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Checklist 1 - Unit Writer HN				


This checklist is to be used by the unit writer to review their final draft of the unit specification prior to submitting it to us.  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 us, vetting by an independent subject specialist, formatting and proof-reading.  It may be necessary for us 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 us not to discriminate against people who wish to be, or who are, learners for our qualifications because of disability, race, age, religion or belief, sex, gender reassignment, pregnancy and maternity, or sexual orientation (known as the protected characteristics).  

(1) They must not unlawfully discriminate against any learner on the grounds of any of these protected characteristics
(2) Due consideration must be given to any reasonable adjustments which can be made to provide access to the qualification for disabled learners.
  
If a barrier to learners in terms of the protected characteristics is identified, you should consider whether: 

the barrier can be removed without any significant impact in terms of maintaining the integrity of the Unit.  If so, it should be removed.
OR
· its inclusion is vital to the aim/purpose of the Unit, i.e. it can be “justified” in terms of maintaining the integrity of the Unit. 
· Are there any reasonable adjustments that could be made to mitigate the adverse impact on disabled learner’s ability to achieve the Unit, i.e. assessment arrangements, alternative forms of evidence etc.

If a potential barrier to learners has been identified and retained, you must complete Section 2 of this checklist. 

	Unit title and SCQF level
	

	Date of check 
	

	Unit writer’s name
	

	QualScot Lead Officer
	

	General Information

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

	Unit title
	Have you retained the working title stated in the Unit writer brief?

	
	

	
	Does the title of the Unit give a clear indication of what the Unit is about?

	
	

	
	Does the title reflect the skills and / or knowledge covered?

	
	

	Unit Purpose
	Is the Unit Purpose in accordance with the Unit writer brief?

	
	

	
	Does the Unit Purpose give the reader a clear idea of the content and objectives of the Unit?

	
	

	
	Is it consistent with the Unit title and Unit Outcomes?

	
	

	
	Has the target learner group been identified?

	
	

	Outcomes
	Is the format of each Outcome verb + content + conditions OR 
verb + conditions + content?

	
	

	Credit points and level
	Has the Qualification Scotland credit been stated?

	
	

	
	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 learner to achieve the Outcomes?
A 1 credit HN Unit = 8 SCQF credits (40 hours contact and 40 hours self-directed learning)  

	
	

	Recommended entry to the Unit
	Has guidance on the level of knowledge, skills, experience or the qualification
ns a learner should have achieved prior to starting the Unit been given?
	
	

	Core Skills 
	Information in this section will be completed by our Qualification Portfolio Management team. 
	N/A
	

	Context for delivery
	Standard statement provided by us
	N/A
	

	Equality and inclusion
	Standard statement provided by us
	N/A
	




	Statement of Standards

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

	
Outcomes
	Are the Outcomes on page one the same as those in the statement of standards? 

	
	

	
	Does each Outcome state clearly the skills or knowledge that must be demonstrated by a learner?

	
	

	
	Are the Outcomes written in the order a learner will work through them?

	
	

	
	Does each Outcome link to the Unit purpose?

	
	

	
	Do the Outcomes match the characteristics of the corresponding SCQF level descriptors?

	
	

	
	Are you satisfied that the Outcomes do not present a barrier to learners in terms of the protected characteristics? – if no, complete Equality Review Forms.
	
	

	Knowledge and/or Skills
	Only essential knowledge and skills for achieving the Outcome are specified, i.e. general guidance is not included? 

	
	

	
	Do the items build on the recommended prior knowledge and skills statement?

	
	

	
	Is each item stated clearly and concisely?

	
	

	
	Are the knowledge and/or skills consistent with the level of the Unit?

	
	

	
	Is each knowledge and/or skill an essential part of the definition of what it is to be competent in the Outcome?

	
	

	
	Are you satisfied that the Knowledge and/or Skills do not present a barrier to learners in terms of the protected characteristics? – if no, complete Equality Review Forms.

	
	

	Evidence Requirements 
	If sampling is not used, has the standard statement on sampling been deleted?

	
	

	
	Do the Evidence Requirements clearly specify:

· what the learner has to do?

	
	

	
	· to what standard?

	
	

	
	· the type of evidence required?

	
	

	
	· how much evidence is required? 

	
	

	
	· the way assessment should be carried out: 
· Outcome by Outcome
· Two or more Outcomes together
· All Outcomes together — holistic assessment of the unit

	
	

	
	· the conditions in which the evidence must be produced? i.e. open/closed book, length of time for assessment (if appropriate)?

	
	

	
	· if open book, are appropriate source materials specified?

	
	

	
	Do the Evidence Requirements cover the content of the Unit and relate back to the Outcomes and Knowledge and/or Skills, i.e. they do not ask for more?

	
	

	
	Has the choice of instrument of assessment been left open? Note: the instrument of assessment should not be specified in the Evidence Requirements unless it is essential to meet the standard required.

	
	

	
	Do the Evidence Requirements encourage holistic assessment (within and across Outcomes) where possible?

	
	

	
	Is the mode of assessment as open and flexible as possible eg if it is acceptable to submit evidence in electronic format and/or online?

	
	

	
	Are you satisfied that the Evidence Requirements do not present a barrier to learners in terms of the protected characteristics? – if no, complete Equality Review Forms.

	
	

	
	Remaining checks for Evidence Requirements need only be completed if sampling used: 

	
	

	
	If the Evidence Requirements involve sampling of knowledge and/or skills, do they state clearly how sampling must be carried out with regard to:

· the type and standard of evidence required for each knowledge and/or skills on any one occasion?

	
	

	
	· the proportion of knowledge and/or skills which can be sampled?

	
	

	
	· any items that must be included in the sample on each assessment occasion, eg if it is crucial to the achievement of the Outcome or to an embedded Core Skill?

	
	

	
	· choosing a different sample on each assessment occasion to prevent learners being able to foresee what they will be asked?

	
	

	
	· conditions of assessment?

	
	





	Support Notes

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

	Notional design length
	Has the notional design length been identified i.e. 1 credit Unit = 40 hours, 2 credit Unit = 80 hours?

	
	

	Guidance on the content and context for this Unit
	Has the Unit purpose been expanded upon to help the reader gain a better understanding of the aim of the Unit?

	
	

	
	Have the Unit Outcomes been expanded upon to give the reader a better understanding of the statement of standards?

	
	

	
	Have specific vocational/subject knowledge and skills development been identified?

	
	

	
	Has information been provided on recognition by professional bodies?  

	
	

	
	Has the relationship to NOS and/or other industry standards been identified? 

	
	

	
	Has information been provided on whether the Unit provides underpinning knowledge for SVQs or other qualifications?

	
	

	
	Has information on progression pathways been provided?

	
	

	Guidance on approaches to delivery of this Unit
	Has any specific delivery criteria for this Unit been stated e.g. specific teaching qualifications, access to physical/specialist resources, legislation, examination/assessment administered on or behalf of another agency, environmental setting (workplace/simulated)?  

	
	

	
	Does the information provided help the reader gain an understanding of how teaching/delivery might be organised?

	
	

	
	Have possible delivery methods been identified?

	
	

	

Guidance on approaches to assessment of this Unit
	Does the information provide the reader with a greater understanding of how the Outcomes could be assessed?

	
	

	
	Is it consistent with the Evidence Requirements?

	
	

	
	Have assessment instruments been recommended?

	
	

	
	Does the guidance on assessment encourage holistic assessment and indicate how this could be achieved?  For example: assessment could be integrated as a whole, or for a combination of Outcomes?

	
	

	
	If the Evidence Requirements are stated for a combination of Outcomes or for the Unit as a whole, are the assessment guidelines similarly structured?

	
	

	
	Have the conditions of assessment been stated?

	
	

	
	Has advice on how a learner’s work can be authenticated been provided?

	
	

	Opportunities for e-assessment
		
Standard statement provided by us
	
N/A
	

	Opportunities for developing Core and other essential skills
	Have opportunities to develop aspects of Core Skills been signposted?

	
	

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

	
	

	
	Has information on broader skills development in the areas of enterprise, employability, sustainable development and citizenship been provided?

	
	

	History of changes to Unit

	Information in this section will be completed by our Qualification Portfolio Management team. 
	N/A
	

	General Information for learners
	Has information been provided on:
· 
· what the Unit is about?

	
	

	
	· what learners need to do to achieve the Unit?

	
	

	
	· the knowledge and skills which will be developed?

	
	

	
	· what is involved in assessment?

	
	

	
	· what Core Skills will be developed, how this will be done and if they will be certificated?

	
	

	
	· professional body recognition/exemplification (if applicable)?

	
	

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

	
	



	
Revised Units only

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

	Recognition of Prior Learning
	If a revision to an existing Unit, are the knowledge and skills development in the revised Unit sufficiently similar to justify credit transfer from the old to new Unit? 
	
	



	For completion by the Qualifications Scotland Lead Officer


	Decision

	

	Action points (if applicable)

	





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