge (delete as appropriate) for (insert occupational area) you should use the relevant National Occupational Standards (NOS) which can be found on the NOS Directory at www.ukstandards.org.uk


	Reference materials 

	Please refer to the (insert name and link to relevant Unit writing guide) before you begin to, and as you, write the Unit.

Please insert details of any other relevant reference material which is not already referred to in the Unit writing guide.

	Assessment Support Pack being produced?
	Yes
	
	No
	

	COMPLETED WRITER BRIEFS MUST BE E-MAILED TO QPM/Team to update Unit Register



Support for Unit Writers
A Virtual Learning Environment (VLE) has been created on SQA Academy to support the writing process. It contains all the information needed as well as useful hints and tips and exemplification on how to write a unit. 
New unit writers/vetters should be encouraged to undertake the SQA Academy programme before commencing any writing/vetting.  In addition to SQA Academy, a practical unit writing training session can be requested from a member of Research, Policy, Standards and Statistics team.  Details of product type, number of writers and timelines should be e-mailed to  RPSS.admin@sqa.org.uk
How to join the training for Unit writer’s course on SQA Academy:
1. On the internet go to http://www.sqaacademy.org.uk
2. Either log in with your SQA Academy username and password.
Or if you do not have an SQA Academy account, select "Create an account" from below the log in button.
3. From the left hand side menu select "List of all courses"
4. Scroll down and select “SQA Appointee Training”
5. Select "Training for Unit Writers"
6. When you are asked for an enrolment key type in the code that relates to the Units you are writing ie. NQ or HN: 
Code for NQ writers is UnitNQ (Case Sensitive)
Code for HN writers is UnitHN (Case Sensitive)
You will only need the enrolment key the first time you visit the course.
If you have any problems, please contact the SQA Academy team by emailing academy@sqa.org.uk or by phone on 0345 213 6763
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