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Checklist 5 – Group Award specification - technical edit
	



This checklist is to be used for technical editing of a Group Award specification prior to distribution to validation panel members.  It is intended to help you check that the document follows the agreed template and that informaion has been provided under each heading in order to satisfy our validation criteria.  

While carrying out this check you should also make sure that:

· the Group Award specification is written in clear and simple English that will be accessible to all users
· the way in which the Group Award specification is written does not introduce any unnecessary barriers to achievement for certain groups of learners
· any typographical or grammatical errors are highlighted and amended prior to distribution to validation panel members. 

Note: 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).  

	
Group Award specification title and SCQF level
	

	Date of check 
	

	Person carrying out the technical edit
	



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

	












Group Award title

	If the Group Award is part of a suite of qualifications in the same subject area its place is distinguished by SCQF level not words such as “Basic”, “Introductory”, “Intermedidate” etc or numbers other than those used for the SCQF level
	
	

	
	The Group Award title reflects the sum of the competences of the qualification(s) and all routes to it. 

	
	

	
	The Group Award title conforms to house style:

Product type in XXXXX at SCQF level X 
	
	

	
	Guidance on title conventions:

To be sure that every potential reader understands the title then the full wording should be used with any acronym given afterwards, for example “Computer Aided Design (CAD)”
If the audience is likely to be limited to those with some technical knowledge of the subject, then it is acceptable to use any well known acronyms in that subject.  For example, 'CAD/CAM for aeronautical engineers' should be clear enough to anyone interested in studying/offering it.

A title which starts with a number can look a bit awkward if it appears at the start of a sentence, so it is better if it can be avoided. However, if it is not possible to adjust the wording then it is acceptable to start with a number if that is how the topic is referred to by subject specialists. For example, “3D Computer Animation”.


	Group Award Code
	Completed by us
	N/A
	

	Validation date: (month and year)
	Completed by us
	N/A
	

	Date of original publication
	Completed by us
	N/A
	

	Version
	Completed by us
	N/A
	

	Contents Page
	Completed by us
	N/A
	

	1. Introduction
	Following the standard statement about the purpose of the document - has a rationale for the following information been provided?

· justification for the title of the qualification(s) that reflects the sum of the competences of the qualification(s) and all routes to it

	
	

	
	· details on where the qualification(s) fits in our framework of qualifications in the same / similar area

	
	

	
	· the range of learners the qualification(s) is suitable for

	
	

	
	· progression pathway (entry, exit and potential destination points including Higher Education)?

	
	

	
	· possible employment opportunities for learners who gain this qualification(s)

	
	

	
	· details of any professional recognition
	
	

	2.Qualification Structure
	Has a statement on how the qualification meets the design principles been provided?

	
	

	2.1 Structure
	Has a statement been provided that identifies what a learner has to do to achieve the qualification?  

	
	

	1. 
	Has the table been updated with:
· Validated Unit titles, including graded Unit(s) if applicable?
	
	

	
	· Unit codes?

	
	

	
	· SCQF credit points?

	
	

	
	· SCQF level?

	
	

	
	· Qualifications Scotland credit value?

	
	

	
	· Mandatory/optional structure stated?

	
	

	
	· If the Core Skills Units in Communication/Numeracy are included have the Literacy and Numeracy equivalents also been included?

	
	

	3. Aims of the qualification
	Principal aim - has the main purpose/focus of the qualification(s) been stated?

	
	

	3.1 General aims 
	Have the broad knowledge and skills that will be developed as learners undertake the qualification been stated? 

	
	

	3.2 Specific aims of the qualification(s)
	Have the specific knowledge and skills development in the context of the qualification been stated? 

	
	

	
	Do the specific aims identify the knowledge and skills that set the higher level apart from the lower level i.e. HND from HNC?

	
	

	3.3 Graded Unit(s)
	Have details on how the Graded Unit(s) integrate the principal aim of the qualification(s) been provided?

	
	

	4.Recommended entry to the qualification(s)
	Following the first two paragraphs which are a standard statement has guidance been included on:
· any prior qualifications for entry to the qualification(s)? e.g. Highers, NQ Units, SVQ?

	
	

	
	· any prior knowledge and skills? e.g. learners with work experience?

	
	

	
	· any requirement to have been practicing for a given amount of time?

	
	

	
	· any bridging learning / articulation requirements, for example between 1st and 2nd year?

	
	

	
	· any legal age restrictions?

	
	

	
	Is the qualification accessible to learners regardless of disability, race, age, religion or belief, sex, gender reassignment, pregnancy and maternity, or sexual orientation? (known as the protected characteristics).  

	
	

	4.1 Core Skills entry profile
	Has information on recommended Core Skills entry levels been identified for one or more Core Skill?

	
	

	5. Additional benefits of the qualification in meeting employer needs
	Standard statement
	N/A
	

	
5.1 Mapping of aims to Units
	Has a mapping been provided that shows how the general and specific aims of the qualification(s) are met through the Units?

	
	

	5.2 Mapping of standards
	Has an explanation of the links with NOS and/ or trade / professional body requirements been provided?

	
	

	
	Has a mapping been provided that shows alignment between the Units and National Occupational Standards and / or trade/professional body standards?

	
	

	5.3 Mapping of Core Skills 
	Has a mapping been provided that shows Core Skills development across the qualification(s)?

	
	

	5.4 Mapping of Assessment methods 
	Has a mapping been provided that shows the main assessment methods that learners may encounter for each Unit and the conditions in which the evidence must be produced?

	
	

	6. Guidance on approaches to delivery and assessment
	An overview on what the qualification(s) is about and what it aims to achieve? (content and context)
	
	

	6.1 Sequencing /integration of Units
	Has guidance been provided on:
· sequence of delivery of Units in terms of subjects / Graded Unit(s)? (suitable timetables may be included as an appendix)

	
	

	
	· integration of content and/or Units and/or assessment?

	
	

	6.2 Recognition of Prior Learning
	Standard statement
	N/A
	

	6.2.1 Articulation and/or progression
	Have details been provided of articulation/progression opportunities?
	
	

	6.2.2 Professional recognition
	Have details been provided of any professional recognition?
	
	

	6.2.3 Transitional Arrangements
	If the qualification(s) is a revision of an existing qualification(s) have details been provided of any transitional arrangements?
	
	

	6.2.4 Credit transfer
	If there are revised Units have details been provided on suitability of credit transfer between old and revised Units?

	
	

	6.3 Opportunities for e-assessment 

	Have details been provided on parts/all of the programme that are suitable for e-learning (delivery) and / or e-assessment? 

	
	

	6.4 Support Materials
	Standard statement
	N/A
	

	6.5 Resource requirements
	Details of any specific delivery criteria have been stated eg. specific teaching qualifications, access to physical/specialist resources, legislation, examination/assessment administered on or behalf of another agency, environmental setting (workplace/simulated)?  

	
	

	7. General Information for centres
	Standard statements completed by us
	N/A
	

	8. Glossary of terms
	Has this been updated to include any terminology specific to the subject area of the qualification(s)?

	
	

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

	Acknowledgement Statement
	Standard statement
	N/A
	

	








9. General Information for learners
	Has a brief summary about the qualification been provided that includes:
· an overview on what qualification is about and why it has been developed?

	
	

	
	· details on what learners need to do to achieve the qualification?

	
	

	
	· the subject specific skills/knowledge learners will develop through the qualification?

	
	

	
	· the main assessment methods that learners will encounter?

	
	

	
	· information about the Graded Units and how these will be assessed (if applicable)?

	
	




	
	details of Core and other essential skills that will be developed and how?

	
	

	
	· any professional body recognition/exemption?

	
	

	
	· possible educational progression opportunities?

	
	

	
	· possible employment pathways?

	
	



	Follow-up actions

	Amendments to be made by

	
	DATE:

	Amendments agreed, made and checked

	
	DATE:
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